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Part One _ Hotel Courtesy English

' Unit 1 Hotel Courtesy English

| .Greetings

1. Good morning / afternoon / evening, sir / madam / Mr Smith / Mrs / Miss / Ms Smith.
2. Nice / glad / happy / pleased to see / meet you.

3. Welcome to our hotel / restaurant / shop / coffee shop / bar.

4. Wish you a nice day / trip / flight.

5. Have a nice day / trip / flight / a good night.

Il .Congratulation

1. Congratulations!

2. Happy birthday / new year / wedding / Christmas!

Il . Thanks and Response

1. Thank you / thank you very much.

2. Thanks for your advice / information / help / coming.

3. It is very kind of you / you are welcome / Not at all / Don’t mention it / It is my pleasure /
That’s all right / It doesn’t matter / Let’s forget it.

4. I am sorry / I am awfully sorry / I am sorry, it is my fault.

5. Sorry to have kept you waiting / sorry for delay.
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6. Sorry to interrupt you.

IV .Consultation [konsal'ter[ (a)n]

1. Can I help you / What can I do for you / Is there anything I can do for you / May I help you?
2. May I have your name / May I take your order / May I have your room number?
3. Would you like to speak slowly / Would you like something to drink / Would you like to

order now / Would you like Chinese food / Japanese food?

V .Directions

1. Go upstairs / downstairs / Go down to the lobby / Go straight ahead / Go straight and turn
right at the next traffic lights.

2. It is on the second / third floor / it is in the basement at the end of the corridor / it is on
your right.

3. Excuse me, where is the washroom / restroom / elevator / lift / this way, please / turn left /
turn right at the first corner.

4. Please take the lift to the thirty-ninth floor / Please take NO.117 Bus to the railway
station.

5. The bar is on this floor. Please go straight along the lobby, turn right at the end and it is

on the right.

VI.Reminding

1. Mind / watch your step / There is no hurry, sir, please take your time.
2. Please be careful / Please don’t leave anything behind / Don’t worry / Don’t smoke here.

3. Take it easy. / Are you all right?
VI . Apology and Comfort

1. Thank you all the same!

2. I apologize to you on behalf of the hotel.
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3. 1 do apologize to you for inconvenience on behalf of our hotel.
4. 1 will look into the matter right away.

5. 1 assure you it won’t happen again.

6. I will send someone to your room right away.

7.1 can’t guarantee you anything, but I will try my best.

8. I am afraid we cannot do that / I am afraid it is against the hotel’s regulations.

VIl .Sales

1. What kind of rooms / food would you like to have?

2. Here is a brochure and tariff of our hotel.

3. We will give you al0% ( ten percent ) discount.

4. I am sorry, there is no discount.

5. We will offer tour guides and complimentary breakfast.
6. May I present you a little souvenir?

7.1 am sorry, | am afraid we don’t have any available.

8. Cheers / Bottoms up!



‘ Unit2 Reserving the Table
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Dialogue One: Reserving the Table

New Words:
1. reserve [ri'za:v]: v. Tl

2. guarantee [geeran'tiz]: v. {RIE
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3. private ['praivit]: adj. FA A

4. booth [bu:d]: n. Ll

5. expect [iks'pekt]: v. iy, B3

Useful Expressions:

1. Imperial Marriott Hotel: 5477 5%

2. hold the line: FI+EH

3. the private room: {55

4. check the reservation book: £r7 il 11 5%
5. sorry to have kept you waiting: Xf AN, 1EEASE T
6. keep the table: {4 B 51

7. a table for six: 6 A&
Dialogue:(W=Waiter G=Guest)

W: Good afternoon. This is Imperial Marriott Hotel. Can I help you?

G: Good afternoon. I’d like a table.

W: Yes, sir. May I have your name?

G: Of course. My name is George Davis.

W: Mr. Davis, how many people?

G: A table for six.

W: Oh, Mr Davis, hold the line, please. Let me check the reservation book...Oh, sorry
to have kept you waiting. We have a table for six. When would you like the table?

G2 Around 5: 30 this evening.

W: OK, Mr Davis, by the way, we will keep your table until 6: 00 in the evening. We
cannot guarantee your table if you come late.

G: I see.

W: Mr Davis, you book a table for six in the private room at 6: 00 this evening. We

will expect you in the evening. Thank you for calling.

G: Thank you. Good Bye.
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Dialogue Two: Changing the Dinner Time

Useful Expressions:
1. hot pot: ‘K%
2. make a reservation: ﬁiT

Dialogue: (W=Waiter G=Guest)

W: Good morning. This is Donglaishun Hot Pot Restaurant. Can I help you?

G Yes, a table for four this evening.

W: Hold the line please. Let me check the reservation book. Sorry, I am afraid we are
fully booked for tonight. Would you like to make a reservation at another time in
our restaurant?

G Do you have hot pot service at noon?

W: Of course, the same food and service as in the evening. And we still have several
tables at noon. How about the table for four at noon?

G: Good idea. We will take it.

W: Yes, sir. A table for 4 at noon. May I have your name?

G: Tt is Steven.

W: Thanks for calling, Mr Steven. Have a nice day.

Text Banquet Service
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(1) INFEIAEE2ITH (function sheet ), RETEAICEEANGE, L&
I REFTAESE

(2) BRBIME MR IR IEFIT (telephone reservation ), TG LAFHIA(G
( confirmation letter ) 177 XM 5% F1&1TE 25 A ( banquet contract ),

(3) WHGT4 (deposit ). BREAVKE LA K/NRITRIT LASY, —M KIS TLHR T
BXfHTE.

(4) #ik (confirmation ) FI@ % (information ), EE2IFRATILK 5% A
WIKR . AR, WIAS B Bl AR BB A TR T,

M. sEaBTEdE

P
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A H
T H #H Date /Day . B AR A4 Contact Name
AL ZFR Organizer ‘ ﬁ% F,7& Phone No.
B Z Hhk Address 1&% T 5 Room Name /Venue
B2 FK Banquet name H2SR Banquet Type . o
T #FRUE Price (yuan/ table) L2 58U Table Amount ’
25075 Settlement ﬁ’illf(ﬂ% Deposit/Guaranteed
FAAER Requirement
BEaKH K YA R HoAtRFRE K
Banquet Menu Beverage Decoration Requirement Other Special Request




Part Two Food and Beverage Department

11
&R
BT AZEA \ I NS
Signature of Client ‘ Signature of Clerk
41 Remarks :

A THRERBUT, TR HE : 024-88085700
In order to guarantee your banquet reservation, please complete this form and fax it back to us at 024-
88085700

Dialogue Three: Banquet Reservation

New Words:

1. farewell ['fea'well: n. 55

2. banquet ['beenkwit]: n. B2

3. recommend [reka'mend]: v. #E##, HIX

4. decorate ['dekareit, dekaireit]: v. 2%, %/
5. equip [i'kwipl: v. 34, BL&

6. spacious ['speifasl: adj. e, =5 [a] KR
7. suitable ['sju:tabl,'su:taball: adj. EA Y, FiEM
8. Cantonese [kaenta'ni:z]: adj. | &Ky, B
9. knuckle ['nakl,'nakal]: n. IE35

10. champagne [[sem'pein]: n. FiE, FiEGHY
Useful Expressions:

1. farewell banquet: 45 1| B %2

2. Sakura Hall: #21E)T

3. company banquet: A F] R4

4. in honor of: 2 1 [i] -+ RN

5. marketing manager: Hi 3£

6. executive manager: 525 B

7. Good Fortune & Huge Luck: {1z %%



