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B KB TEEIRIE & W R Basic Knowledge

VAR AR /2
2. ABHESTHAN /13

BOW  FHEIF AR BB S 95 M 40 Basic Service English .

| BfFmEEELEEZEFR /20
2BAFRBEAARBELENR (24
3.AKMRERS /36

FB3W  REITFEIRS Bellman Services

1 RAER & /42

To the Front Desk
2RREES (44

Check-in to Room
3.ERLH /46

Taking the Elevator
4.2 2% 5wt /49

Arriving at the Room
5.5#47F /52

Standard Delivery
6.:25547Fm /53

Delivery to the Wrong Room
7O REAGB% |56

Answering Calls



8. BEMNEFIEFTH /58
Bringing Baggage Down
9.EAERRBATER /6]
Picking Up the Guest’s Bags
104847 %0t /63
Collecting One’s Bags
11.5 A%t /65
Depositing Some Items
12 5B F At /67
Collecting One’s Items
138 X B ikt /68
Tag Being Lost
14.M 58 B /71

Doorman’s Service
AW 1T B % Room Reservations
1.RABBAKTRY /74

Reservation from a Domestic Source

2. HF = E e /77
Reservation Made by a Third Party

3.RBESSTREY /81

Reservation from Overseas
4 EFBEHEE (83

Desired Room Being Unavailable
SAR/EE#ET /85

When the Hotel Is Full
6. EELMLYEMH /88

Can’t Be Booked for All the Nights Requested

TREL-FHEE /9]
A Lower Quality Is Offered

8.1 F 2t & RME 49 B3F /92

Room View

ii



9.3 F] 2t A Al £ A &5 EF /93
Room Type
10542 X AHEA /95
Bed-size & Number in Room
1. ATy e 2E (97
Confirmation Call

12.8£/reh a8 /100

Change of Reservation Date
13. 9% =FRFM4e /102
Cancellation by a Third Party

WEE5W A& (NTEEIR) The Front Desk(Check-in)

T AR F4 /106
Check-in Procedure

2. 5% BRI NAERGE /109
Check-in at a Busy Time

3.RIAEESEE /112
Confirmation of Difficult Surnames

4. SR AERIL /114
On a Company Account

5. EHA AT KER /117
With a Hotel Voucher

6. AAMFHFX /119
Confirmation of Way of Payment

7. RN FHREEHN (121

When Reservation Can’t Be Located



B.HRELGHARMRARM /124
Room Rate Changes for a Returning Guest
9 RATANEF Y /127
Tour Group Check-in
stARRES A% /131

BOMW R BLEIWMHFR Information
1.3 & A5 % /136

Room Number Information
2. &wr L kS ERE /138
The Name Doesn’t Appear on the List
3. EERE /140
Message for a Staying Guest
ABFEAEE /144
Guest Location
SARIEEHT (147
For Nearby Locations
6.0 BREGBH /149
For Faraway Locations
73BT EATERE /150
Giving Directions to the Hotel
8 TEALMTE AL /152
Giving Directions to the Destination
O RBAMMARTH /155

Information for Shopping & Sightseeing
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10.%F#XeX /157
Delivery of Packages by Hand

TTAREAEISESH /160
Forwarding Letters

125 -FE o4 /163
Delivering & Sending Mail

13.7°#%+" %A [166
Paging
14 408 AR R /168
Picking Up Room Key
15. B &SmeREABRLER /170
Room Change Due to Repairs
16. 83 AENRFERE S (173
Wishing to Extend Qne’s Stay but No Room Available
17. &2 =i wiE558 /176
Looking Up a Telephone Number

/W 24#J71 The Front Cashier
1.4%kBEEF4E /180

Check-out Procedure
2. S ke /184
Check-out by Company Account
3.BEERFRB /186
Explaining Credit Limits
4AFRICILF 4 /189

Standard Exchange Procedure



S.HLB A RICLRRE /191
Explaining the Night Change Limits
6.%&MiE /194

Safety Deposit Box
FEW E 2 EIL8B Housekeeping

VAR RIS E /198

Explaining Laundry Service Hours
2ARRSEEAR 201

Laundry Reception Procedure
3. rTiE kR /204

Too Late for That Day’s Laundry
4.F&TF#he /206

Dry-cleaned
S.EMEHMRRBAELZ /208

Checking Out but Leaving Some Items in the Room
DR W EARRHHGEE /213
6.3 KA E 54 /214

Asking to Clean the Room
7R BREH /216
- Borrowing Equipment from Housekeeping
8.F&F&thomnt /218

Asking for Simple Medicine
9. € MHHER /220

When TV Is Out of Order

vi



104 Kz shay /222
Being Locked Out of the Fire Exit

KR FEREALAES /226

WE M B EAFERAES (228

HFOW I IE Telephone Operators

1M E b Ee st /230
Outside Calls

2EBEEAAR R /233
No Reply from the Room

3. % EA /235
Paging a Guest

4 FAEAEAE BE (237
No Reply from the Paged Guest

SARAR IR L E LR /238
Outside Caller Being Cut Off

6.5 5N M@ E LI RE /240
Room-to-room & Outside Calls

7 TRV EBEE (242
The Morning Call

8REAFEMSE (244
Answering Service

.57 ki E L ey /246
Complaint about a Busy Line

1085 BTAA R b5 (248

Incoming Collect Call from Overseas



11.8HFEAdE /251
Outgoing Overseas Person-to-person Call
12. 5% Foi& (254
Station Call-direct Dialling
13.Bfke#E%kA /257
International Rates
14. 3088388 &% /259
Complaints about Noise on the Line
#F 10 $£1R88J1 Food & Beverage Department
1. 27T /262
Restaurant Reservations
2BIEEAN /265
Receiving the Guest
3.5% /268
Taking Orders
4. L% /271
Serving the Food
544 /274
Presenting the Bili
6.//ve 277

Bar Service
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EITBERNEREAZINRTHAR.

RABEARAKRAS AZEZHIAFMARE, EXREVN B AR EE
ko FTRA, R AERNRAIE TelexiTH BB ERERREBHEERE A
ERE EENERFYIRANE .



BB ABGERRELELR

®E4MTE{E(Room Reservation Letter)

E.M.I ROYAL LONDON HOTELS
Leicester Square
London,WC2H 7NE England
Shanghai, 01 February 2005

re:Mrs.A.GLOOR/Dr.E.SEIDEL(2 pax)

Dear Sir,

Reference is made to our above-mentioned clients and we kindly
ask you to reserve the following:

1 suite with bath/WC
from Oct.28-Nov.04,2005

Arrival will be by Air China,flight x x x at 16.00h ex Shanghai.
We will send you our voucher-copy as soon as we receive your
confirmation indicating exact rate.

Looking forward to hearing from you soon. We would like to
thank you in advance for your kind attention and remain.

Yours faithfuliy
SHANGHAI TRAVEL

o
W/. W£W
/

W.Liang




