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Part 1 Front Office
-84 HARBRS

Unit 1
Room Reservation % 55711

Key sentences:

1.

2.

Id like to book a single room with bath from October 8% to 10%.
&’EE}T—/I\%&EB’Jikﬂ M10 H8 HE10 H.
For which dates?

G KNG AL

A double room with a view of the sea is $120 per mght
— IR 555 A& 9 B 120 65T,

Sorry to have kept you waiting.

IR TBEAET .

How long will you be staying?

TBATHAZA?

We’ll be leaving Saturday morning.

BATRAEEN EFBTT-



7. And we look forward to seeing you soon.
TATHY BRI AR
8. By the way, I'd like a quiet room away from the street if
possible.
JEE 3 —F, WA ] BE AR B — AN IR TR R 55 1A
9. We do have a single room available for those dates.
WA LA —AN AR, EARBR R AT B .
10. Could you tell me the room rate, please?
AR E 2
11. What services come with that?
XA A% AL FEIR L Al 55 T E e ?
12. That sounds good. I'll take it.
Wt RIEAE . EANFEREET .

Dialogue 1: Booking a room at Front Desk

Reservationist (R): Good Morning! May I help you?

Guest (G): Yes. I'd like to reserve a room in your hotel.

R: What kind of room would you like, sir?

I"d like to reserve a double room with bath for Monday next week.
How long will you be staying?

We’ll be leaving Saturday morning.

A

So that’s five nights from June 6 to 11. Just a moment, please. I
will check. Yes, sir. We do have a double room available for those
dates.

Could you tell me the room rate, please?

RMB 500 per night including breakfast, equal to $ 56.

It is quite reasonable. I'll take it.

May I have your name, please?

Henry Monroe.

Could you spell it, please?

Henry H-E-N-R-Y, and M-O-N-R-O-E Monroe.

QFQZFPQFQ



R: Thank you, Mr. Monroe.

R: What's your fax number please? We’ll send you a fax to confirm
the reservation as soon as possible. ‘

G: 020-230-6085-2237. By the way, I'd like a quiet room away from
the street if possible. Otherwise my wife can’t sleep well at night.

R: OK, a double room with bath from 6™ of June to the 11™ away
from the street is preferred. Am I correct?

G: That’s right. Thank you.

R: My pleasure. Mr. Monroe, we look forward to your coming.

Words and Expressions:

reserve vt. WT

rate . n. FEW

equal adj. 4T, FRAT

reasonable adj. S, MEAIER

confirm vt. fHFIRE, A

prefer v. EEXK, fHiET
Notes:

1. WUT e LR book a room E{# reserve a room, EEE
ERE, ‘

2. a double room with bath ¥4 “HFEMM A", EE bath
0 shower X F . bath B2, 1 shower Z#.

3. SHEHHILTXAE: RMB 500 per night including breakfast,
] LA AR with. breakfast. HRIBRE T RIAR, HLEEMR
B EE, BNEASEARAMEAH. EEREREEE
FEHRA—HERNRER,

4. By the way, Id like a quiet room away from the street if possible.
Bk IBUER— T, BIFR— AP RS E.” FREALE
H— BB B SR, Bl P BERH AR RS B A -
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5. We’ll send you a fax to confirm the reservation as soon as
possible. FH “BAIZRPERGEURMEENTIT.” BEFES
EREAMITE, S#EAEA - EENFIAG, SHAENE. 5B
MR, BHEER, UGG EREL R B L a8

‘Task A: Read the above dialogues carefully and answer
the following questions.
1. What kind of room does the guest want?
2. Does he have any perticular requirement about the room?
3. When will the guests arrive and how long will they be staying in
the hotel?
4. How much is the room rate?
5. How do you spell his family name?

Task B: Listen to the dialogue and fill in the reservation
form below.

RESERVATION FORM
0 NEW BOOKING 0 AMENDMENT
{0 CANCELLATION
ARRIVAL DATE DEPARTURE DATE
DATE MONTH YEAR | DATE MONTH YEAR
GUEST NAME PERSONS
TYPE OF ROOM REQUIRED ROOM RATE .
ARRIVING FROM TRANSPORTATION REQUIRED
NAME OF APPLICANT TELEPHONE NUMBER
BUSINESS ADDRESS FAX NUMBER
DATE OF APPLICATION RECEIVED BY
DATE MONTH YEAR

REMARKS




Dialogue 2: A Phone-call reservation

Reservationist (R): Garden Hotel. Good morning, can I help you?
Guest (G): I am calling from Los Angeles. I'd like to-book a room'in

R:
G:
R:

7 Q

PrO

Q@F Q7P

o

your hotel.
What kind of room would you like, sir? _
I’d like to book two TWB from April 10 to April 16.
Could you hold the line please? I'll check if there is room
available for those days.
OK.
Sorry to have kept you waiting, sir. We have rooms available in
that period. '
How much do you charge for it?
The current rate is $ 500 per night per room.
What services come with that?
For $500 you’ll have a television, a telephone, a minibar and a
major international newspaper delivered to your room everyday.
That sounds good. I'll take it. -
Could I have your name, sir?
It is John Smith.
And what is your address, please?
It is 206 Montague Boulevard, Los Angeles, California 39401
U.S.A.
Excuse me, sir, but could you speak a little more slowly, please?
Sure, no problem. It’s 206 Montague Boulevard, Los Angeles,.
California 39401 U. S. A. Have you got it?
Yes. What time will you be arriving, Mr. Smith?
Around 5:00 p.m. Do you have pickup service?
We have an airport representative to receive our guests there.
Well, M. Smith, two TWB from April 10" to April 16™. Am I correct?

5



G: Right. Thank you!
R: Thank for calling. We look forward to seeing you soon. Good-bye.

Words and Expressions:

book v. BT
available a. WA, HREM
charge v. B, B
‘current adj. JETH, A5
minibar n. EHWHNKES
boulevard n. K81, JNIERREKKEEKE
representative - n. RE
Notes:

1. TWB 4 Twin-bed room with bath 1485, ElFRAEN], eI
i e standard room. RUEIREEHIZFEUANEALLR, B: single
room (¥ A[8]), double room (XUAJA]), standard room (Fr#fEfE]) Hi
suite CE[AD ., HAMNEH —EBARMAREZ 4, 7T AZERT i ME i,
#5511 deluxe single room( B4 5. A [8]), junior suite(/NEE[E] ), presidential
suite (RHREED) &,

2. Could you hold the line please? I'll check if...J X & BLIE &, ¥
S IFE RN, A7, AT LA AL hold on, please.

3. Pickup service #HLHR %, airport representative #3718
M w RS R AU B IR AL LIRS, HAREVR B IR (BUAAER)
HRBENISEEEA.

4. We look forward to seeing you soon. ¥4 A BHFFEEHILI.
look forward to JBANAIA, ‘EEREHMIEEESERMAsZ RN,

Task C: Questions and answers
You are a reservationist at the Garden Hotel. Now you are receiving a

reservation. Try to answer the following questions properly.

6



1. What would you say first when you answer the phone?

2. How would you find out what kind of room the guest wants?

3. How to find out when the guest wants a room?

4. If your hotel is fully booked, how would you refuse the booking
politely?

5. How to conclude a reservation?

Exercises

Match the words in column A with those in column B:

Column A Column B

(1) book A: your coming
(2) confirm B: aview of the sea
(3) have C: areservaiton
(4) spell D: a double room
(5) prefer E: your name
(6) look forward to F: avacancy

Fill in the blanks:

A: The Xiyuan Hotel. Can I help you?
B: I’dliketo a deluxe suite.

A: When for, madam?
B: From the 3™ to 7™ of August.
A: Excuse me. Did you say from the 4™ 10 7™



No. I said from

For is the reservation?

It’s for Mr. Ervin Smith, the president of our company.
, please?

E-R-V-I-N.
A for from August 3™ to 7". Thank you for
calling.

> P> >T

Topics for discussion:
I. In what ways do the guests make a room reservation?
2. How many types of room the hotel provides? Name as many as
you can.
3. What is a pick up service?
What are arrival date and departure date?
5. How to confirm a reservation?

Listening comprehension:

Here are the requests from six guests who need rooms in a hotel.
What kind of room would you provide to them? Choose the proper
suggestions for each reguest.

( ) Suggestion (1)

Would you like me to book you a twin-bed room with bath for 80 dollars
per night, including buffet breakfast?

( ) Suggestion (2)

Well, I'd suggest a family room, madam. It has four comfortable beds and
" it’s extremely spacious.

( ) Suggestion (3)

We have a penthouse suite will surely be to his taste, sir. It’s extremely
luxurious, and it is well away from the public eye.

( ) Suggestion (4)



