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Part One Front Office

Unit One Reservation

1. Accepting a Long Distance Call Reservation

(G—Guest, R—Reservationist)

R
C.

o w

oy

T O xT 0 R

Xingqiao Hotel. Reservations. Can I help you?
I'm calling from Hongkong. I’ d like to book a room

in your hotel, please.

: What kind of room would you prefer?

: A single with bath, please.

: Which date would that be?

: From May 20th to May 26th.

: Would you like breakfast?

: No, thanks.

: Could 1 have your name, please?

: John Smith. S-M-I-T-H.

: Thank you, Mr Smith. A single with bath without

breakfast from May 20th to May 26th. Am I correct,

/



O RO

G:

Mr Smith?

: Yes, thank vou,

: How will you be paying the bili?

: By Visa Card. )

+ That’s fine. We' ll be expecting vou then. Goodbye,

Mr Smith.
Goodbye, madam.

2. Accepting a Bookihg in Person

G:
R

0

¥xcuse me, can | make a room reservation here?

Certainly, madam. What kind of room would you

prefer?

:+ Do you have suites?

: Yes, we have suites and deluxe suites in Japanese,

British, Roman, French and Presidential styles.

: Then a Japanese suite, please,

: When for, madam?

: For next Monday.

: fow long do yvou plan to stay, madam?

y1 Three nights.

. American Plan or Continental Plan?

7. Continental Plan, please.

. Could you give me your name, please?

: Killy Winter.

;. Please pay 500 yuan in advance, Miss Winter.



