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Chapter | Front Office

Unit One Room Reservations

I. Lead in

1. Match

@ a single room

® a double room

® a twin room

@ a 7-star hotel

® a room with a balcony
® a motel
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2.

Questions

@ Have you stayed in a hotel?

(@ Which hotel do you think is the best in your city?

(® Have you booked a room in a hotel by phone?

@ What kind of information would you tell the receptionist?

® How do you begin your conversation if you want to book a room?

II. Situational Dialogues

Dialogue 1

Miss Liu (L) is reserving a hotel room by phone. A receptionist (R) in White
Swan Hotel is answering the phone.

(Ringing...)

. White Swan Hotel. Can | help you?
I'd like to book a room with a bath.
. All right. For when?

The fifth of September.

. The fifth of September?

Yes, please.

. And how long will you be staying?
Two nights.

. What kind of room would you like? A single or a double?
Single, please. What's the price?

: US$ 108 each night with breakfast.
: OK. Thank you.

. Can | have your name, please?

> 2
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It's for David Mitler.
. How to spell that, please?
D-A-V-I-D, M-I-L-L-E-R.
. Thanks. A single room for Mr. David Miller from September 5th to September 6th. Is
that right?
Yes, that's right.

T o

o

. Thank you. We are looking forward to serving you.

Dialogue 2

Mr. Wang (W), a clerk of China International Travel Service, is reserving

rooms by phone. A receptionist (R) in Hilton Hotel is answering the phone.

R: Good morning, Hilton Hotel. May | help you?
W: Yes, I'd like to reserve 18 standard rooms and 3 single rooms for April 2nd,
please.

R: Could you hold the line, please? I'll check our rooms available for that day... Thank
you for waiting, sir.

But | am sorry we can only offer you 16 standard rooms and 7 single rooms for the
second of April.

. That'll be OK. And what's the rate for them?

880 HK dollars per night for a standard room and 630 HK dollars for a single room.
. Will there be a special rate for a group reservation?

Yes, there is a 20% discount.
. By the way, will you arrange to pick up our travelers at the airport?

Yes, please tell me the flight number and arrival time.
: Oh, sorry.Can | tell you later?

Yes, of course. May | know your name and phone number, please?

=P =zD=zP=sI=

. My name is Wang Qiang. My phone number is 020 — 83228383. I'll come to confirm
my reservation tomorrow.

e

: Thank you so much. We'll be expecting you then.

. New Words and Expressions

balcony ['belkeni] n. FHE& reserve [ri'zo:v] v. FHIT
motel [mou'tel] n. KEME receptionist [ri'sepfanist] n. 3%
reservation [irezo'veifon] n. Wil | R

3 <<«



book [buk] v. ¥iiT ¢ available [a'veilebal] adj. &

swan [swon] n. X#§ LM, TR
clerk [klo:k] n. MR offer ['ofs] v. #ft
international [ inta'naefanl] adj. i special rate #FB#M#%
Esfig:) arrange [o'reindz] v. ZHE
China International Travel Service pick up ##H
rh E E bR AT AL fight [flait] n. #LBE
standard ['steendad] adj. #rHE arrival [d'raival] adj. BiEH
4] ~ confirm [ken'foxm ] ». ®AIA
V. Notes
1. ...reserving a hotel room by phone. ««--- HHigEiTHE.

reserve / book a room T
by phone FHHLIE, EidHIE
2. ..answering the phone $EHBE
make a phone 3THLIE
3. The fifth of September 9 H 5 H, HA[ . September 5th
4. And how long will you be staying? EfEE A7
EEIEE Y. stay in a hotel, —f#&A: live in a hotel
will+be+V-ing: #RFFTRS, H—BRREESERE. £, ¥LTFIAR
HIEER,
R LE: (a) When will you be visiting us again? (R#iER. BEMNAE)
(b) When will you visit us again? GiFiFR. BENEE, AERMNF
REZE, NEG
5. A single or a double? B A Ja])iE XA 8] 7
EREFHARR, EEAHH.
single room B A [g]
double room A K B E]
twin room BTk A R 1R]
standard room #R#EE]
suite room ZE[H)
deluxe suite ZEEER
presidential suite BHEH
6. 108 US dollars each night with breakfast 4@X 108 #£JiG, £HRE
BRARZBUSEXEFR RN BB EE,
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7. Could you hold the line, please? #HR%F, BN,

8. I'll check our rooms available for that day. F&E— TFAXNEFIBR.

9. Will there be a special rate for a group reservation? FiBABUITA FIH A7
RE 8 H T TR E AT A R 4% .

10. 20% discount 20% B3N (BIAID

11. I'll come to confirm my reservation tomorrow. FREFXEMINTIT (FHE).

WETIT, THEARBUTHESRTRN, EEREXITE.
12. We'll be expecting you then. Bt AIIBEEHRIK.

V. Additional Items and Useful Expressions

Hotel Organization RJEHL#

General Manager's Office BRZHIPAE

Front Office H®iJT&F
‘ Housekeeping Department & 553
Food & Beverage Department &IXKEP
Recreation Department i R&H
Engineering Department T R4EEER
Administration Department & B
Security Department {RZ&H
Public Relations Office /AXH

Shopping Arcade B #ER
V. Exercises

1. Substitution Drills

@®
morning | |White Swan =
an
Good {afternoon|, |Garden Hotel, Ma | help you?
evening | |China f
@
room with a bath
) book
{"d like to a|standard room
reserve] _
suite room

5 «««
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XX EEE ]

®

A single August 2nd Ath
A double room from |September 15th( to | 19th{.
A deluxe suite| June 23rd 25th

2. Role Play

Work in pairs and take turns to be Speaker A ( who is a receptionist in a hotel) and

Speaker B ( who wants to book a room). Use the information given below.

il T ST R RN PN S NN
Card 1
‘j Hotel name:

* Date to check in:

”" Name of the guest:

,/ Kind of the room(s):

j Rate for the room:

Length of stay:

Hotel name:

Date to check in:
Name of the guest:
Kind of the room{s):
Rate for the room:

.
{
B
5,
b
4
S
{
V]
‘L'V‘
P

Length of stay:

i g o
WA S Wa W aAVS

W SN WA

Sunshine Hotel
1st of May
David Brown

8 double rooms
¥ 230

one nlght

Hilton Hotel
7th of July
Robert Lee

2 single rooms
800 HK dollars
two nights

W e W W W WA

Hotel name: Holiday Inn Hotel Z‘z
Date to check in: 3rd of October ¢
. Name of the guest: Linda Bush
Kind of the room(s): a suite room fﬁ
z Rate for the room: 150 US dollars [
Length of stay seven nlghts 4“
o D N N N N N i T 0

3. Complete the Following Dialogue

—China Hotel, Good morning. ?

—Good morning, 1'd like to the second of April, please.

-—And how long ?

»»> 0O

AN W A

P N AN LW W e AT at

‘\‘J““-@.f”\;‘"‘@wf%f\;"xﬂw SN

A W W N Wi W W W W

SN
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—Five nights.
— : would you like? A single or a double?

—Single, please.
—Could you , Please?
—It's for John Smith.

4. Translation

@ HHERI B AR @ BIEWITHEE
©OF: £:477 @ BIATIT
® —X 280 7C, %EE ® FIBAFIT

5. To Give Appropriate Expressions According to the Following Situations
TR A {5 B N EREE R AR RE T,
e g VRAFIEX J7 W2 FMBRIESH .
May | know your name and telephone number, please?
HHR LA, AERSALSBEREIUTES.
O BAEMN FEEMF AR,
Q@ BT HERBPIFL.
® REEXN T ML FIMTHE .
@ EXHTHERZ, NEEWRE.
® BEEXNHEEZA
® BB H AEHETE,

VI. To Learn More

HHREEZ R

BREWEERGE -t Alalinta s, 2AMRER REALE, #4EEH& 3500 m,

YHXATHSE A&7 Red Sea Stars 48 /&, F 1993 $ ik, MAAX ZHENT
A—ArL S8 8, —BRERRER.

BEBWRE BT EBUliRE, AETHEEHHRELILRBHPRE LTI,
FRETOOAY, Tems Kok Tl A4 R EAT— RIREHmDERE,

BAWKRE £BES Tum Nk Thai 48k, LERAIARKF R, RERLF
— R THA 50000 S EA

BREEWRE e leGrandVeyour 48 JE, 2-F 1784 %, xB A & LILEHAF
LZAEIE 2B FRERE.

BERHMNEE EMABZIBEE, FREGER LT EE L MR ATER
itd#, TAAHTER, LEHRARKBRTHTEXIEER,

7 <<«
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BANWARE  #Z Kuappi4RE. XKBERA AL IERF, 2FARESR
MEAE, —RARBEBEARE.,

BREXRNRE FMEARSERBOGEARE (B1-1H7), REZEEEY
—AALEE, R—ANEHBHBIRER, — AL, H3R1m, ZXEAANL
EHBE, FHFRAE, BEEERALH, BKFELEEH 00 £4/8, LHEL
1.8 F £4/%.

B1-1 BFEE

Unit Two Check in

I. Lead in

»>»> 8



