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Basic Procedures
@ Greet the guest
¢ Ask about reservation information
Date of arrival and departure
Room types
Name
Address

Telephone number

0400400400400 400800#00S00S00S0O0S00S00S00S00

¢ Confirm the reservation

o
$00400400400400400800® . * #00e00®
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Situational Conversations

FIT Reservation'

(R: Reservation Clerk; G: Guest)

R:

G:

O >POIO

Good marning, Friendship Hotel. Room Reserva-
tion. May | help you?

Yes, I'd like to reserve a double roon? from the
4™ to the 6™ of July.

: One moment, please... Yes, Sir, we have a

room available.

What’s the room rate per night?

165 US dollars. Will that be all right?*

Yes, that will be fine.

May | have your name and telephone number?

: Sure. My name is Mr. Hibbard. That's H-i-b-b-a-r-

d. My telephone number is 0044-0253-720299.
Thank you, Mr. Hibbard. You've reserved a
double room from the 4™ to the 6™ of July, and the
telephone number is 0044-0253-720299.

: Yes, that’s right. Thank you.
. It's my pleasure.* We look forward to your arrival.®
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Group Reservation®

(R: Reservation Clerk; G: Guest)

R:

G:

o

Good afternoon. Yellow Dragon Hotel. Can | help
you?

Yes, a group of American scholars will be atten-
ding a Tourism Symposium next month in Beijing.
| want to reserve 5 double rooms for them.

. For when, Sir?’
: From July 14" to 16".
: Just a moment, please. Let me check the reser-

vation list®... Yes, we can reserve 5 double
rooms for you for those dates.

: Thank you very much. Is there any discount for

group reservation?®

: Yes, we have a special rate for group reserva-

tion. We'll give you 10% off.

: That’s great! | confirm the reservation then. "' My

name is Wang Qiang.

: All right. Mr. Wang, 5 double rooms from July 14"

to 16™.

: That’s right. Thank you.
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Changing a Reservation

(R: Reservation Clerk; G: Guest)

R:

G:

9}

POIOD

Great Wall Hotel. Room Reservation. Can |
help you?

Yes, this is Anne calling from London. I've gotten
into trouble,'? you know. | reserved a room at
your hotel for July 4™, 5" and 6™, but since the
trade negotiation has been postponed until July
15", 16™ and 17", | have to change the dates o
the reservation.

: How did you make the reservation, Miss?
: By E-mail, a week ago.

Your name, please?

: Anne Butler.

Anne Butler. Yes, here we are. A single room,
your reservation is guaranteed by your credit
card. "

: Right. Do you think it's possible for me to

do s0?"®

: Let me see. .. Yes, we have a room available.
: Thank you very much.
: It's my pleasure.. Good-bye.
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Word Yist
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12.
13.

room reservation 2 BT

reservation clerk /reza'veifon klok/ n. 3T |
a group of /grup/ —#,—4

room rate B

scholar /'skola/ n. F %

tourism /'tusrizem/ n. & #

symposium /sim'pauziom/ n. #fit 4
discount /'diskaunt/ n. 3o

special rate 44

. confirm /kon'faxm/ v. #iA

. trade negotiation /treid nigoufi'eifon/

R 5k #

postpone /paust'paun/ v, &
guarantee /,geera'tiz/

v ARGE, BPR Ay eeeeen R E

Notes

1.

FIT Reservation

FIT & “frequent individual traveler”’#% 5 ,

BEERAKEMIT,

1'd like to reserve a double room

ABIT—ARA

BREBFAATENG G RBEARE. £

A 18] (single room), A Jd] (double room) .
e 5
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£ B (suite) #o & 4 £ B (deluxe suite) ; K4
KR K BEA : = AE (triple room) , K &
£ B (family suite) , ¥ 4 £ B (presidential
suite) , F #5 7K 2 A B 69 WA ] (double room
with twin beds) %,

Will that be all right?

B9 & I TA5?

4. It’s my pleasure. F& AL,

5. We look forward to your arrival.

ERE ] R S EIE

6. group reservation BAKFRIT
7. For when, Sir? 4+ 48, 47

10.
11.

12.
13.

14.

15.

Let me check the reservation list.
AE-THITE,
Is there any discount for group reserva-
tion? BARFT I H"5?
We'll give you 10% of f. ML &I,
I confirm the reservation then.
AR EAIATT,
I've gotten into trouble. HZBF)FRIAT .
I have to change the dates of the reserva-
tion. ERFREAEHFiTH M,
Your reservation is guaranteed by your
credit card. AT AE R FiKkd,
Do you think it’s possible for me to do so?
« 6.
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Useful Expressions
Offering Help
1. Can/May I help you?
2. What can I do for you?
3. How may I help you?

Making a reservation
1. T'd like to reserve a room from ... to ..., please.
2. Do you have a room free/available from. .. to...?
3. Could you let us have a double room for. . . , please?
4. T'm going to reserve a suite from... to... , please,
5. I wonder if you could reserve me a single room

with bath,

Finding out What the Guest Needs
1. How long do you intend to stay?

For what dates, please?

When for, please?

Is it just for tonight?

What date will that be?

How many people are there in your group?

NS g wo

Would you prefer a room with a front or a rear
view?
L 7 2
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8.
9.

Would a double room do?

Could I suggest a double room?

Giving Information about Room Rates

1.
2.

What sort of price do you want to pay?
That includes a telephone, a major international

newspaper and a mini-bar.

3. Breakfast isn’t included in the room rate.

4. Children under 12 are charged half the price.

5. There is a 15 percent deduction for a group reser-

vation.,

Accepting a Reservation

1.
2.
3.
4.

We do have one room free for those days.
Yes, we have a double room available from... to...
We can confirm a room for you from ... to...

We can reserve a mini-suite for you for those days.

Refusing a Booking

L.
2.

Sorry, we're fully booked for those days.
Sorry, we won'’t be able to guarantee you 3 con-

necting rooms from .., to...

3. Sorry, we don’t have any vacancy(E &) for ...

Sorry, we're booked solid. But we can recom-
mend(3# %) another hotel for you if you like,

Advance Information on Payment

1.
2.

How are you going to pay?
My company will cover all the expenses(# /).
L] 8 .
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3. You should pay a deposit of 1,000 US dollars in
advance(3# #).

4. Please keep this receipt for check-in.

Revising a Reservation

1. T've come to revise the reservation.
How would you like to change it?

3. You mean you’ll cancel (BLi%) your previous( 4%,
# %)) reservation?

4. I'd like to upgrade (# 4 ) to a suite if one

is available,

Supplementary Reading

Hotel reservations are usually confirmed by phone;

however, in the case of a reservation abroad, or one that
requires complex instructions, it is wise to request writ-
ten confirmation. Repeat the details of the agreement,
so your reader can respond to any misunderstandings
that may have arisen. Clarify or amend the terms of your
agreement if necessary.

To guarantee your room reservation, a credit card
guarantee or a deposit is required. In case of a credit card
guarantee, you will receive a definite confirmation, In
case of a deposit, the hotel will send you a provisional

confirmation.
. 9 L ]



