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Communication in Hotels
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Unit 1 Taking a booking
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Lesson 1

Dialogue

Accepting a booking’

Employee:
Chent
Employee :
Client :
Empioyee :
Client ;
Employee ;
Client ;
Employee
Client ;
Employee ;
Client .

Employee

Clent ;

Reception, can I help you??

I’d like to book a room please. ®

When for, sir?

February 26th.

How long do you plan to stay?’

Two nights.

What kind of room would you like, sir?
Er... single with bath.

Would you like breakfast?

No. thanks.

Can you give me your name, please?®
Mr John Davis. D-A-V-LI-S

Mr John Davis. Single with bath for February
26th and 27th.

That’s right. ’Bye.



Employee: Good-bye, sir.
Notes T8

1. booking /'bukin/ n. FiiJ. £ E H ¥ A reservation
/reza'veifan/ n.

2. ®A[LAYE  May I help you? BEHF GG ?

3. book /buk/ v.t Fi1T. EEF PN reserve

4. LT LAYL -

How long will you be staying? B EL A2

For how long? ¥ £ K (8] ?

AT LA :

Could you give me your name, please, sir?

WA E IR, o2

What’s your name, please, sir?

A R N /A e g

Who’s the booking for, please, sir?

TG ETT . B4

Vocabulary i8iC

ol

batu /ba:9/ n. ¥

booking /'bukiy/ n. i) . FEER#:HN reservation
February /Yebruoari/ n. . (W& {E Feb.)

phone /faun/ n. HiF

plan /pleen/ v. H31.3TH

reception /ri'sepfon/ n. 3EFF

single /'singl/ adj. #—fY,n. B4 X BB A B,
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Exercise:

Complete the followmg dialogue .

Employee: Reception, can | you?
Client Ir'd _to ___a room, please.
Employee ; ) . SIT?



Client ;

Employee ;

Client .

Employee:

Client

Employee :

Client;

Employee:

Client

Employee:

February 26th.

do you plan to ?
Two nights.
of room would you .
Sir?
Er... single with bath.

_you give me your , please?
Mr Davis. D-A-V-I-S.
Mr John Davis, __~ with __ for
26th and 27th.
That’s . Bye.
Good-bye, sir.



Lesson 2

Dialogue

The client doesn’t know how long he’ll be staying

Employee:

Client

Employee:

Client ;

Employce:

Chent .

Employee:

Client:

Employee:

Clent .

Employee :

Rception, can I help you?

Yes, I'd like to book 2 room for two, please.
We plan to arrive in Nice on the 1st, but we
don’t know how long we’ll be staymg. It
could be anything from three to eight days.
Would you like a room with bath or shower?
With bath.

One moment, please, sir.!

We can confil.‘m a room for the 1st, 2nd and
3rd, but as you're not sure how long you’ll be
staying, we won’t be able to guarantee you a
room after the 3rd.

And what if there 1sn’t any room then?

We can either put you on a waiting list, or we
can find you a room 1n another hotel.

Fine.

Who’s the booking for?

Mr Alfred King.

Alfred King, a double with bath from the 1st



to the 3rd.

We’ll see you on the first, then Mr King.
Client ; Thank you. Good-bye.
Employee: Good-bye, sir.

Notes FE

Just a moment, please, sir (madam).

BHME—~& L, 84 (R A). Hold on a moment,
please, sir (madam).

WE—TF.BECRI,

Could you hold on a moment, please. sir (madam)

WA, IS e A (R A
Vocabulary 185

confirm /ken'fo.m/ v.t. W&, [FHR,

guarantee /\geeronti:/ v.t. PRiE, B

shower /faus/ n. i

waiting List /'weiti) hst/ n. LSRN HIFE AL L
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Exercise

Complete the following dialogue .

Employee: Reception, can I help you?

Client :

Yes. I’d like to .a WO,
please. We to arrive ] Nice
_ the 1st, but we don’t how

__we’ll be staying. It could be anything
three to eight days.



Employee:
Client

Employee:

Client;
Employee;

Client;
Employee:
Client ;
Employee:

Client :

you like a room with bath or ?
bath.
One » please, sir.
We can a room for the 1st, 2nd and
3rd, but ____ you’re not sure how
you'll be . we be able to

you a room after the 3rd.
And what if there isn’t any room then?
We can either you on a _
, or we can find you a room 1 another
hotel.
Fine.
the booking for?
Ar Alfred King.

Alfred King, a double with from the
Ist to the 3rd.
We’ll _you on the 1st then, Mr King.

Thank you. Good-bye.



Lesson 3

Dialogue

Finding out how the bill will be paid

Employee
Client ;

Employee ;

Client
Employee
Client ;
Employee:;
Client ;
Employee:
Client :

Employee;

Client .

Reservations, can I help you?

I’m calling from London. I'd like to book a
single room with shower for Mr George Har-
mon for the 8th and 9th of November.

Just a moment, please, madam.

Yes, I can book him a room for the 8th and
9th. What did you say the name was?

Mr George Harmon

Who’s making the reservation, please?

His secretary, Miss Ann Dawson.

How will he be paying,' madam?

His company will pay.

Which company does he work for?

Garland Distribution Ltd.

Since the company is located in another coun-
try, you’ll have to send us a deposit. Is the
company willing to cover all expenses?

Yes.



