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1. Local Reservation ZAMFiT

C= C]erk(ﬁﬁé‘mﬁ)
G = Guest( Eg)

C: Good momning. This is room reserva-
tion. May I help you, sir?

G :Well, I'd like to reserve a room.
C.Thank you, sir. Which date would that
be?

G :From October 15 o0 17.

C:How many nights will you be staying?
G ; Three nights.

C:How many guests ‘are in your party?

G :Only my wife and 1.

C:What kind of room would you prefer, a

double or a twin room?

G : A twin room, please.
C: Could you hold the line, please? Tl
check if there’s a room available for those
days. Thank you for waiting, sir. We
have a twin at HK $ 1000 and HK $ 1500.
Which would you prefer?

G :We'll take the one at HK $ 1500.
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C: Certainly, sir. May I have your name !

and initials, please?

G:Yes, it's Carruthers T. E.

C:Can you tell me how to spell that,

please?

G:C, A, double R, U, T, H, E, R, S.
C: Mr.
phone number, please?

G :Yes, the number is 06-321-2345.

C:06-321-2345. Is this your home phone :

number?

G:Yes, it is.

C: What time do you expect to arrive, sir?

G ;0h, around 5 p. m. I suppose.

C.Id like to confirm your reservation. A
twin room for Mr. and Mrs. Carruthers at
$ 1500 per night for three nights from Oc- |

tober 15 to 17. My name is Steve and we

look forward to serving you.

Carruthers. May I have your
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2. Reservation for Others Yt A FUiT 8]

C=Clerk(HIGERA)
G =Guest( EE)

C:Good morning. Room reservation. May

I help you, sir?

C:EREMITR. R, BIERK
FHng 7
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G:Yes, I'd like to reserve a room for a
colleague.

C.Thank you, sir, for which date?

G :For one week. From November 1 to 8.

C:What kind of room would they prefer?
G: A double room. He’ll come with his
wife,

C:Could you hold the line, please? I'll
look into our booking situation. Thank you
for waiting. I'm afraid we have no double
rooms, but we do have some twin rooms at
HK ¢ 1000 and HK § 1500 available.

G :The one at HK $ 1500 sounds fine.
C:Certainly, sir. May I know the name of
your colleague and his wife?

G:Mr. and Mrs. Vernon Williams.
C:Thank you. May I have your name and
telephone number, please?

G:Yes, it’s 585-2311, extension 1201. I
work in IBM Taiwan Corporotion. My
name is Dan Smith.

C:We do offer special rates for your com-
pany, sir. For a twin room there is a 10%
discount. Shall we charge this to your col-

league directly?

G R FRBTHE,

C iR, et , ZiTH R /7

G A1IBRS A, GE—F

B

| CTIER A AR B
LG —EDUA B B B ], M A KB R

i3 o

BN RAE B

TR b BAE T BT
B A A KRB B3R, (HRBAT]
WA JLIE) 4 2 ¥ T 1000 JTF
1500 STAIPITK B8 A PRAYB5 E] .

| G:1500 T T RAE AT,

C:4 i), BB & I RER E R AN
27

Gt - BRNRAE,
| Ci, SRR S i

SHg?

G §F10,585-2311 6 1201, RAES

IBM AR LA, B - &
o

| Costtk ATE R R T, T

AT, BRITRBEEAER
B 538 i g 2

RS TR



G:No, to my cotﬁpany, blease.

C:To which department should the bill be
made out?
G: To

the Accounting Department,

please.

C :May I have their flight number and arri-
val time?

G: Its Pan American Flight 512. His
flight arrives at 3 p. m. , so he will be
there by 6 p. m. at the earliest.

C: Thank you very much. My name is
Johnson. If you have any further inquir-

ies, please don’t hesitate to contact me.

3. Overseas Reservation #B5MEMITE E
C=Cleck(RIGHR)

G =Guest( E%)

( Confirms arrival date and time)

C:May I have your airline and flight num-
ber, please?

G: Pan American Flight 002 departing
from New York on May 8.

C:May I know your arrival time at Beijing
International Airport, sir?

G:Yes, it's 3 p. m. local time.
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C:You will be arriving at 3 p. m. local | C.#UH#EFMALE CHIEZ X 002

time on May 9 on Pan American Flight WHHL, TS5 A9 HAH#EET
002 from New York? 3 AEE,

G ;:That's it. G B,

C: Where can we contact you in Hong = C:7EBMRATA LML
Kong?  EEER

G:Well, care of my Kowloon agent, Li- G .M, 7] LA B 3R A AR 3 A e AR
hua Trading Company. The phone number | B(5 /A AIH &R, MiESHE
is (06) 203-6851. (06)203-6851 ,

C: (06)203-6851. Thank you, sir. We C:(06)203-6851 , il i, B
look forward to serving you. Have a safe | AR MEN %, WAKE
trip. N

4. When the Hotel is Occupied HJEZE#H

C = Clerk(ﬁﬂ'é?mﬁ)
G =Guest( EE)

C:Which date would that be? - C:EITBR?

G : For the night of May 5 for one night. G:iT5 B5 B—1# L,

C:Could you hold the line, please? Ill | C:i#HIHNi, REE—FREMZ
check our room availability for that | PHfEl----- AR, LA ST, %
day.... Thank you for waiting, sir. I'm o AJHARME A s A T
afraid our hotel is fully booked on that T AR RTEAS AR BT B A7

night. Is it possible for you to change your
reservation date?

G :No, I’'m afraid it’s impossible. G: KR, ZBEATEE,

(8\

LIRS TR



C: We might have cancellations. Could
you call us again later on this week?

G :Sure, but if you do have any cancella-
tions, could you let me know as soon as
possible?

C:I'm sorry, sir, but we are unable to do
that for you. We would appreciate it very
much if you could call us instead.
G:Well, if that's the case.... /0K, let
me think. ...

C:We're very sorry, sir. We do hope you

understand.
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5. Changing the Reservation Date X FiTHERE B

C = Clerk (Fi 5 HL5 )

G =CGuest( ER)

C:Room reservation. May I help you, sir?
G:Yes, my name is Adams, and [ made a
reservation for three nights from March 5.
I'd like to extend it for two more nights un-
til the 9th.

C:For five nights from March 5 t0 9.

G ; That’s right.

C:Do you want any change in your room

type? Your reservation is for a twin room.

G :No, thank you.
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C:You are welcome, sir. We will extend
the reservation ( make the cancellation/the

correction/the change) for you.

6. Cancelling a Reservation
C=Clerk(FiEHRRA)
G = Guest( EZ&)

C:Room reservation. May I help you, sir?

BUH T

G :I'd like to cancel a reservation.

C:. In whose name was the reservation
made?

G :Claude Rigell.

C:Could you tell me how to spell that,
please?

G:R, I, G, E, double L.

C:What was the date of the reservation?
G :From February 27 for three nights.
C:Excuse me, but is the reservation for
yourself or for another party?

G :It's for my boss.

C:May I have your name and phone num-
ber, please?

G: Yes, it's Christiane Fabre and my
phone number is 245-3971.

C. A, RIS K (BH/
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C: Thank you, ma’am. I'll cancel Mr.
Rigell’s reservation from February 27 for
three nights. My name is Johnson and we

another chance to

look forward to

serve you.

1. Do you have one single room for two
nights?

2. Who's making the reservation, please?

3. What kind of room do you prefer?

4. I'm sorry, but all the rooms are occu-
pied for next week.

5. How many nights do you want to stay
here?

6. How much is the room?

7. TI'd like to reserve a double room.

8. For which date?

9. What kind of room do they want?

12. Would you like us to charge this to
your company directly?

13. A single room is US § 60 per night, a

10% tax and a 10% service charge extra.
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