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PART ONE —FRONT OFFICE.
Unit One

ROOM RESERVATIONS

1. Accepting a Booking

Clerk
Guest
Clerk
Guest
Clerk
Guest
Clerk
Guest
Clerk
Guest
Clerk
Guest
Clerk

Reservations. 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.

Could you give me your name, please?
Mr. John Davis. D—A—-V-I-S.

Mr. John Davis. Single with bath for Febru-
ary 26th and 27th.

— 1 —



Guest
Clerk
Notes

That’s right. Goodbye.
Goodbye, sir.

When for? RER R X A 3 18] ?
2. We Are Fully Booked

Clerk
Guest
Clerk

Guest _
Clerk

Guest
Clerk

Guest
Clerk

Guest
p— 2 J—

Good morning. Room reservations. May 1 help
you?

1'd like to make a reservation.

Which date would that be?

For the night of April 18, for one night.

Could you hold the line, please? I’ 1l check the
room availability for that day.

Thank you for waiting, sir. I'm afraid our
hotel is fully booked on that night. Is it pos-
sible for you to change your reservation date?

No, that’s not possible.

We might have cancellations. Could you call us
again closer to the date?

Sure, but if you do have any cancellations, could
you let me know as soon as possible?

I’ m sorry, sir, but we are unable to do that. We
would appreciate it very much if you could call us
instead.

Well, if that’s the case:



Clerk

Notes

We're very sorry, sir. We hope you under-

stand.

hold the line AERTFHEIE.
room availability BEETITEN BREEER)
cancellation BT

close to
closer to

e 3F
Bt i 4

as soon as possible RE#
if that’s the case BRI iE

3. About the Room Rates

Clerk
Man

Clerk

Man
Clerk

Man
Clerk
Man
Clerk

Room Reservations. Good afternoon. _

I’ d like to book a double room for Wednesday
next week.

Very good, sir. A double room for Wednesday,
June 11th. With a front view or rear view?

~ What'’s the price difference?

A double room with a front view is ¥ 140 per
night, one with a rear view is ¥ 115.
I think I''ll take the one with a front view then.
How long will you be staying?
We'll be leaving Sunday morning.
That will be four nights, sir. Thank you very
much, and we look forward to seeing you next
Wednesday.:

—_— 3 J—



Man Good. That’s all settled then? Goodbye.
Clerk Goodbye.

Notes

a room with a front view & P s & ) B 1E)

a room with a rear view BN HENEE

That’s all settled then? XA E TE?

4, Finding out How the Bill Will Be Paid

Clerk Reservations. Can I help you?

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

Clerk Just a moment, please, madam. 1’1l check our
room availability for those days.

Yes, I can book him a room for the 8th and 9th.
What did you say the name was?
Woman M:r. George Harmon.

Clerk Who’s making the reservation, please?

Woman His secretary, Miss Ann Dawson.

Clerk How will he be paying, madam?

Woman His company will pay.

Clerk Which company is it?

Woman BAILEY’S Company.

Clerk Since the company is located in another

country, you’ll have to send us a deposit. Is the



