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After learning this unit, you should

® acquire the knowledge about how to reserve a hotel;

organize the basic words and expressions about reservation;

learn some cultural knowledge about hotel reservation;

find ways to improve your writing skills about reservation application

forms ;

be familiar with some famous hotels home and abroad.

Reservation is now widely adopted as a promotion method; meanwhile reservation

makes it possible for the hotel to be well prepared as guests’ requirements.

Reservation Methods FiiTEI A3

1. Telephone Reservation (FBiEFiT)
Telephone reservation is quick, personal and convenient, therefore customers could
adjust their schedules according to the information provided by the reception on the phone.

Yet language may prove to be the main obstacle, such as foreign languages, dialects or even



weak voices during the phone call. To avoid mistakes, the clerk answering the call must
write down reservation details carefully and repeat the information for the guest to confirm.
2. Fax Reservation ({EE#iT)

Fax reservation is more formal and accurate, which decreases mistakes and future
disputes.
3. Internet Reservation ( & FiiT)

Internet reservation is the latest method that is used by an increasing number of
people, as it is more convenient and inexpensive.
4. Mail Reservation ( BR{4FiT)

Travel agency mainly makes use of mail reservation.
5. Oral Reservation ( [3k¥iiT)

Oral reservation offers chances for a hotel to fully understand a guest’s requirements
as he will go personally or ask the agent to reserve in the hotel.
6. Contract Reservation (§#4iT)

Contract reservation is usually in place for long-term renting with commercial

cooperators or travel agencies.

' Part 2 Speaking %}if VIlZ:

Dialogue 1
A Group Reservation
(Scene: A guest calls the hotel to reserve rooms for an American group.

R: Reservation; G: Guest)

=

: Shanghai Hotel, Reservation Desk. May I help you?

@

: Yes, I'd like to make a group reservation in your hotel.

&

: What kind of rooms would you like, sir? We have single rooms, twin rooms,
double rooms, and deluxe suites in Chinese, Japanese, Roman, French and
presidential styles.

G: We'd like to have 12 double rooms and a Japanese suite.

R: Oh, I see. May | have the name of the group?



The American Education Delegation.

For how many nights?

From May 23rd to May 27th, 4 nights in total.

May | have your name, sir?

George Smith.

Oh, I see. The American Education Delegation would like to have 12 double
rooms and a Japanese suite from May 23rd to May 27th.

Thank you. Could you tell me how much you’ll charge for a double room? And
do you have a special rate for group reservations?

For one night, a double room in our hotel is 800 yuan and a Japanese suite is
1 200 yuan, we also offer a special rate for group reservations, a 20 percent
discount. So, it’s only 640 yuan for a double room and 960 yuan for a suite.

That’s great. Could you pick us up at the airport?




: Yes, of course. Our shuttle bus will be waiting for you at the airport. But could
you give me the flight number, in case the flight is delayed?

: MU435. And have you got a big conference hall? We'll have a meeting in your
hotel during our stay in Shanghai.

: Yes, sir. We have a very nice multi-media hall on the second floor. But I'm
afraid you’ll have to reserve it with the sales manager. Would you please hold

on, and I'll check whether I can put you through.

G That’s fine. Thank you.

. I'm always at your service.

1. deluxe AR, RAH

2. delegation KAH

3. special FA e, dFkey, 114

4. pick sb. up at the airport ~ XAIFBEA, HA

5. shuttle bus BRAE, LBHKE

6. multi-media E 2 N

7. put through %, MK; EidvE
Dialogue 2

Registering a Tour Group

(A: Tour group coordinator; B: Tour group guide; C; Mr. Smith)

A: Good evening. Who is the tour guide, please?

B: It’s me.

A: Hello. My name is Wang Nan, the tour group coordinator. Welcome to our
hotel. I'd like to reconfirm your reservation.

B: Hello. My name is Liu Ming, the tour guide. This is the leader of our tour
group, Mr. Smith.

A: How do you do, Mr. Smith? Nice to meet you.

: How do you do, Mr. Wang? Nice to meet you, too. -



A:

Is there any change in the number of your group members?

g NO.

. Very good, sir. You have made a reservation for 12 double rooms and 4 single

rooms. Here is the room list. Do you have a group visa?

: Yes. Here you are.

A All right. I'll get your group visa photocopied. Please wait a minute.

-

- W > W

- W > =

: Here are the room cards and breakfast vouchers, Mr. Liu. Are you going to

distribute them yourself?

: No, TI'll give them to Mr. Smith. He will distribute them.

: May I confirm your check-out time? According to the schedule, you will check

out at 8:00 a. m. on 18th, is it right?

: I'm sorry that we’d like to change our check-out time to 8:30 a. m.
: No problem, sir. What time would you like to have a morning call?
H T 00 a. m.

: Isee. 7:00 a. m. on 18th. Could you please place your luggage in front of your

room doors by 8:00 a. m. ? The bellman will pick them up. Anything else?

: No. Thank you.
. If there is any change, please inform the Front Desk.
: OK. Thank you.

: Thank you. Enjoy your stay.



1. visa B

2. get---photocopied ~ H %], HFpP

3. voucher FAE, dHE

4. distribute AR BB oA ek 57
5. schedule BrEA; Rk, BRREHEA; BE, FE; WA
6. check out BwE B, B

7. luggage iT&

8. in front of y AR 7 8

9. bellman iTER

10. pick up wAe; §; KA

11. confirm A IEE

ﬁ Part 3 Reading i 2 i3

Passage 1
Hotel Phoenix Singapore
While many hotels have their expansion stalled by the economic crisis, Hotel
Phoenix Singapore is bucking the trend. It is adding more rooms, never minding that

rates in Singapore have actually gone down. Travel Asia profiles how one of Singapore’s



older properties — Hotel Phoenix Singapore — is also one of its most progressive and

forward thinking properties.

It has allowed $ 5. 25 million in building 83 more hi-tech rooms and is doubling its
function rooms to four.

Noel Hawkes who is the general manager explains, “We believe that a company
that is not growing is dying and we see the economic downturn as an opportunity to
expand and increase our facilities in preparation for the new millennium. ”

“We expect that the economy in Singapore and the region will be improved by the
year 2000 and we will reap the benefits of our investment in the not too distant future. ”

The relocation of the medical center from the Specialist Shopping Center frees three
floors in the hotel, of which two will be converted into super deluxe rooms and one will

be converted into the executive floor.




Phoenix currently has 312 rooms and two existing executive floors. All super deluxe
rooms will have an IDD telephone with voicemail in English, Mandarin and Japanese. A
color TV with international channels such as CNN, NHK and in-house movie channels
will also be provided. Ports will be provided to plug in laptops.

Guests without computers can stay in Phoenix’s existing rooms which are provided
with an NEC personal multimedia computer equipped with direct internet access, e-mail
facilities, Microsoft Office, Biglobe Financial Website, Newspapers of the World,
video-games, video and music CD players.

All the new rooms will also have the latest OSIM fully-automatic personal massage
couches to help guests relieve stress, tension, aches and pains and improve blood
circulation.

Guests will be given free entry to California Fitness Center, the largest gym in

Singapore, which is two blocks away from the hotel.

Vocabulary

buck 5% Z) KA

circulation Va5 ; Al KATE; @K

couch M, KiVX

currently Ly, %, A, S0

decline TR, TH, #IR, RiE; i
downturn xE, BIK N

executive FATE, PATE, ATEE; RAEXH



