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A Training Course
for English Tour Guides
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In accordance with the English tour guide service specifications, tour
guides from local travel agencies are required to read, study and get familiar
with the tour plan, make good preparations, provide high-quality service in
such processes as meeting on arrival, accommodation, catering, scenic spot
sightseeing, shopping, seeing off and so on, and thus successfully complete the
guiding work. This training course reproduces the typical work settings of the
local tour guides giving service to a tour group from Australia visiting China in
the form of 8 modules. In the modules, students receive a systematic training
and do plenty of practice to achieve the aim to work as qualified English tour

guides.
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Date

2016%F6H6H-15H

June 6—June 15, 2016

x|
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Travel Route

ER-FAR-mR-LiE

Beijing-Xi’an-Nanjing-Shanghai

ilzika

Organizing Agency

A FI I B IR AR iR fTAE

MEL**Travel Service, Australia

@ BA

TERREE

Tour Leader Mr. Ginpil
%t JE - BikfTAE

Local Travel Agency

BJ **Travel Service

el B S S RS 2

e

National Guide

ERESE
Mr. Lu Fan

# =

Local Guides

R & ®W%k4E

Beijing: Mr. Jiang Min

% SK/AVAL/VEE
Xi'an: Miss Zhang Xiaofan

AR E =
Nanjing: Miss Wang Yun

B ZES A

Shanghai: Mr. Gong Yanling
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Module 1 Making Preparations

f" {E554E 3R Task Description

HEf TR W TR Tho, B il TAER T h 38, WS LT
TEAT T AP SRR . U AR 82 AT 55 I, SR v A8 A, F e i 7 4 2 b
ROMERR WA o R A F AR BB S R AL

Making preparations is the beginning of the guide work, and as an important
part in the whole business, it helps to lay a good foundation for the follow-up
work. After being given the task, the tour guide must get ready to meet the tourists
at the appointed place on time. Making preparations includes studying the

reception plan and getting everything ready.
;, £55B#% Learning Objectives

1 BRI,

Get familiar with the reception plan.

2. BEMSE DT AL B S TARFIREAT AU , 5 48 A 5K AR B AR 13 A

Be able to use English freely in paper work and communication. Master the
basic words and expressions concerned.

3. BRI, SRR I ST 15

Develop planning consciousness and the habit of being well-organized at

work.
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% T{EFIE Working Process

L TR IWEAT AR CAS B BB TR G TERE, TRAN 1 % iR %
VA F9 e 55 0 H AR (5 B, BRI LA T .

Read the reception plan and the related materials carefully and get relevant
information about the service items and demands as listed below.

(1) 2R B (BRI IAAL) | 4 ARtk 44 B i i 5%, STBA 2 7
M W 2% B IR AR LI

travel agency that organizes the tour group, name (s)of the contact person(s)
and their telephone number(s), names and telephone numbers of the tour leader,
the national guide and the local guide(s)

(2) kA 2 FR AT U B R B o (SRR PRHE
2%%) AR

name, code, computer serial number, origin country, language, fee scale
(luxury, standard, economy) and way of payment of the tour group

(3) nkWF A REANE O : ARk P B SRS SE

group’s information: total number, names, genders, occupations, religions
and so on

(4) HABEH A RRRIT IR ATRSEE .

group’s exit-entry ports, tour route and itinerary

(5) B1E ZHAEOL BRI IR 55 25K

hotel accommodation, restaurant arrangements and requirements for
special service

(6) Frafescil THAFOL : Mg (KA us B3k ) B4 AR TBE S | 313k St
A 1] 25

arrival and departure transport information: names of airports ( railway
stations, ports), flight numbers and times

(7) sESEHNEOL: BUT ATEE,

transport tickets: reservations, ticket change

2. VESHMFRVE. ERALHR S N AR AR R R ROT U O
FNA

Confirm the items such as transport vehicles, accommodation and meals,
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opening hours of the scenic spots and so on.

(1) SR FUEHE R, 2950 F2 13 0 i BRI b 50 #5550 KRR AL V& IT
T L ) AL A AR OGN D3 K 2R 07 305505 B

Contact the national guide, fix the time and place to meet the group; get the
telephone numbers of the travel agency, restaurants, hotels, drivers and other
relevant persons.

(2) SRptacim ik %5 M A BNER A AR &, i AL LA PLR 4 4
T KA

Contact the transport service or company and obtain or confirm the driver’s
name, the bus number, and the contact telephone number.

(3) He KAV B, %5 E o i 5 s H iARic

For a large tour group, make sure the bus is labeled with numbers or
attractive marks.

(4) 5E 5 AIHLA 4K O 35 & sh i H R AL AT ]

Make clear the location where you will meet the driver, and inform the driver
of the schedule and the exact time.

(5) #5prla) S R BT, A% 55 b ) B ) & A 3% 4R, 4 IR
R 1

Confirm the hotel and restaurant reservations. Check the number and the
standard of the rooms, and whether breakfast is included in the room rate. Notify
the hotel of the arrival time of the group.

(6) PR WEA BT AT (19 24 FR 008 RS IS5 SO A e 55 301 H

Be familiar with the hotel’s name, location, general profile, service facilities
and service items.

(7) 54 XBTEHER, BIOZA H R LZH0E - RN BRI, H
AL 5 H O AT R AR ] RN B R o L R IR EOR (TR A

Contact the restaurants in advance to confirm each meal on the schedule,
including the date, group number, meal time, number of tourists, catering
standard and special requirements( food taboos) , ete.

(8) HEFEATFIBILMS

Arrange baggage delivery service.

(9) T S RiBRE DL, X T BRI 57t AL BN R E I S I WAL, B T
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FRRFIITFE L DL , 415 T IS0 8] | e 7 U B K L 0 7 1) O 8 56, LA (6 0 Y
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Get enough information about the scenic spots. For those new or unfamiliar
scenic spots, make a careful study of them in advance. Be clear about their
opening time, the best tour route, restroom locations, etc. to make everything go
smoothly.

(10) HE& LT MG S

Get the following things ready for use or reference.

@ TEAH R B TR

detailed itinerary

@ P&k 2B Iy 4B

passenger name list and rooming list

@ MWL R CHERR Ty 2 FR) « ALHFEHL IR B 05 Y A0 %

booking information ( with names of the contact parties) including ground
operators, hotels, transportation, etc.

@ 2@ S, AR KRS

transport tickets including air tickets, train tickets, etc.

® Frf P 55 45 H %R

accounting sheets for all expenses

© SR REIE

checks or vouchers for payments

@ 1728455 (J8)

luggage tags

ORES7 S LY IBLTES

special problem and emergency handling plan

© iR

flag of the travel agency

10 k2R

name badges
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iPi2stilll In-class Practice

(a
. -
W OEUHEA Task 1

KXASE: RAEFTR

Practical Writing: Study the Reception Plan

FIER: ARG RRA L 18 Ak A, 47247/ LT 63 5%,
HATRRBE T A0 (R 11 R 12) B RISE & MRS, ki
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HRIBCERAFBRBEEASAEZR, TRIEESRGREIES,

Directions ; Here is a tour group of 18 people from Australia. You will be the local
guide during their stay in Beijing. The travel agency gives a reception plan to you
(Form 1-1,Form 1-2), and demands your good preparation for serving the group.
Study the given reception plan, understand and grasp the task requirements, and

fill in the working memo followed.

R 11 LT e FRITALRGFITRI
Form 1-1 Reception Plan of BJ ## Travel Agency
OB - HRE TARZHE, IR 05T 3 — D WO R ik e A, A TR 6 H
6 H ik ALat, sl f for e

Tour guide Mr. Jiang Min . According to the working arrangements, you are

going to serve an Australian tour group which will arrive at Beijing on June 6 .

Please get prepared.

MRERE | T — L H#E 2016 46 ;1 6 H—I15 H

Travel Route| Beijing-Xi'an-Nanjing-Shanghai Date June 6—June 15,2016
18 A: % 10,

Ed Number of
% ocos o B | NemRer of | g g (L)
ationality . Persons

Group No. (Region) Australia e A% 18: male 10,
e female 8 child 2)

. BB 20 o/ A Breakfast ; buffet 20 RMB/person

ITERRE | d. 28300/ A Lunch table meal 30 RMB/ person
Meals . 5% 50 0/ A Supper: table meal 50 RMB/person
(HIAEHK) ( Wine and beverage are not included in the price. )
ITHEREE | TR ZIE)E
Room Four-star hotels

Flik.6 H 6 HCAl=x fiiBF 9:15 3|kt 52
AR E PR
Arrival: 9: 15 on June 6, CAl#x | Beijing
Capital International Airport ( PEK)

3B L F ]
Flight Schedule (entry and exit) BFF.6 H 15 HCALs* i BF 21.30 B H I
I R [E PR LY (CH AT
Departure; 21: 30 on June 15, CAlsx* |
Shanghai Pudong International Airport (PVG)
(Booked by organizing agency )




Eh— EeIf
Z3k
TR A8 /R 4% .
oy i | EEL | s | RESR ooe
MEL s Travel Ms. Alan 89 % 444269
Agency . . Person Number
Service, Australia
M i .
Local AUIT s BRATAL gift):,t %fﬂ?ui %i?ff 010-53 s# 0062
Travel |B] s Travel Service 4 - ong onta 158 s 039599
Person Yang Number
Agency
25 BRABE & R RSEHE
National M%Ii%g:‘ Contact | 133 #x 647643 T @TIIZ\ d Mr. Ginpil
Guide ot Number our LeAer 139 wx 743300
(N QAT EX N EAN: 3N
ZRIE Y H . 3 seniors
%ﬁ%iﬁ )Lﬁﬁ?ﬁ]%) Hfé‘fﬁl:?& ﬁ?ﬁkﬁﬁ% seniors
Package Tour %% : - EBE: 5 A
Way of . ; Wonder Special .
p . (including meals, Grade Servi Service 5 vegetarians
Bymen rooms, transport, e ¢ JLE: 2 A
entrance tickets) 2 children
4 Mr. Tong, 158 #:# 039599
bt b st s RTT4E . .
Beijing: BJ s Travel Service i %@5‘553 Local guide: Mr. Jiang
Min, 136 321369
K4+ Ms. Zhang, 139 =+ 582631
i T s AT HE e
Xi’an: XA xx Travel Service o5 5k FL/IH Local guide: Miss
EHEER Zhang Xiaofan, 189 ## 764500
Contact
Informatiofi AsSe g Mr. Li, 138 #% 806513
RERE R o PR - e
Nanjing; NJ #:* Travel Service HF: /Ml Local guide; Miss Wang
Yun, 150 s 442435
B4+ Ms. Luo, 139 %x 256189
L L v HRTA . -
Shanghai; SH #: Travel Service 15 FEHEAH S Local guide; Mr. Gong
Yanling, 130 #: 889322
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WING R RE SR
Itinerary
.. Blik/EIETE | EEEE | BRRH (og-4 P
Gi Arrival/ Hotel Meal Travel ot
ity Departure Time |Arrangement| Arrangement Activities ore
I RE" % BE
g CA1 #x 6 =
e ol Badar | R A K
A W4 | WtSB RER | A
s B O desdete | 4padieap | mAmE | EELS
5% HPRE |1 RSS2 | Tian’anmen Square, Beijing
s [9:25 i il it e inte il B i
Beijing | Flight CA1 #% eijing I orbidden City, apita
) Shangri-la A Special Panda Hall, Summer |International
arrives at 9:15 on .
June 6. Flight CA3 Hotel Royal lunch; Palace, Great Airport
—— .,g ' Beijing Duck | Wall, Ming Tombs, (PEK)
s% to Xi'an at . .
9.25 on June 10 Dinner Temple of Heaven,
P o e Watch Beijing Opera
FECAS v 5 6 Bleh2e | RRRE DN
A 10 H11.20%) W 1 W
KT A BE el | e | s
MUS ##+ F 6 F | PULHEm | ., . : E]oR IR
. ) 1 YR 4o Museum of .
e |11 A6 106 57| B KA G . — Xi‘an
Py 4 : . . &R Qin Shi Huang .
. Flight CA3 s Sheraton : Xianyang
Xi'an : . A Local Terracotta Warriors "
arrives at 1120 Xi’an North o International
0l 10. Flieht| Citv Hotel Speciality ; and Horses, Airvort
b BE B0 SUERL | T SR Pita Bread | Gity Wall, Big Wild | o0
MUS s to . (XIY)
. Soaked in Goose Pagoda ,
Nanjing at 16:10 on Lamb S Muslim Quart
June 11 amb Soup uslim Quarter
oLl 2R R
e 4L x
THEMUS s ] By "I,L!J ;Fi;ﬂ?kzj]
Pl TR
6 H 11 HI8.35 i
s e BT FRIER
FiA R A E R . P
o W KT | s
G75 =% F 6 A 14 , -
AP 4 8 oy B3sh24 Dr. Sun Yat-sen’s | [HEHPFRLF
H 7:20 HitE L1ty o . 3 Mausoleum, Ming Nanjing
AL | Flight MUS8 s iR Ns o N 5
Nanjing|arrives at 18 :35 on| Nanjing 3B 2l v 3D Tomb, Linggu Lukou
L . e . (#7745 3% | Temple, Hongshan |International
June 11, G75 #% |Jinling Hotel X :
by CRH ( Chine Local Dishes) Forest Zoo, Airport
J e Yangtze River (NKG)

Railway Highspeed)
to Shanghai at 720,

on June 14

Bridge, Presidential
Palace, Qinhuai
Scenic Zone,
Confucius Temple




