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Speaking as a Room Reservationist

(BT IR B 3K ) -

Accepting the Reservation

(X B E BT

Hello, can I help you?

A RAEE N R Ag?

May I have your name?

17 [B] £5 ) i 2% 72

Yes, sir/madam,
we do have vacancies for those dates.
', e/, BEGTARH BRI ESR
=B o
we can confirm vour reservation.
b1, 554 7 ot AT AT AR A SRR AT .
you can have a room then.
b RS, ek /ot SRR LU — A B ]
we have rooms available for reservation.
b ey, e s &t BATA Bl a] ATIT
there’s no problem.
bF YA/ Tt IR R,
it's OK any time.

W1, ok /T AR T B AR AT LA
Declining the Reservation (i 45 i {] )

Sorry, sir/ madam,

we re overbooked this week.

2



AR, 4/ b, AT BERIA RIS &
BT

we’ re fully booked for next week.

A, etk /&, FATHI B E T A ER C T
T o

all our rooms are occupied now.

AR, fodk /Lt HATA R B EBEARC
EW T o

we have no vacant rooms available for the moment.

RASE, e/t AATRATE A = EH T,

Inquiring about the Reservation Needs

(V) [A] T80 T s 22)

When do you need the room?

B 2wt T 2 X B (a] 7

How long will you be staying?
TATREZAY

What kind of room would you like?
B BAT AR89 b5 [E] 7

with bath or without?

winE, ERATHRE?

with air-con or w1thout7

SRR A
with bath or with shower?

R, R R

a suite or a standard room?

REH, L REARE?
a single room or a double room?

ZHNBRIE] 38 R DA P (8] 7

3



What rate

What floor

What size do you prefer?
What side

What facilities

What services
CERZ D B 8 5 (8] 2
52 KR~ 45 2 14 B (] 2

WE R Z KM b7

S5 XK 1 R A 1T FK) B (] 7

A58 TP 45 14 B0 40 3 1
B AR BE A A HE R 55 1 5 1] 2

Speaking as a Receptionist

(&7 D13RIR)

Hello, sir/madam. What can I do for you?
LA S AN G S o ol 1 4 B B e
Would you please

show me your passport?

iH s A 4 B 7

show me your documents?

iF R SRR 4 g 7

fill this form?

IH S X Ay A8 4 1 7

sign your name?

HE LB TFHG?

register?

R RTeE s N



fill this registration card?
HHE X KEFICFFG?
Here’ s your key card. Your room number is 876.
XM, F5ES R 876,

Enjoy your stay here!

RNER TN TR

Speaking as a Floor Attendant
(P2 MR 55 b1 3R 3K )

Welcome to our hotel!

XK 1 A ) AT B4 A A !
We're glad to have you here.
AR @ 4 EHE PR IEATRIEL .
This way, please.

T BRI K .

This is your room. Come in, please.
X RER EE . HLE
Please leave your laundry in the laundry bag.

T e VR A IR A ZE B R4S L
Please ring the bell if you need anything.

MREBEHAFTE, FREMIK,
Other Expressions (H fth % iX)

For how long?
EZAT?
When for?
At AT

What kind of room do you want?

5



Eﬁ?ﬁ”ﬁ%zﬁ 1000 27

CREMN AR

Are you with a company?

A N B[R] A e 7

Would you like breakfast?

CHEXRRT FREG?

If you need anything, just dial the room service.
GRS AT AT B, BT T A RUE B R A5

If you want a taxi, just call the reception.

MARETREEHY , MITHASRE S

['m afraid our hotel is full on those dates.

ARJLR B ARG #RE W T -
Sorry, we  re fully booked. But I can book you one for

next week.

MAE,RNCLITH T AdIeTLUUFE T E %587
— 8],

Oh, I' m sorry, we have only a double room available for
today.

M, xf AR, S RIEANTH R — D XAPRE T,
Oh, yes. We have a single room reserved for you.

MR, RER . AT ERE T — 48 APRE,

Could you sign your name, please?

HE LER8A

May I see your passport, please?

HiLHE - FERPF R,

New Words 417

1. reserve/r1'z3:v/v. PiT ;R HE

2. reservation/reza’veifon/ n. Wil ;{f &

3. reservationist/rezo’verfonist/ n. (FEE]  HLEEZ%)
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Wil

vacant/'verkant / adj. %5 ;4 %5 8] 1
vacancy/ 'veikansi/ n. % ;% 5 [H]
confirm/kan’fa: m/ n. Wik ;U
available /o' vellabl / n. 0] FH ) ; 55 6] 4 25 1)

book /buk / v. FiT

overbooked /'auvabukt / v. H &I IT HY
. occupied/'okjupaid/ adj. ( 55 8] )1E 35 i)
. air-con/'eakon/ n. %5 (air-conditioning 445 )

suite/swi: t/ n. E[g]

. standard room ¥ [g]

single room 5. A 7 [8]

. double room XA #7[g]

rate/reit/ n. BH

. reception/ri'sepfoan/ n. ¥ RS G
. receptionist/r1'sepfanist / n. EFF 61 ;R % R
. document /'dokjumoant / n. uE{4F

registration /red3is’treifon/ n. &ic

. attendant/9’'tendant / n. IR% R

laundry /'1o: ndr1/ n. ¥4 ; YK 55 5 P AUk

. sign/saimn/v. &%
. taxi/‘taks1/ n. HH%E
. company /'kampani/ n. [F ;A0 A&

Sample Dialogues (7 713 X} 7 )

Dealing with Booking (58] #1T R 55)

R—Reservationist G—CGuest

7



R R E 1000 7]

R: This is Reception of Shanghai Hotel. Can I help
you?

G: Yes, I'd like to book a room , please.

R: What name 1s it, please?

G: Ben Carlson.

R: Yes, Mr Carlson. What kind of room would you
like, a single room or a double room?

G: A single, please.

R: With bath or shower?

G: With bath.

R: How long will you be staying, Mr Carlson?

G: For a week. From June 12th to 18th.

R: What services would you prefer?

G: Can I have morning newspapers sent to my room?

R: Yes. We offer room service to guests staying in our
hotel.

G: Good. I'd prefer morning newspapers sent to my
room every morning.

R: Very good, Mr Carlson. I’ ve booked you a single
room with bath for seven nights from June 12 to 18.

G: Fine. Thank you.

R: We quk forward to receiving you then, Mr Carlson.

G: Thank you.

Notes ¥ :

1. book a room Tl i€ F5 [a]

2.

single room B A #r (6] ("X A #x [8] " FRAE “ double
room"’ “ ﬁ % " #’h f/ﬁ “Suite", 6 ,E",\ ﬁ % % ” %: f/F
“presidential suite, T I ANEREHKE

8



3.

“executive suite , W % E B " B ¥E “business
suite”)

room service % 55 IR 55

Receiving a Check-in Guest

(£ 15 5 M55 )

R—Receptionist G—Guest
P—~Porter A—Attendant

i

TREFRFEH

Good evening, sir. Can I help you?

Yes. | want a single room, please.

Have you booked a room?

No, I’ m afraid not.

How long will you be staying?

Three days, from June 2nd to 4th.

Just a moment, please. I'll check it up for you.
... Yes, we have two single rooms available on
these dates. With air-con and a private bath.

Good. That’s just what I want.

May I see your passport, please? ... Thank you, Mr
Spear White. Would you please fill in this registra-
tion card and sign your name?

Sure.

Thank you. Here's your room card and your key.
Your room number is 1716. The porter will show you

up to your room. I hope you’ll enjoy your stay in our

hotel.

: Thank you. I think I will.

Welcome to stay in our hotel. Would you please
follow me? ... This is Mr White of Room 1716.
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: How do you do? Mr White. Welcome to stay in our

hotel. This way, please. ... This is your room,
come in, please.

Thank you. Can I have breakfast in my room?

Yes, Mr White. Breakfast is served from 8 to 9. At
what time would you like it?

About half past eight.

Very good, Mr White. Would you prefer tea or cof-

fee?

: Tea, please.

Sure. 1’1l leave you now. If you want anything, just
dial Room Service, and 1’1l see to it.

Thank you. I will. Good night!

Good night!

Notes i+ :

1.
2. private bath FA NI E
3. registration card FiC F
4.

5. see to it F , LHF

porter/'po: ta/ n. fTZEMIE T

room card 58] &
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