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I, ASERERT  ARE/NB T WAL LMY G, M THR I 224 sk
J& EER AR Z M T o W% TAEA RZEEAE A 6065, 7T
RES A AR A —— 47, #RBEVEH SCIG7” “ Hello, you want a room?”
“Sorry, I can't... " XFEHIIRH HEMRE R, KK ETHENRSHS, o
W, BGRIT ZEE DETEW MRS P R E A EE

AR 2, EFEA BBV — D AR BIE TR ? — Mok, BB — N AIIE OB
BEEUL TN

() iEE GERAREIER, DR,

(2) WA

Q) IFERBIER, HARER Y, REMAIERA TR,

(4) NERBIEE, BEEBREL.

BRKFILL EARdE, METE S5, FE R REE I, 5 ERA
LB R IR R SRR,

— B

BT SMEI E B vz — B B .

B, BRAEUL . BB AR 7, R, —R—IR, OB, R
T BTet, BB A, DU S R0, 0T R T LS, b, &
I AE P IE 7 8 B A0 TR AN M 3 OFe , B O T 4

HK, BRI IE H QA0 097 S %, A TR B0, 74 05 B it
AT Kl AR BRI R0 AR B R, A B

=
=1




‘ vou'wmbrémwushomm :
ﬁﬁﬁﬁnﬁ '
 RFIEMEE, WELRERLRE S

BT BRI . — R, SEIE AR VA AR e
SR, % AT 5 R R A 2 L3 (R R At , T ST UG 9 A2
B R R A | AL KA T 2 I R

—Eik

S FEBRIHCAL TR RICITTERS B AE I, SRR AR

AT, AL TR, AR R LI — R R
B, — RV SR . J5— Ry ok B A2 5RO s BEARIT 91 , 46 T 3 3k
BB Ao TR, T ISR RS P ) 8 P R E , 380 7 B , T LS AT LASR RS S04

R SRR B .

= SEER

SERRI B, EEATRR ARG | A i, SR A 45 O
P, [ R,

(e R T G ST 1) SR I L R 2 S R TR G R B G, 4
LT T s A RS AT 6 R S R Y RS
AN B AR S4B S A —— 2k RS R FELR A B AT < = 4" R
IR SE RIS AR A WA FRAE T | SR 22 33 7 vk, RT3 F 51
SR, — A, R, ek ] A A R . ZEIB B AN, S ATk R T .
TR 4 0 T 3 R AR A O

A B RAURINE F W SMT AL THEA B 918 9 BYF , o R MR 5 2
o 1 SR KT 1 BT 28 ¢ , ) P K BT 3B 02 4 9 R , 4R 75
EHEHNEESS,

T
2011 4£2 A




contents B 3R

I Chapter I

Front Office Service Fi&R%
3 / Room Reservation 2EW1]
15 / Check-in Service BiEAE
25 / Concierge Service {LEARSS
35 / Information Desk BiAIRS
44 / Exchange Money 5gia#8mH
52 / Complaints and Problems #&if4b
64 / Payment & Check-out Z5MREE

Chapter I

Housekeeping ZERE
75 / Floor Attendance #ER$
83 / Operator Service BiFARSS
92 / Laundry Service $7<IRSS
103 / Room Service iXE&R S
113 / Maintenance Service “41ZR5%
122 / Extra Services SRS
131 / Emergency '‘ZRER

l Chapter I

Food and Beverage 8%
141 / Table Reservation 84T
148 / Greeting the Guests Y2\ &




157 7
166 /

177 /
185 /
194 /
203 /
213 /

223 /
231 /
240 /

249 /
250 /
2577/

B i CONTENTS

Taking Orders sIZAR%S
Serving Dishes 3ZER$

Chapter IV

Health and Recreation EREE

SPA Service SPA IR$%
At the Barbershop 2 &)\

Bar Services JEIRIRSS
Fitness Center 25\

. Shopping Center @%b\

Chapter V
Business Center B &)

Secretarial Service SZHIR S
Convention Service SRS
Ticket Service ERRE

Appendix

B3R

BEERERTIZHN
BSSREREE
PASEEEGTE



Chapter |

Front Office Service

il 5 ik 55



WA, XRAARES (M) NALE, TERRBYNES
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Chapter |

Room Reservation

" zEwmy

<7 1. IR B

Vel

What can I do for you, please?

WEINE

SR ERE

rr
HAER At w7 3

- May I help you, please? E
@

TERH G 2
Is there anything I can do for you, sir/Madam? 8
wn

AHATERM, Bl L+ D
<

@)

2 ;

May I ~ (do) (FKHE------)

Tip: Al 5 AR 55 52— W20 & A SERZ L — )7 : May I help you? 3] L
FEUt BTG 2 FR , b5 RUE ( Beijing Hotel) . May YE1E 25 3hid , )5 #2801
JFIE i AT LA Can B,




a * % Three aﬁd A Half Semanoas e ‘ : -
- 5 You'll Master Oral English of Hotel .

HEIEME

2 BREEER

I'll check our room availability for that day.

REE - TFRRREAZ B,
There’s a single room available for you.
A —Ia1 BN 55 AT LB 454K o
I suggest you make the reservation now because there’s a special discount.

T WEIETIT, A R IEF AT LT

There be something available (33245 R i . 7] FRY)

Tip: ZEITBE, B A £ 53XkEN] ; Are tl;ere any rooms available? (A 25
5g?) , available ZJE 251, — MBI @M iA G m. BER“FH - Af
LLFE]” , 0] LA B 89 45 8 JE 2, vacancy, $ill We have a vacancy for those
dates. (ARJLREATEHFAZE B )

77 3. 18 B HA

From which date?
AT A BB T 4 W 7

What time will you be arriving?




e far i 2k 7
How long do you intend to stay?

PRERE Z A I [A] R 7

How long ~ (-++-++ FELAR)

Tip . R B KAt , FERRXT— Bt [a] (40 three days, four weeks 5§)
$’19], R % 52 AL 0] B How many #£[7], 40 For how many nights? (fF
JUANBE E?)

4. WiE A

Are you with a company?

A ANBRE—RRED?

How many guests will there be in your party?
B—H BN
How many people in your party?

A s S 2 N

How many ~ (+C) (£/>")

Tip: how many A8 AT %0 4% 17 (19 S 40, & 941302 . How many + &
iR + — e A)? AR XT there be AJRI A F B EE N some, five,

¥ & O

90IAI9G 921JO JUO0I]




Three and A Half
You'llnisswodsnﬁwmom

EiE e
only one 4 [w] B, QR EiE R AT 54 16, AE EiE R ABOE R E B— R
HHOE A $ 0], B R (818 AR HE B e =& 2 /0, T H many HAEHEAT %L
2R B BOE, B LA be — & E [ are. Bl F“ How many + A] ${ 4% 18] & $( + are
there + i 53/ Bf AR5 27 /A BUGE#E . 540 : How many books are there on the
desk? (HF EHZDLAA?)

5. NBEE

We have many types of rooms, such as Single room, Double Room, Standard

Room.

FATVEFZAFZEELE B3 [a], ) an A ], SO 8] FpR ]

What kind of room would you prefer?

PRE RPN Y 1 5 (8] 7

With bath or without?

E R ERE R

What kind of ~ (n. ) (HfFp------ )

Tip: R a) BF AP 2R B MRV, o R AR A8, AR E K, Fﬁuxﬁﬁ
i rooms,, would you prefer 3£ 7] LA$ i, do you want,



<7 6. BEIMN TR

3R

What rate do you prefer?

PREIR IR FR A SLE 7

We offer you 20% discount for group reservation.
HARBHTRA TR 20% .

Service isn’t included in the room rate.

MR 55 B AN EAETE 5 AL

offer ~ (price/percent) discount (FJ------37)

(T ORBICLE

Tip %TfTﬂ?ﬁﬁ[}% ,— & H offer/give a discount , 7~ BEAKTHIET, offer

20% discount(FT/\#1) , discount i A] LA off ##i, & give 50 yuan off ( {f B
50 JG6) o FAM, AT B BIBIE L iE, 1Y special room,,

S0 BRIATRLT

3 HEFERIE

In whose name was the reservation made?
AR AHERY 22 X TIT R 2
I will confirm your reservation information.

TRFNEHTHTE L.

S 901JJO JUOIY

.

IIJIAII




aaa@@ “‘*M&*‘m‘w |
ﬁﬁiﬁnﬁ

We look forward to your arrival/coming/seeing you soon.

BABATF AL o

look forward to ~ (n./v.ing) (¥FF----- )

Tip: X B to B, J5 A &8 3hia], B %8 ing JE LB Look forward
to doing sth. , ZEEIEINRE AT H LI, IR S5 51 B 1% % : ’'m looking forward
to your coming. ( FHAFFEAMIEINK,)

€7 8. B iE] i B A

el

I'm sorry, but all the rooms are occupied for next week.

RIHK, FEMAERNEECH.

This is the busiest season. I'm very sorry, but could you call us again on this

weekend? We may have a cancellation.

BERAEZ, AW UK, (H R BEA BB XN AR BTSSR , T AE S
AANBIHEHIT .

We’re very sorry, sir. We hope you understand.

Jott AR K, BRI

2 BT

be occupied (#%5F)
Tip: “BlEIE W A 1R Z FF 36 2%, 0 be overbooked, be fully booked, be



full, No rooms are available %, 5 4k, 55 8] i 51 9 B 31 0y BE 2=, B2 15 1Y the

busiest season T} peak season,

9. BEHIT

Ve B oomsccina

Sorry, something unexpected happened, I have to cancel the reservation

made in your hotel.

XEARE , KA BN HEAE , RAEABIHE R EHA BT

I want to change my reservation information.

RAFERRIBUTE R

I’d like to extend it for two more nights.

REFEKAN L,

change one’s reservation (B TiT)
TiP M FIIT, BUE W iT ( cancel the reservation) , 3E4 #iiT ( extend the

reservation ) o

/ v‘” Practical Dialogues

C =Clerk (RI&HRF)
G =Guest (EF)

C: Good morning. This is room reserva- . C: B i XREFEBITH, &R
tion. May I help you, sir? ' TR TG 2

8 == o =

90IAIOS 901JO JUOIY




EXF ia')

Three and A Half Sentences
You'll Master Oral English of Hotel

ﬁﬁxﬁné

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

G : From October 15 to 17.

C: How many nights will you be sta-
ying? |

G : Three nights.

C: How many-guests are in your party?
G : Only my wife and 1.

C: What kind of room would you pre-

o

fer, a double or a twin room?

G : A twin room, please.

C: Could you hold the line, please? I'll
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.
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: W, HAEFIT B,
C. HHg4, ZIiTHE KA ?

Q

: N10 H 15 HE| 17 H,
. BAEJLKEWE?

@)

: 3R b

WRA—3 21 % AWR?
HERKKME,

: WERAT AR B, 2 — 3k
KU IA B4 32 J2 6 5K B A B F4 s [
WE?

G: RE—H B KA AR 5
C. HH Mg ? REAAIRIL
XAEBAREZ B, Kk, iLEBA%
T, BEATA AT 1000 JTHT 1500 JT
£ T BN PR B 5 [, 9485 XK R —
[&] ?

G: FATEITHEM 1500 JTHY o

C: Ui, Sokk: WA IR IR A 5t ik &
2 TR — A F G

G: iy, RYLEZFH T.E. ,

C. HEHEFKREAPELFG?

‘?5’9"



