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Part I Front Desk Service

Unit One

Receiving a Reservation

Clerk H

Guest ;

Clerk H

Guest ;

Clerk ;

Guest ;

Clerk .

Guest ;

Clerk :

Guest ;

Clerk H

Guest ;

Clerk ;

Guest ;

Clerk :

Guest ;

Clerk ;

Good morning. This is Reservations. May I help you, sir?
Yes, I'd like to reserve a twin room, please.
Thank you, sir. For which date?
October 15™.
For how many nights?
For three nights.
Could you hold the line, please? I'll check our room available for those days.
Thank you for waiting, sir. We have a twin room at 125 yuan and another at 95 yuan.
Which would you prefer?
We'll take the one at 95 yuan.
Certainly, sir. May I have your name and initials, please?
Yes, it's Brown T. E.
How do you spell that, please?
B-R-0-W-N.
Mr. Brown, would you tell me your phone number, please?
Yes, the number is 06 —321 —2345.
What time do you expect to arrive, sir?
Oh, around 6:00 p. m. .
I'd like to confirm your reservation. A twin room for Mr. Brown at 95 yuan per night for
three nights from October 15" to October 18". We look forward to serving you, Thank
you, sir. Good-bye.
vl



telephones nearly drive you crazy. It's generally very easy to find a public m
telephone in the United States. Public phones are located in bus and railroad" S

stations, airports, stores, hotels, restaurants, gas stations, on the street

When you first arrive in a Western country, you'll probably find that the

corners and in most office buildings. You'll come to rely on phones almost as

much as Westerners do.

reservation [ rezo'veifon] n.  FHIT, {RE, (HERTE) FiThh

cderk [kla:k] n THAR

reserve [ri'zorv] v FiiT

twin  [twin] adji. mXH, B

available [o'veilobl] adj. WHKY, &M

prefer [priffar] v WEK

certainly [ 'sartonli] adv. 48R

initial  [inifol] n [WAHEHK] BLZOFFLFH

expect [iks'pekt] v HAHH, HAF, Hily

confirm [konform] vt WA, WE

probably [ 'probobli] adv. WfEHE

generally [ -dzenoroli] adv. E¥Hb

‘public [ 'pablik] adj. N3 n AR

locate [lou'keit] vt {yF

airport ['eopoit] n.  KHLI

restaurant [ ‘restoront] n. K4H

Westerner [ 'westono] n. PFiH A

Front Desk fij&

look forward to if%, Wia

the United States %] S

railroad station &k %% \
v Qs



gas station i3 i
rely on kg
as... as *ﬂ ...... ._‘#

L. twin room YU A[8] (45 5K B A K B E])
double room XU A 8] (4 —5K XA K 55 6] )
single room B A [d]
suite £ [A]
deluxe suite ZEHE
presidential suite 3445 £ i
2. Could you hold the line, please? W SIHEMIIFIL? X o 1 FHIiE
3. Tl check our room available for those days. IR&EF I JLKA BA 2 B,
4. name and initials #ZMAFHIF L TR, T ABLANEE DALY, 4FHEFL
IS
5. What time do you expect to arrive? %34t 4 BHEZ|?
" 6. look forward to + 417 (%&id) FRPIFEMAL,
Bilan: We look forward to your visit. FR{JHtE# b SESID N
We look forward to serving you. {13t % HHEARS -

1. Read and say.
Public phones are located in. . .

(1) office buildings (2) airports (3) stores




2.

3.

(4) railway stations (5) bus stations

Translate the following phrases into English.

(1) FT—AXAE] (2) BIESH
(3) BmrERBE (4) —4~ 120 STTHIAJE]
(5) BABT

Fill in the blanks with the following words and expressions.

how would like what available for look forward to

(1) We have rooms that day.
(2) do you spell your name?
(3) would you like?

(4) 1 to reserve a double rooni.
(5) We your arrival.

Using could and would ask questions in a similar way.
Examples ;

You don’t know the name and address of a guest. (tell)
Could you tell me your name and address, please?

You don’t know the spelling of a guest’s name. (spell)
Would you spell your name, please?

(1) You don’t know the telephone number of a guest. (tell)
(2) You aren’t sure of the surname of a caller. (repeat)

(3) You aren’t sure of the number of people in a group. (tell)
(4) You don’t know the spelling of a street name. (spell)



Telephone in U.S. A %XFHIHIE
EEE, AMREDHR, TUITHLE. K2, KEEE. A, SFHERTSE,
BEATFHRE, BEAEZILN, £EELYEENTD, RFTREEREALARIT
Ox%, DRNMARESR. RE. NH. XEEBEARFRE.
K& i5#H =fA A a station-to-station call (N-E-#}%); a person-to-person call
(M AHLFE) 5 a collect call (RiEH{TRIBTE).




Unit Two

Guest Arrival

Doorman :

Guest ;

Doorman :

Guest :

Doorman ;

Guest ;

Doorman ;

Guest :

Doorman ;

Doorman ;

Guest ;

Doorman ;

Good evening, sir. Are you checking in?

Yes.

Do you have any baggage in the trunk?

Yes, two suitcases and one bag.

Is this everything, sir?

Yes, that’s all.

May I help you with your suitcases, sir?

Thank you.

I'll show you to the Front Desk. This way, please.
(The doorman shows the guest to the Front Desk. )

I'll put your suitcases over there. When you have finished checking in, a bellboy will
show you to your room and carry your baggage.
OK. Thank you.

You're welcome. I hope your stay will be a pleasant one.

Every teenager has a dream for tomorrow. Lin’s dream is to be an excellent hotel worker.

He takes service as a career. Through his heartfelt service he will create a temporary home for the

travelers. How proud he will feel when he let the guests enjoy Western comfort with a Chinese

flavor.



doorman [‘'dormon] n. MER
baggage [ -begidz] n 17

trunk [tragpk] n KERH

suitcase [ 'sjurtkeis] n.  FHE

bellboy [ 'belboi] n. F72H

pleasant [ 'plezont] adj. A, WK
teenager [ 'timneidzo] n.  FH4E
dream [driim] n. A

excellent [ -eksalont] adj. 7
career [korio] n. HRL

heartfelt [ ha:tfelt] adj. .00, 028 H
create  [kriveit] vt ik

- temporary [ -temporori| adj. IfERTE
traveler [ trevle] n  JkiTE

comfort [ -kamfot] n &FiF

flavo(u)r [ fleiva] n Bk, KBk
check in i (AEWRIES)

take... as a career Jf:---- YE R =L

1. baggage () 172 EFK. JEE W Al luggage, ENIH N AT AW —FTEH
a piece of baggage.

2. 1 hope your stay will be a pleasant one. B #E(FEFEMITR



1. Read the following sentence patterns aloud:

give you a hand
BT} ks he'lp you with the baggage
drive you there

teach you English

enjoy your stay with us
have a good time
(2) I hope you'll | like it

join us

come by

2. Translate the following sentences into English.
(1) BEREFTELFG?
(2) XRREFTZEDG?
(3) HMEFE—2)Lo
(4) FARRATE=ME
(5) BUHRFEIT MR
(6) WHXHE o
(7) LR LM .
(8) fRaMythend, seA:?
3. Role-playing
Guest:  You are a guest arriving at the hotel in the afternoon. You want to check in. You
have one bag and one suitcase in the trunk.
Doorman: You're a doorman. Greet the guest and help him with his suitcase and bag to the
Front Desk. .
Bellboy: You're a bellboy. Greet the guest and help him with his suitcase and bag to his

room.



Introduction 414§

EXRXER, WNHHIRLE, —REIARREEELESR.

—. BRAZR. N Es, BCHEZEH—BAENM Mr., Miss 5{ Ms. %H/RHN
PR, f1: How do you do? My name is Henry Brown. NG, X HF—Md
V RENAMBAC.

=, EEH. MRBEE=AEY, REVGTRRALRNMA, REIHEE
ST . T May I know your name?

=, ANE. EMXEE, AMZEAEZHL TREMEANBTAR —BE
HBHREBHABAERN, BEBENMBH L. H/0: Mrs Green, this is John
Smith. FNABAAFUENABEITHEEME, URAKF. . Hello, Mr. Smith, 5§ Glad to

meet you, Mr. Smith.




Unit Three

cnecking In

Receptionist :

Guest ;

Receptionist ;

Guest :

Receptionist ;

Guest ;

Receptionist ;

.

Guest ;

Receptionist :

Guest ;

Receptionist :

Guest :

Receptionist ;

e ——

Good afternoon. Welcome to our hotel. May I help z

you, sir?

Yes, I'd like to check in, please.
Certainly, sir. May I have your name, please?
Robert Stone.

Do you have a reservation with us, sir?

Yes, for tonight.

Just a moment, please.
Thank you for waiting, sir. Your reservation is for a single room for three nights.
Could you fill out the registration form, please?

Sure. Here you are.

Thank you. Excuse me, sir. You forgot to fill in your visa number.
Did 1?7 Let me see that. Oh, sorry. Here you are.

May I reconfirm your departure date?

Yes, I should be leaving on the 5",

Would you sign here, please? Thank you. May I see your passport, please?
Thank you, sir. Just a moment please, a bellboy will show you to your room.

Your room is 2606. Here is your key. I hope you will enjoy your stay.

It is important that the hotel receptionist should make sure that guests are registered correct-

ly. A hotel registration card is used to record the full name, nationality,

of payment and signature of each guest.

home address, method

Foreign visitors must provide additional information such

as passport number and its place of issue.

.10 -



