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Words & Expressions

A Telephone Call Reservation

reservation /rezo'veifon/ %4 check in &2 check /tlek/ # &
stay /stei/ i@ book a room T — A & i) credit card 42 A
reserve /ri'zowv/ %@, WX make a reservation il & check out £k
computer /ksm'pjuite/ % & available /a'veilobl/ T A 4  fully booked TRE # T
double room AL Jd] non-smoking room .18 & single room £ A_[4]

discount /'diskaunt/ 3=

% Useful Sentences

How can I help you?

I’d like to make a reservation.

I’d like to book a room.

Do you have any rooms available?
What is your name?

How do you spell that?

My name is John Smith. That’s J-O-H-N
S-M-1-T-H.

How many nights would you like to stay?
I'd like a non-smoking room, please.
Would you like a double or a single room?
Do you accept VISA cards?

What is your credit card number?

What time is check-in?

Check-out time is 11:00 a.m.

I’'m sorry. We’re fully booked.

We have a few vacancies.

Let me check the computer.

Do you have any discounts available?
How much are double rooms?

Double rooms are 350 RMB per night.
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Dialogue

Hilton Hotels. This is Heidi speaking. How can I help you?
Do you have any double rooms available next Friday and Saturday night?
Let me check the computer. Let’s see... Yes, we have a few vacancies
next weekend. Would you like a smoking or non-smoking room?
A non-smoking room, please.
OK. Could I have your name, please?
My name is John Smith.
How do you spell that?
That’s J-O-H-N S-M-I-T-H.
Could I have your credit card number?
That’s 598-374-9872.
What’s the expiration date?
November, 2011.
OK, John. I've reserved a non-smoking double room for you next Friday
and Saturday night. We’'ll see you then!
Thank you.
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A Face-to-Face Reservation

BT

Words & Expressions

assistance /a'sistons/ PB4

take /teik/ &4

available /a'veilabl/ #& &
some details — 43 %

certainly /'sartenli/ % 2K
extend /ik'stend/ ¥

per night 8%, booking system 53T & & would you like % & sk
west facing $1 8% smoking /'smoukin/ R 8 trip /trip/ ##&AT

how long % A per night &8, view /viu/ £ &

key card i1-¥ receptionist /ri'sepfonist/ 334 i

@

Y Useful Sentences

How may I be of assistance?

Do you have any rooms available?
Would you like a single or a double?
What are the prices?

How long will you be staying with us?
Could I take your name please?

I may have to extend my trip.

I’'m sure that won’t be a problem.

Let me check the booking system.

Is Phillips spelt with one “L”, or two?
Could I have your credit card, please?

I will have to take some details from
your passport.

OK, we’re all done here.

Here’s your keycard.

If you wish to extend your stay just come

and let us know.
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Hello, sir. How may I be of assistance?

Do you have any rooms available?
Certainly, would you like a single or a double?
What are the prices?
A single room is 280 RMB per night and a double room is 350 RMB per
night.
I'll take a double room.
And how long will you be staying with us?
I’ll definitely be staying for four days but I may have to extend my trip.
I’m sure that won’t be a problem. Let me check the booking system. Bear
with me.
OK.
Would you like a smoking or non-smoking room?
Smoking, please.
OK. I'll see if I can find you a room with a west facing window so you can
have the best view.
That’s very kind of you.
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A Group Reservation

A fiiT

Words & Expressions

honeymoon suite % B £ & which date #f— X

hold the line ] &, 5% expires £ i%
contact email B¢ & ¥R 4 total cost %17t %
take your name & F 469 % F details i s ¥

in the name of ¥4+« #5 2% S
group reservation H 47

’% U seful Sentences

let me check it X & &
percent /po'sent/ & 4
contact number B % 5 5%
correct /ko'rekt/ E A8

deposit /di'pozit/ H#. ¥4
congratulation /kengreetju'leifon/ #A

- I'd like to make a group reservation if
possible.

* How many rooms would you like to book?

. I'd also like to book the honeymoon suite.
Which date would you like to book and
how long will the guests be staying?

- Let me check our computer system.
. Please hold the line.

- That’s fine, we can reserve those rooms
for you.

I’'m also going to have to take a deposit
of ten percent of the total cost.

Could I take your credit card details,
please?

It’s in the name of Mr Craig Davis.
Could I take a contact email address and
telephone number, please?

Just to confirm you have booked 34 double
TOOIS.

The total cost will be 15500 RMB.

- We look forward to seeing you.
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ol Dialogue
I’d like to book 34 double rooms and 7 single rooms. It’s for my
daughter’s wedding so I'd also like to book the honeymoon suite.
Congratulations. Which date would you like to book and how
long will the guests be staying?
We’d like to book the 22™ April and it will be for just one night.
Let me check our computer system. Please hold the line.
OK.
That’s fine, we can reserve those rooms for you. Can I take your name,
please?
The name is Davis.
I'm also going to have to take a deposit of ten percent of the total cost.
The total cost is 15500 RMB so the deposit will be 1550 RMB. Is that OK?
That’s fine.

HEFIT 34 MRAZGA T A RLAG, BAHRARKILGHENL, &K
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- Desired Room Being Unavailable

BABENR

Words & Expressions
I’'m afraid & &4 not available 7~ T f} & let me see ik &K & A&
I understand #% %A &  acceptable /ok'septabl/ T34 49 how big %
booked FiT inconvenience / inkon'vimnjons/ R # /& bear with me #H#4 %
Will it be big enough? & k47 take your name 2 F 464 & F

on the house K JERGi%. %% smell like an ashtray B A2 1% 38 & 4
check in any time after 2 B 4£47T 8¢ 6] B2 A{E

‘% U seful Sentences

Bear with me, I’ll check our reservation
system.

I'm afraid we don’t have a double, non-
smoking room available.

Would a smoking room be acceptable?

I don’t want to spend the weekend
smelling like an ashtray.

Let me see what else we have.

Would this be acceptable?

How big are the beds in your single
rooms?

Will it be big enough for me and my
husband?

» That sounds fine.

I'll also order a bottle of wine for your
room on the house because of the
inconvenience.

Would you like to book Friday and
Saturday night?

- That’s all booked.

You can check in at any time after 10:30
a.m. on Friday.

I’ll see what we can do.
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y Dialogue

I'd like to book a double, non-smoking room for next weekend.
I’'m afraid we don’t have a double, non-smoking room available
for those dates. Would a smoking room be acceptable?
No. The smell of smoke makes me feel ill and I don’t want to spend the
weekend smelling like an ashtray.
I understand. Let me see what else we have. We have non-smoking,
single rooms for that date. Would this be acceptable?
That sounds fine. ‘
I’ll also order a bottle of wine for your room on the house because of the
inconvenience.
That is very kind.
Could I take your name, please?
Yes, it’s Susan Jones.
Is that J-O-N-E-S?
Yes, that’s right.
OK. That’s all booked. You can check in at any time after 10:30 a.m. on
Friday.
Thank you.
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" _ Room View and Bed Type
- P (6] X LT LA A RS

g

Words & Expressions

single /'sipgl/ ¥ —#) double /'dabl/ & cot /kot/ B4R DK

make sure #4E east facing 34 & morning sun -7 & & K 8
hard mattress &% & # mountain view 3 & bad back # & *F
no problem & 18] # sea view H % city view 3% F A&
more expensive £ % problems =] & pick up £ %/
comfortable /'kamfatabl/ 47k

L U. seful Sentences

I have a few problems. oA B (AR,

I was woken too early by the morning
sun.

I would like to change to a west facing
room.

We can do that for you.

What else do you have?

My wife has a bad back and would like a
hard mattress.

I’ll make sure it is moved.

That’s no problem.

Would you like us to move your bags as
well?

It will be ready in half an hour.

The bed is too hard.

I don’t like the view.

A single room is too small.

B R R, RERREHIE.
oA AU P 6 7 (0]
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I’'m in room 808 and I have a few problems.

Ok, Mr Fishman. How can I help?
I'm in an east facing double room and I was woken too early by the
morning sun. [ would like to change to a west facing room.
We can do that for you Mr. Fishman but you won’t have a mountain view.
What kind of view does a west facing room have?
It will have a city view.
Oh, dear, I don’t like looking at buildings. What else do you have?
I can put you in a west facing room and you can have a sea view but it will
be more expensive.
That’s OK.
OK. Your new room will be number 821. It will be ready in half an hour.
You can pick up your new key from reception.
Thank you very much.
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~ Change of Reservation Date

BRCHIT H B

Words & Expressions
reservation date 37 8 %3
hold the line 5|3 &35
rescheduled & #7 -2 6 18]
forward amend 32 #8715 iE

change the date & % B 33
cancelled 3§ reserve a room 3T 5
breakfast /'brekfost/ ¥%&  move /muwv/ B3

plans have changed # %] & & 7

plans %)

' ‘ Useful Sentences

I made a reservation.

My plans have changed.

What was your reservation date?

I reserved a room for June 6.

How can I change your reservation?

I would like to change the date to June
15%.

I’ll change that for you.

I have changed your reservation.

My meetings were cancelled and resche-
duled.

I would like to move the reservation
forward by a week.

[ need to amend my reservation.

I need to reschedule my reservation.

« 12 -
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