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2" Model Dialogue

M

Situation: A guest (G) is calling to make a
reservation. Reservation Clerk Carol



(C) is answering the phone.
obooogcOOO0O0O0O0OO0OOOOO0OO0O0O0
Carol(@ODOODO

C:  Good moming. Reservations, Carol speaking. How
may I help you?"

c00000000000 Cald00D00

G: Yes. Can I make a room reservation?

G0oo000o0o0oDo0on

C: Yes. May I know how many rooms you need and
when you need them?

00000000000 00000000000

G: Two rooms for 2 nights. We will arrive on May

6th and depart on May 8th.
GOO0O00000O000000 50 600 50800

C: What type of room would you like to have,
Standard Room or Suite?

C: 000000000000000000000

G:  Just two Standard Rooms. What is the room rate?

GlO0O000000000000

C: It’s 130 US Dollars plus 15% service charge and
tax.?

CO 0 130000 15%0000000

G: Fine. Please book the rooms for me.



@

Q

gomooobooo

May I know your name and which company vou
are from?

ooD0DOO0O0O0ODOoOO

Mr. Ken Johnson and myself Bill Blanchard are
from CTTS Corporation, in the United States.

Ken Johnson O O O O O Bill
Blanchard0 0 0 0 0O O O
CTTS 000D

And your contact number
please.

00ooooooo
1-923-6542200
1-923-6542200.
1-923-6542200. May 1 know your arrival time,
please?

1-923-6542200. DO ODDOODO

I'am not sure.  Our flight will be CA 1201 on May
6th. Ibelieve you can find out the arrival time.
000000000000 50 60 CAI2000000
ooooOoO0O0oO0

I see. Then do you need the airport pickup service?*
It is only 30 US Dollars.
00000000000000000000 30000




G:  How far is the airport?

Go0ooOooOoOo

C: Itis about 40 km from the hotel.

C: 0000 4000

G: Good, please arrange that.

Goopooooooog

C: All right. Let me repeat your reservation. 2
Standard Rooms for 2 nights from May 6th to 8th
for Mr. Ken Johnson and Mr. Bill Blanchard from
CTTS Corporation. The room rate is 130+ US
Dollars.  You reserved the airport pickup service,
which is 30 US Dollars, for flight CA1201 on May
6th. Is that correct, Mr. Blanchard?

C: 0O00OO0OO0O0000OO0OOCOCETTS 000 KenJohnson O
BillBlanchard0 OO0 200000000 50 600 8
0Moo0 1o +MO0O0OD0000MO0 300
OO0 50 60 CA12010 O ,Blanchard 0 O O

G: Exactly. Thank you.

goooooo

C: Thank you for calling Paradise Hotel. We are
looking forward to welcoming you to our hotel®.

C. 0O00O0O0DOOoOobOoOoobDooboooog

G: OK. Bye.

Gooooooo



C: Goodbye, Mr. Blanchard.
C: # |, Blanchard %4

reservation [ ,rezo'veifon] n. il

depart [di'pait] v. B

 standard room ['stendod ruim) =7
vhan

suite [swix] n. BH i

corporation [ kaipa'reifon] n. ZA#]

contact ['konteekt] v, BELE

flight [flait] n. fHE

“} Howmaylihelpyow? 000000000000000
000000000

2 servicechargeandtax 000000 DOO0DODO0OD
D00D0000000 1% 00000 5%0000

“3 contactnumber 0000

& airportpickupservice 0000000000000 00
0000000000000000000000000000



gooooooobobo

,ylMH++Dme% plis(D 00 15%00000
goooo

") belooking forwardto 0 1 0 0 0000 ©w0DDOD
gooOoOoOoO0OoOoOoOOooOooooo

%@ Sentences

® May I know how many rooms you need and when you
need them?
0000000000000 D0

® What type of room would you like to have?
0000000000

-

® May I know your name and which company you are
from?
0g000o0oooooooad

® May I know your contact number, please?
0g000o0oooooooad

® Let me repeat your reservation.
oooooooooboo

® Thank you for calling . hotel.
000000000000

® We are looking forward to welcoming you to our hotel.
00000000000



gooooooooooooOooooooooooon
goo0oooo0oooodoOoooo0oooooooOoogn
ooo

2 Model Dialogue

Situation: A guest (G) s approaching the
Reception Desk to check in, and the
Receptionist (R) is offering help.
000DDMGNOONONDDDON0O0OmMOD
RODODOOO

R: Good moming, Sir. Welcome to Paradise Hotel.
How may I help you?



arRL2QA

o QR

00000000000000000000
Yes. I want to check in.
oooooooon

Do you have a reservation, Sir?
000000000
Yes. My name is Bill
Blanchard.

0O M O Bill Blanchard,
One moment, please’.
Let me check for you.
0000000000
OK.

OK

Yes. Three Standard Rooms for Mr. Ken Johnson,
Mr. Bill Blanchard and Mr Arthur Anderson from
CTTS Corporation from May 6th to 8th. The room
rate is 130++ US Dollars. Is that correct, Mr.
Blanchard?

0000300000000 KenJohnson O O OBill
Blanchard 0 0 O Arthur Anderson 0 DM O 0 13000
0 15%0 00000 O DBlanchard 0 O O

Yes.
0o

Would you please fill out this registration form, Mr



roQ?

@

rRoOrP RO

rrRoQ®7A

Blanchard?*
BlanchardO O OO ODOODOODODDO
OK. But my colleagues won 't be here until 4 p.m.3
00moDoDoooDooo 40000
You can fili out the form for yourself first. They can
do it upon their arrival®,
0000000000000000000000
Fine.
(After having finished)
000
00000
Here you are.
0ooo
May I have your passport, Mr Blanchard?
Blanchard 00000000000
Yeah. Here itis.
Omooo
Thank you. May I know how you are going to settle
your account’, by individual or by group?°
000000000000 0000000000000
Separate.
0000
Then may I ask for a deposit of $3007’
000000 300000000



G: Do you accept credit cards?

c0O0o000O0DoDo

R: Yes, we do. What kinds of credit cards do you
have?®

ROODODDOO0DOODOO

G: Visa. Here you are.

G Visa. 0000

R: Thank you, Mr Blanchard. This is your receipt and
your key. Your room number is 516. Have a
pleasant stay.

ROOOO0O BlanchardDOO O DO OO0OO0ODODOOODDOO
sleMmO0O00000

G: Thank you. Can you please tell my colleagues my

room number when they come?
GO000000000D0DooDoDooDoDoODDOOoOO0OO0OD
oo
R: Iwill, MrBlanchard. Do you need somebody to
help you send your luggage to your room?
ROOOOO BlanchardOOODOOOO0OOO0OOOOOOOO
oooao
G: No. Icando it on myown. Thanks.
ghooobooooobobooo
R: You are welcome. Should you need any assistance,
please dial 2 to Front Desk any time.



Jo00d0000o0o0o0ooooooooo 20000
2?

2?2

Yes, the internal extension number.
0ooO0o0oo0ooon

Isee. Bye.
gooooooo

Enjoy your stay, Mr Blanchard.
000000 Blanchard 0 O O

PRQQQARPALOQPR
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1 One moment, please. 0000000000 00D00
Waitamoment 0 0 000000000000 One moment,
please. 0 COWould you please wait for one minute [0 000 00O
ogod

% Fillout.. form 0000000 filout O fillin 00O O
00

< won’tbehereuntil.. 00000000 0DOOO" OO
000000000 " OO won't leave until you feel better.

‘% Upon arrival ooooao

W/ How... settle youraccount 0 00000000

,ﬁv/ By individual orby groupll 0 0 0 00000000
117

% adepositof$.. OO - Oo0mMoOOo0DOoOomooao
Joddddoddo0ooooooooooooooobooooon
goooo

4 What kinds of Credit Cards-- 0 0 0 0 0000000
0000000000000000000000 Visa, Master,

American Express, JCB, Diners Club [ O



Sentences

® One moment, please.
oooog

® L et me check for you.
oooooo

© Would you please fill out this registration form, sir?
00000000000000000

® May I know how you are going to settle your account,
by individual or by group?
0000000000000000000

® May I ask for a deposit of §...7
o000 0000

® What kinds of credit cards do you have?
oooooooooo

® This is your receipt and your key.
00o0ooooooo

® Do you need somebody help to you send your luggage
to your room?
00000000000000000

e Should you need any assistance, please dial to
Front Desk at any time.
0000000000000 0000000



oboooooooooobooooooooooboooo

oboooooocooOoooooocoooooooboooog
ooooooooooooooo

[X)

2? Mode! Dialogue

——T

et

Situation: A guest (G) has just checked in, and

the Bellboy (B) is escorting the Guest
to his room.

oboooobgUOUOooOoOooOOoOooOooooooB)
gooooooo

Mr Blanchard, is this your first visit to our city?
Blanchard D00 OO O0OO0O0OO
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@ o

© Q0w woeQ

woaw

No. I've b

ooooo A

Then have you ever stayed in this hotel?
oooooooan

No. This is the first time.

oooooooao

Our hotel is a well-equipped five star hotel with
excellent service standards. Should you need any
information or assistance please call Concierge.
We will try our best to
help you.
goooooooooo
goooooooooo
O, 0000DbO00ooo
goooooooooo
goooooooooo
Thank you.

ooon

Here is your room, Room 516... (open the door)
Please, Mr Blanchard.

O00O000B16 000 0O OBlanchard 000000
Thanks.

ooad

Mr Blanchard, here is your luggage.



B: Blanchard 0O M OOO0ODOD

G: Thank you very much.

GooOoOooO

B: That’s all right. This is a nice room, isn "t it??

BOOOOOOOOOOOOOOO

G:

Yes, very spacious and quiet. It s great!

ghoooooooooooobooo

B:

B:
G:

G:
Bo

B:
G:

Excuse me, Mr Blanchard, where shall I put these
paper bags?

Blanchard DO OO OOOOODOOOOOO

Oh, just put them on that table and I'11 sort them
out later®. Thanks.
000000D000000000000

It’s my pleasure. And here is the bath room, and

you can hang your suit in this closet.
gobobooobooobooboboboboooboooo

Where and when can [ have my laundry done?*

GooOoooOoooooooo

B:

Here in the closet there is a laundry bag. Simply put
your laundry in the bag. The Room Attendant will
pick it up® when she cleans the room.
0000000000000000000000000
0000000000000 00000
Do you know how long the laundry service will

take?

gooooooooooooooo



B: Your laundry will be ready within 3 hours.

B: 3000000

G: Good. By the way, is there a newspaper provided?

G:. DO00OO0OO0DODbOODbOOobooOOoOoDO

B: Yes. Local newspaper and China Daily are
delivered to your room every day. And there are
some international newspapers available at the Bell
Counter.

BOOODODODDODDODOOODOOOOOOODOODODOO
oo0oooo

G: OK, Isee.

G0Oo0O0O0O0O000

B: Is there anything else you would like to know, Mr
Blanchard?

B: Blanchard 000000000000 O00ODO

G: When is the hot water supplied?

0000000 O0O0O0

B: It is supplied 24 hours a day.

B: 2400000

G: Good. Thanks for telling me everything,

G00000000D000O00

B: It’s my pleasure. Have a nice stay.

BOOOOODOODOOOO



