Exercnse _ R G
Complete the texr wzrh the verbs on the mght

Check-m and Checl<~out : S RETILED
It} is theiesponsibillty of thc ﬁont desk to e =gu(,ats clild %bxg,n 1ooma Most S /S o
checlins take place in the afternoon and. ezu'ly evcmng The frong desk fs: informed about SR gg@:b _
late mivals by the reservation: depdx tment, When: the guebt arrives atthe hotcl the: lc,cep R i )
Monist. o a 1egistmtionlorm to him; Itstatcs the name, company; home. addfess SRR co (Qbé‘ 2
- date of birth dind method of payment. In the ¢case of oxganizec[ trayel-the guest presenisa ™ - oo L T
- voucher.of 4 miscellaneous. chaiges order(MCO) + - by a‘toyir epewtox Somctxmea R T{? o
. cash deposit ot the number: of guest’s credit card: ay. by requested:to™ -+ - incldentals ot 3 )NZEQ@\) e
-, €Xtras, such as tclephone minibar, V'Llct sexvices ctc. Thisdeposic for extrqs i contrast ro EARRETRE T k’@ :
- anon-refundable room deposit, is refundable at the check-out after deducting all char ges. ¢ CHEC T
- When the guest is. :egistcxed the 1eLepL Ol'libt saguest decquint. Sinee thaé thmie, T o
all the charges for s any service.and pmducts IS by the guest are automdt;lcally o L C{,)[/
posted.to- this'guest account. Guiest accounts, SOmCtll’llCS ’IISO called guest ledgers-are. kept__ R
“together with other information about the guestina guest follo, whi ch the’ rcceptionlst .
creates for each guest after the checkin, Each mght A night mclitor T I theroomerate . - gb L
charges, charges for the food plan, a tax and all’ charges for otlier services and products oy N bw’f Sl
consumed by the guest during the day swere entered on the guest ledger Ttis:the Pomtof Co R Ié, "
- -Sales System (POS)-thanlks to which guests can only signup for their consumption or. }ust BRI SR e QLS/Z,(
show their keycalds during their stay. All charges, which were not p1e paid, and dre not - o R Do
" stated in the Vouchcr are mlled extms or mciclenmls They fue by ihe: g_uest at the
'chcckout : P S TR

ExerciseS S e R PRET
The followmgguests hcwe dzfﬁ‘"erem reqzuremems Advise mem wh/ch depam‘menrtheyshould e
contact. - e R A
. L M Cneer wants hlS car to be parkecl 'md w"lshed '1I’tex the long Joumcy : R a hundlysetwcc '
2. ‘Mr and Mrs Vey would like to cat out. The Lecommendecl restaumnt ls very. popu = SR, que-up calls-front clesk

* lar so they would like to have a booking, o luggftge collec_tion llont desk
- c.

" 3. MrBrown has to leave. vc1y e'uly ncxt mommg because hc should be at thc clh-t ok

uetin cle Jflrunent
Coportat 7, 30 a.m. o b'mq g 1 .

" Ms Johnson Is very tir ecl :lfl.Cl a busy dwy She W'mts to lelax e Wellness

- Mr Bell would like to ‘have two shirts cleaned f v alet SC”’ice

Skoda Company a.s, would like to have an annual mcetmg in the' hotel. ot conclerge

PR

Mz dncl an Monison would hlcc to have tth bxcal{fast in their 1oom e xqom.se,w_l.g.c

N N R

‘Ms Stockwell is le'wing tomonow ancl ers someonc 7] help her with thc lug_- '
g'lge o . . . L

| E’x'ercis'e 4' _ ‘
March the documena‘s wazﬁz a:heir deﬂmzlons -
1. Hotel Registel - '

2. Reservation. Form
i 3 Daily Arrlval List

- provides c visua?“ ?ecom’ of a!l reser vaticms' shows th:e rooms reserved cmd unsold B
" Reser vation Chart L .

lists all currem guesz‘s in cﬂpfmbetfcal ol cz’er with their room numbers
AP | smndardizes the: details of mdividual bookamgs ' .
| 6/ Gue:St I-ndcfﬂf: records al prewouv uislts of me gueszf to me horel it is zmpormnt for the revenue " o
ST (.}u.est .Hispgl-y Lo i managemé’m s . - o . ‘ S
8 Guest Ledger. .. : e B shows all rooms: by room numbew and ﬂoor and dezazils of occupcztion .
R S ' records m’l’ boofeings by date of arvtgals o e '
recom’s all arrim!c’ and gives delmts @f all cm rem cmd pasr guests
records chm"ges jor. all produczs and seruices a guesf consumes dwmg his smy m- |
fhe hotel R s :

' .5~, /Room Status Board_: :

'& R~ &I_'--



