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INTRODUCTION

T his material is designed for hotel personnel in work or training who deal with English- 
speaking guests of different nationalities and who already have a knowledge of English 
but need to familiarize themselves with the language and phraseology of the profession. 
More specifically it is for those who need to understand customers’ questions and 
statements, to reply to them appropriately, to supply information from tabulated data 
and to produce statements and questions o f their own.

The chapters are presented situationally and consist of authentic dialogues and infor
mation for reference and exploitation, offering maximum exposure to context rather than 
rigid sets o f artificial language exercises. It is for this reason that the recorded material is 
so vital. Hotels and travel agencies in England and Finland have been chosen to provide 
a fairly flexible international setting.

Cassette One presents the principal dialogues and phrases of each chapter for listening
and reproduction. These are marked in the book with the symbol Q O  • Space is not 
included on the tape for repetition.

Cassette Two consists of exercises which require manipulation of the items presented in 
the book and should be attempted once each chapter has been fully studied. The type of 
exercise varies according to the situation, having been chosen for usefulness or proximity 
to reality and not for structural features. In some cases guidelines are provided for correct 
production and in others the ability to interpret and respond to statements and questions 
covered in the chapter is tested. None of the exercises is self-correcting but a standard 
length of space is included in the recordings for the answers. Many o f them are quite 
difficult and students will have to listen several times and make notes before attempting 
their replies.

The dialogues, phrases and exercises have been recorded at almost normal speed and 
with a variety of accents to accustom learners to the sort of language they have to en
counter in their jobs.

The material can be used by students working on their own but is best utilised with a 
selective and resourceful teacher who can monitor performance and organize pair and 
group work.
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Chapter  1

CHOOSING

Making reservations 
a t  a travel agency

T he tou rist season is in full swing. H ere are tw o conversations in a  travel agency.

QD A gen t  G ood  m orn ing  sir. C an  I help you?

M an  A h yes, good m orning . I ’d like a hotel fo r a couple o f
nights.

A gen t Yes sir. W h a t so rt o f  hotel were you th ink ing  of?

M an  O h, som eth ing  nice you know , and  fairly central.

A gen t I th ink the  H o te l Angleterre w ould suit you then.

M an  H ow  fa r is th a t  from  the centre?

A g en t  A b o u t h a lf a m ile from  the railw ay station.

M an  A nd  do they have a restauran t?

A g en t  O h  yes, a very good one— quiet an d  stylish.

M an  T h a t sounds the  so rt o f place fo r me.

A gen t T hey  also have a n ightclub and  a steak-house.

M an  H ow  ab o u t a sauna?

A gen t Yes, they have four saunas in fact, and a swimming pool.

M an  W ell, th a t sounds very pleasant. W hat so rt o f  price?
A g en t E ighty  F inn ish  m arks fo r a single room  with show er, 140

fo r a  tw in w ith show er, and  155 fo r a  tw in w ith bath .

Man  O h, that sounds a  b it expensive. L et’s see, a t eight m arks
to  the  pound  th a t’s close on £20.

1



H otel English

QD

A gen t

M an
A gent

Man

A gent

M an
A gent

M an
A gent

Man

A gent
W oman

A gen t

W oman
A gent

W oman
A gen t

Woman
A gen t

W oman
A gent

Woman
A gen t

Woman

I ’m afra id  th a t’s the so rt o f  price y o u ’ll have to  pay if 
you w ant a really good  hotel.

W hat does the  price include?

It includes bed and con tinen ta l b reakfast.

I see. W ell, w ould  you book  me a single room  there fo r 
tom orrow  and  the next day please?

T h a t’s the tw o nights Ju ly  the fo u rth  and fifth . Ju s t a 
m om ent please, I ’ll ju s t check th a t they have a room  
vacant. Yes, th a t’ll be all right. W hat nam e is it please?

D arnley— R o b ert D arnley.

Very good sir. T hat will be 160 Finnish m arks altogether. 

D o you take trave lle r’s cheques?

Yes, o f  course. Please pay a t the cash desk over there. 
A nd  I hope you enjoy your stay.

T hank  you, I ’m sure I shall.

G ood  a fte rn o o n  m adam . C an  I help you?

Yes, my husband  and  I w ould like to  stay som ew here 
outside H elsinki fo r a few days. Som ew here by the 
seaside if possible.

I see. W hat ab o u t som ew here in this p a rt, by the G u lf o f  
B othnia? T he beaches are really lovely.
W hat sort o f  hotels do they have?

W ell, the Grasshopper hotels a re  very nice. This one, the 
Sea H o tel is ab o u t 250 kilom etres from  Helsinki.

H ow  w ould we get there?

You d o n ’t have a  ca r m adam ?

N o, not on  th is holiday.

W ell, you can  either take a tra in — it takes ab o u t five 
hours, o r you can fly, th a t’s ju s t a few m inu tes’ flight. 
W hat so rt o f am usem ents d o  they offer?

W ell, in the evening they have a n ightclub. T hen  they 
have saunas, a  sw im m ing poo l—
W hat ab o u t the  seaside?

T h ere ’s a H o liday  C en tre  right nearby, w ith a tennis 
co u rt and  various o th er gam es, and  a  very long beach. 

M m , that all sounds very nice, I m ust say. L ook, I ’ll take 
this b rochure  if I m ay and  show  it to  my husband , and

2



A gent

Woman

M O T O R  H O TE L  

M O TE L

C O M M E R C IA L
H O TEL

R E S O R T  H O TEL

A IR P O R T  H O TEL

C O N G RESS
H O TE L

H E A L T H  SPA

SU M M E R  H O TEL

H O LID A  Y  
V ILLA G E
H O STEL

C hoosing a H o tel

w e’ll com e back an d  m ake a reservation tom orrow  
m orning.

Very good m adam . W e’ll look forw ard  to  seeing you 
again. G oodbye.

G oodbye.

Hotel types
A hotel w ith park ing  facilities and  o th er services for 
m otorists. N orm ally  w ith a first class restau ran t.

W ith  park ing  an d  o th er services fo r m otorists. 
N orm ally  situated  on  a  highway. W ith  a restau ran t or 
cooking  facilities.

N orm ally  situated  in the tow n centre. C lientele m ainly 
consist o f  travelling  businessm en w ho stay fo r a  couple 
o f  nights only.

N orm ally  situated  a t a tou rist resort e.g . by the sea o r  in 
the m oun tains. C lientele m ainly consist o f  people on 
holiday w ho stay  fo r a  longer period  th an  a  couple o f 
nights only.

S ituated  near an  a irp o rt. C lientele m ainly consist o f  a ir
line s ta ff  and  people travelling by air w ho only stay for 
one night.

A hotel w ith m eeting and  exhibition  facilities, aud io 
visual equ ipm ent and  b an q u e t room s fo r large and  small 
groups.

A  hotel o ffering  m edical trea tm en t, physical exercise 
and  o th er recreational facilities.

In o peration  only  during  the sum m er m onths. O ften  
used as a s tu d en t do rm ito ry  during  w inter time.

A num ber o f  sm all individual cottages o r bungalow s 
norm ally  w ith cooking facilities.

M odest, m oderately  priced, norm ally  w ith sleeping and 
b reak fast facilities only.

O th er types o f  m oderately  priced accom m odation : 
an  inn (B r.) 
a m o to r lodge 
a  you th  hostel

3



H otel English

Exercise I

1

2

3

4

5

6 

7

Exercise I I

Exercise II I

Practice on hotel types

You are w ork ing  a t a travel agency. W hat type o f  hotel 
w ould you recom m end to  the follow ing persons?

Mr Brown: I ’d  like to  do business in your tow n and  try 
to  sell this new  w ashing-m achine.

Mrs Jones: I ’m  flying from  H elsinki to  L ondon  in the 
evening and  w ould like to  con tinue to  W ashington  D .C . 
early in the m orning .

Peter: I ’ve been h itchhiking from  M unich to  F ran k fu rt. 
A re there any cheap places w here I could stay overnight? 

Miss Roberts: I ’m  arrang ing  the A n n u a l C onference o f 
British H oteliers.

Mr, Mrs Smith and  3 children: W e are  going by car to  
R ovaniem i an d  w ould like to  stop  som ew here fo r one 
night.

Mrs Miller: I have bad rheum atism  and  w ould like to  
get som e trea tm en t in p leasan t surroundings.

Mr and  Mrs Elliot: W e’d like to  spend a w eek’s holiday 
a t  the seaside.

M ention som e exam ples in your neighbourhood  o f  these 
d ifferen t hotel types:

a  m otel 

a  resort hotel 

a sum m er hotel 

a  congress hotel 
a health  spa 

a hostel

Interview  each o ther in pairs:

H ave you been w orking a t a  hotel?

Tell me w hat type o f  a hotel it was. (Som etim es a 
hotel can be a com bination  o f several types.)

4



C hoosing  a H o tel

Hotel facilities
I The Hotel Room s

T h e re  a re  p e n t h o u s e  su i te s  com pris ing  o n e  or tw o  b e d r o o m s ,  b a th ro o m s  
a n d  living room . A nd  th e re  a re  tw o  se lf -co n ta in ed ,  beautifu lly  s ty led ,  VIP 
su i tes .  Each has  tw o  b e d r o o m s  a n d  a  doub le -s ized  living room . T h ey  a re  
a lso  ideal fo r  u s e  a s  private  dining s u i t e s  o r  fo r  t h e  small c o n fe re n c e .

T h e  T o w e r  Hotel h a s  th ree  r e s ta u ra n ts ,  all offering
exce l len t  fa re  a n d  s u p e rb  v ? 1" ' '     —
P rinces  R o o m  se rv e s  fo o d  am 
Prince  a n d  his P r incess ,  a n d  h 
o w n  cocktail lounge .  The  
C arvery  is a r e s ta u ra n t  
w ith  a d if fe rence .
Here, fo r  a 
fixed price, 
g u e s t s  ca rve  fo r  
th e m s e lv e s  a s  m u c h  as  th e y  
w a n t  f ro m  s u c c u le n t  ro a s t  j 
T h e  C offee  S h o p  c o m p le te s  
re s ta u ra n ts ,  se rv ing  m eals ,  s 
qu ick  re f re sh in g  c u p  o f  coffe<
T h e  T h a m e s  Bar h a s  its o w n  
th e  e v e r -c h an g in g  river s c e n e .

T h e  T o w e r  Hotel is ideally loca ted  for c o n f e re n c e s  u p  to  210 an d  b a n q u e t s  
fo r  u p  to  196. It is th e  p lace  to  c h o o s e  w h e n  th e re  is a  n e e d  fo r  a m ee t ing  
p la ce  w ith  c h a rm  a n d  d is t inc t ion ,  s o m e w h e r e  ra the r  spec ia l ,  a re n d e z v o u s  
th a t  m a k e s  th e  o c c a s io n  a m e m o ra b le  ev e n t .

T h e  b e d r o o m s  h ave  a  restful feeling of 
c o m fo r t  w ith  m o re  th a n  a  h in t of luxury. Of 
c o u r se ,  e a c h  room  h a s  its o w n  private  
b a th ro o m .  T h e  b e d r o o m s  a re  do u b le -  
g lazed  fo r  even  t e m p e r a tu re s  a n d  qu ie t  u n 
d is tu rb e d  relaxation . G u e s ts  h ave  in d e p e n 
d e n t  con tro l  of th e  a i r-condition ing  a n d  a 
b e d s id e  co n s o le  co n tro ls  th e  co lour  te le 
vision a n d  radio  an d  th e  room  lighting.

TOWER 
HOTEL

Wining and Dining

Services

5



H otel English

Practice
P ra c t ise  in pairs :

Exercise I  
The Tower 
H otel

on hotel facilities
1 W hat facilities are there in the hotel room s?

2 W hat are the V IP  suites like?

3 H ow  m any restau ran ts  a re  there? (M ention their nam es 
also.)

4 W hat is the P rinces R oom  like?

5 C ould  you tell me som ething ab o u t the C arvery?

6 Is the C offee  S hop ju s t the place fo r a quick cup o f
coffee?

7 A re there any  conference facilities?

G R O S V E N O R  H O U S E  H O T E L
Park Lane. London W 1A 3AA. Tel: 01 -499  6363  

Telex: 2 4871 .  Cables: Grovhows, London W1

G rosvenor H ouse is an in te rnationa l hotel en joy ing  both 
the  a tm o sp h e re  of Hyde Park  a n d  proximity to  L ondon’s shops  

and  ce n tres  of business  and  c o m m e rc e .  ‘La F o n ta in e ’ is th e  a la ca r te  
res tau ran t  with a view of Hyde Park. Its F re n ch  cuisine 

is m a tc h e d  with a d is t ingu ished  cellar.
‘La P iazza’ Coffee S h o p  is an in t im ate  res tau ran t  in th e  hear t  of 

the  hotel. It se rves  in te rna tiona l  d ishes,  and  is o p en  for 
a qu ick  sn a c k  o r  full meal.

F am o u s  London d es ig n ers  have red e co ra te d  all th e  su ites  an d  bedroom s.
The  ho te l 's  co n fe re n ce  an d  b a n q u e t in g  co m p lex  offers unique 

facilities for in te rnationa l c o n fe re n ces  an d  o u ts tan d in g  social functions. 
T he  hotel has  its own sw im m ing-pool ,  sau n a  ba th  an d  gym nasium , 
flower shop , m edica l suite,  barber,  ha ird ress ing  an d  beau ty  salon 

(run by Steiners),  m e n 's  and  w o m en 's  boutiques,  
an d  th e a t r e  agency.

Exercise I I  
Grosvenor 
H ouse H otel

Practise  in pairs:

1 W here is the Grosvenor House H o tel situated?
2 C ould  you tell m e som ething ab o u t your restau ran t 

facilities?

3 W hat are the guest room s like?

4 W hat facilities are there to  a rrange a conference a t the
hotel?

5 A re there any recreational facilities?

6 D o you book  theatre  tickets fo r your guests?

7 A re there any o ther facilities?

6



C hoosing a H o tel

Exercise II I  
H otel Neptune

HOTEL NEPTUNE
Location: 5 km  from  th e  n ea re s t to w n  on th e  sh o re  of 
a b eau tifu l lake.

Transportation: A irp o rt 80 km , ra ilw ay  s ta tio n  4 km.

Number o f rooms: 233
3 su ites, b a th , b a lco n y  (2 su ites 
w ith  sauna)
4 sm alle r su ites, b a th  
2 s ing le  room s, b a th

Number o f beds: 441 
Number o f floors: 7
E levators: 4 
C heck-ou t tim e: 2 p.m . 
L au n d ry  an d  valet service: 
10 a .m . to  3 p.m .
R oom  service: 8 a .m . to 11 p.m .

Facilities:
M ain  re s ta u ra n t fo r 350
C o n g ress  hall 150—200
P riva te  room s (9) 370
N igh tc lub  200
G roup-w ork  ro o m s (13) 8—15
B ar 50

23 sing le  room s, sh o w er 
107 do u b le  room s, b a th  
78 s tu d io  room s, b a th  
16 s tu d io  room s

Dining and Entertainment:
Fully  licensed  re s ta u ra n t w ith  
C h aine  des R o tisseu rs cu is in e  
an d  F in n ish  an d  in te rn a tio n a l 
d e licac ies . D ancing , floor 
show s. Bar, N ightclub, roulette.

Special Features:
S everal sau n as , " sw im m ing  
pool, b a rb e r, h a ird resse r, 
m assage. C ar hire. T ennis, golf, 
rid ing , fish ing , c ro ss  co u n try  
skiing, b o a ts  fo r h ire , s igh t
seeing , illum ina ted  foo tpa th s, 
sla lom  slope an d  ski-lift. Lake 
c ru ises , N atio n a l Park, 
o b serva tion  tow er.

P ra c t i s e  in pa irs :

1 W here is the ho tel situated?

2 H ow  can you get there?

3 W h a t kinds o f  room s are there?

4 H ow  long can you keep your room  on the departu re  day?

5 W hen can you get room  service?

6 W h a t kinds o f  facilities a re  there?

7 W h a t kind o f  re s tau ran t have you got?

8 A re there any o th er special services?

9 Is there  any  o p p o rtu n ity  fo r o u td o o r activities?

10 W e are  very keen on  skiing. W hat can  you o ffer us?

7



H otel English

Exercise IV  
H otel Anglia

H otel A n glia

Distances: Helsinki 225 km, T am pere  138 km, Turku 160 km, 
V aasa 195 km.

222 bed s  110 doub le  ro o m s 3 su ites  salon for 500

Nightclub for 210 Lobby bar for 70
B anquet facilities for 800 Terrace  res tau ran t  for 240

Various co n fe re n ce  facilities for 10—250. Conference 
equ ipm ent .

Leisure:
4 sa u n as ,  sw im m ing  pool, illuminated jogging track, s ign
p o s te d  jogging pa ths .

Holiday Centre:
40 cabins, service building, caravan  site, cam ping  ground ,  
parking for 200 cars .  Tennis cour t ,  curling pitch, volley ball 
cour t ,  skating rink, b o a ts ,  children 's  p layground, 5 km 
swim m ing bea ch .

P ra c t ise  in pairs :

1 W here is the hotel situated?

2 H ow  m any room s are there?

3 W hat k ind o f re s tau ran t facilities are there?

4 W hat kind o f m eeting facilities are there?

5 W hat kind o f  leisure-tim e activities can the hotel offer?

6 W hat is the holiday centre like?

7 W hat kind o f  o u td o o r activities are there?

8 Is there a n ightclub an d  w hat is it like?

9 W here can I park  my car?

10 W hat is the telephone num ber o f  the hotel?

8
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и

H
О

Exercise V 
H otel
Scandanavia

Location: 70 km from nearest city

How to get there: airport 80 km
bus to the city from the hotel

Rooms: 42
2 suites, with bath  and toilet
12 double rooms, with bath  and toilet 
10 studio rooms, with shower and toilet 
18 single rooms, with bath  and toilet

Accom odation for 64 guests.
Extra beds if  needed

3 floors 
2 lifts
Rooms to be vacated by 3 p.m .

Room  service: 11 a .m . to 0.30 a.m .

R estau ran t an d  o th e r facilities:
R estaurant for 250 guests 
Private rooms for 100 guests 
Bar for 70 guests 
Cafeteria for 80 guests
TV lounge, sauna, swimming pool, ski-lift, lighted 
walks, play-room for children.

T h e  hotel is fully licensed, with dancing nightly.

T h e  re s tau ran t has a fine view over the lake.

P ra c t i s e  in pairs :

1 W here is H otel Scandinavia situated?
2 H ow  can you get there?
3 W hat kind o f  room s are there?
4 W hen d o  we have to  vacate o u r room s by?
5 I ’d like to  a rran g e  a p arty  fo r 100 persons. W hat 

facilities a re  there?
6 W hat k ind  o f  lounges do  you have fo r hotel residents?
7 W hat kind o f  evening en terta inm en t do  you have?
8 W hat kind o f  o u td o o r activities can you offer?

<
£

M
Q

U
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mil.* ™  H otel N ord ia

в 2 single, 32 double, 2 suites

t i l inf О Can be rented

for 300 a Nightly, afternoon dance 
on Sundays

for 50 в Pub for 57. Tel: 3751

p Sauna > Conference rooms for 
100,50,40 (10 + 30)

CREDIT
CARD 10 km

SPECfiM Car hire, guide service, ski rental

P ra c t ise  in pa irs :

Exercise VI 1 W h a t conference facilities d o  you have?
H otel Nordia  2 Is there  a sauna?

3 H ow  fa r is the  hotel from  the airport?

4 D o the room s have television?

5 Is there any dancing?

6 H ow  m any doub le  room s do you have?

7 Is it possible to  hire skis?

8 C ould  you a rran g e  a d inner fo r 150?

9 H ow  large is the cocktail bar?

10 C an  I pay by credit card?

10



C hoosing  a H otel

Press interview
T he M anager o f  the H otel Neptune is being interview ed by a repo rter from  the 
travel supplem ent o f  the Sunday Times.

Reporter  H ow  big is your hotel, M r Lehti?
Manager W e have 233 room s, w ith a to ta l o f  441 beds.
Reporter  A nd  w hat a b o u t o ther facilities?
Manager T he ch ief ones a re  the m ain re stau ran t, fo r 350, and  the 

C ongress H all, fo r up  to  200 partic ipants.
Reporter  W hat so rt o f  location  does your hotel have?
M anager T he hotel overlooks a fine lake, and  it’s set in a large

park . I t ’s very q u ie t and  pleasant.
Reporter  A nd  w hat do  you o ffer to  in terest the foreign visitor

especially?
M anager F irst o f  all, the n a tu ra l su rroundings. Secondly, first-

class service. A n d  th ird ly , a num ber o f  special features 
like riding, skiing and  boating .

Reporter  N o t to  m ention  the fam ous F innish  sauna.
Manager Yes, as a m atter o f fact we have several very good saunas.
Reporter  D o you have very m uch going on in the  evenings?
M anager Yes indeed. W e o ffer dancing, flo o r show s, a nightclub

and  roulette.
Reporter  I see. W ell, I th ink  th a t’s all fo r the m om ent. A nd we

shall certainly m en tion  your hotel in o u r next article 
on  F inland.

M anager I ’m very pleased to  hear th a t, and  you can be sure w e’ll
m ake o u r B ritish guests very welcome.

Practice
Study  this conversation  carefully , especially w hat the M anager says. T hen  look at 
the brochure fo r H otel Anglia. T he repo rter is going to  ask you the sam e questions, 
and  you answ er as the M anager o f  the H otel:

1 H ow  big is your hotel?
2 A nd  w hat ab o u t o th er facilities?
3 W h a t so rt o f  location  does your hotel have?
4 A nd  w hat do you o ffer to  in terest the foreign visitor 

especially?
5 A n d  w hat a b o u t the fam ous F innish sauna?
6 D o you have m uch  going on in the evenings?

11



H otel English

С Ю

Useful phrases

G ood m orn ing  sir. C an  I help you?

W hat so rt o f  hotel were you th ink ing  of?

I th ink this one w ould suit you.

80 F innish  m arks fo r a single room  w ith shower.

140 I show er, „  >for a tw in with< , ,
155/ I  bath

T he price includes bed and  con tinen ta l b reak fast.

I ’ll ju s t check th a t they have a room  vacant.

W hat nam e is it please?

T h a t will be 160 F innish  m arks altogether.

I hope you en joy  your stay.

I overlooks (the river)
faces (the sea)

,  ~  r  . . . .  
has a fine view o f  (the park)
is beautifu lly  situated .

W h a t so rt o f  price did you w ant to  pay?

12



Chapter  2

HAVE YOU

Room reservations
L ook at the Lakeside H otel book ing  sheet on page 14, fo r the week starting  
M onday, 9th Ju n e . Y ou will see th a t this hotel has single room s w ith b a th  fo r 80 
F innm arks a  n ight— these are num bers 101 to  105. T he single room s w ithou t ba th , 
fo r 65 F innm arks a night, are num bers 201 to  204. T hen  there are double room s 
w ith b a th  a t a  price o f  140 F innm arks per night, and  double room s w ithout bath  
a t  115 F innm arks per night. T h e  double room s are  num bers 205 to  209, and  106 to 
109.
Som e o f  the room s are already reserved. I t ’s S aturday, 7th June, and the Reception
Desk phone is ringing:

Reception Clerk Lakeside H otel, good a fte rn o o n .

I ’d  like to  b o o k  a  doub le  room  for W ednesday next 
week.QD

m an

Clerk Very good sir, a double room  for W ednesday, Ju n e  the 
11th. W ith  b a th  o r w ithout?

M an W h a t’s the price difference?

Clerk A doub le  room  w ith b a th  is 140 F innm arks per night, 
w ithou t b a th  115.

M an I th ink  I ’ll take the  one w ith bath  then.
Clerk T h a t’ll be room  n u m b er 208 sir. A nd  how long will you 

be staying?

M an W e’ll be leaving Sunday  m orning.

Clerk T h at will be— fo u r nights sir. T hank  you very m uch sir, 
and  we look  fo rw ard  to  seeing you next W ednesday.

M an G ood . T h a t’s all settled then? G oodbye.
Clerk G oodbye sir.

13



H otel English

T he girl a t Reception m ade a  m istake. She forgot to  ask w hat the gentlem an’s nam e 
was, so she could  only m ark  “ R eserved”  on the  book ing  sheet fo r R oom  208 from  
W ednesday un til S atu rday . M ark  this dow n on your sheet and  take the p art o f  the 
reception clerk fo r the  next calls in the  practice w hich follow s. D o n ’t forget all the 
necessary details and  m ark  the  sheet accordingly.
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Practice
H ave Y o u  a R oom ?

W oman  I w an t a single room  next Tuesday.

Clerk

W oman  W ith  a b a th  o f  course.

Clerk

W oman  T he  nam e is Jo n es— Jenn ife r Jones.

Clerk

W oman  Is th a t all clear then? I ’ll be staying fo r a couple o f  nights 
only by the way.

Clerk

Y ou should  have m arked  this against one o f the vacant single room s w ith b a th  for 
T uesday  10 and  W ednesday 11. H ere is another:

M an  T his is Spearhead Trips. H ow  are  things going?

Clerk

M an  W e’ve got an o th e r p lane-load  com ing in next 
W ednesday. G o t any room ?

Clerk

M an  C ou ld  you m anage 4 doubles and  6 singles— fo r a week 
th a t w ould be.

Clerk

M an  O nly 2 singles? W ell, w e’ll have to  pu t them  u p  som e
w here else. A ll right then , you give us the 4 doubles and 
2 singles, and  if  we can ’t get anyw here else, you could 
p u t ex tra beds in so they could all get a n ig h t’s sleep the 
first night, co u ld n ’t you?

Clerk

M an  By the way, there  was a bit o f  a slip-up last tim e with

15



H otel English

y o u — d o n ’t know  w hose fau lt it was, b u t anyw ay— be a 
bit carefu l will you— it’s me th a t gets the b lam e this end. 
A ll right?

Clerk
M an  G o t it m arked  dow n fo r Spearhead all right? T h an k s a 

lo t. O h  yes, w e’ll be com ing in a ro u n d  10.30 in the 
evening. W e could  have a d rink  afte rw ards if  y o u ’ve 
got tim e. A ll right?

Clerk
M an  C heerio , and  keep smiling.

W ell, your room s are  getting p re tty  filled u p  now , a re n ’t they? L e t’s deal w ith one 
m ore custom er though . I t ’s Tuesday m orn ing , Ju n e  10th, and  a lady com es up  to  
the  desk w here you are on duty.

Lady  Excuse me.

Clerk
Lady  I ’d like to  have a room .

Clerk

Lady  A  single room  fo r one n igh t— tonigh t actually .

Clerk

Lady  W hat price w ould  th a t be?

Clerk

Lady  W ith o u t b a th  then . I— I suppose you have som e so rt o f 
w ashing facilities?

Clerk

Lady  T he nam e is S ea to n — M rs C harles S eaton— an d — w hat 
tim e will the ro o m  be free?

Clerk

Lady  I ’d like to  leave these bags som ew here.

Clerk

Lady  T han k  you very m uch.

Invent fu rther bookings until the book ing  sheet is full.

16



H ave Y o u  a R oom ?

Room types

S IN G L E  R O O M  A room  occupied by one person.

D O U BLE R O O M  A  room  w ith one large bed fo r tw o persons.

T W IN  R O O M  A room  w ith tw o  single beds fo r tw o persons.

STU D IO  R O O M  A room  w ith one bed an d  a convertib le sofa. C an  be
used as a single o r as a twin.

SU IT E  A sitting  room  connected  to  one o r m ore bedroom s.

JU N IO R  SU IT E  A large room  w ith a p artitio n  separating  the bedroom
furnishings from  the  sitting  area.

P A R L O R  A  sitting room  n o t used as a  bedroom  (Som etim es called
a salon).

D U P L E X  A tw o-story  su ite  connected  by a stairw ay.

H O S P IT A L IT Y  A room  used fo r en tertain ing  (cocktail parties etc.).
R O O M /F U N C T IO N  

R O O M

E X H IB IT IO N  A room  used fo r show ing m erchandise.
R O O M /D ISP L A  Y  

R O O M

C O N N E C TIN G  Tw o o r m ore room s w ith private , connecting doors.
RO O M S  Y ou can m ove from  one room  to  an o th er w ithou t going

to  the co rrido r.

A D JO IN IN G  Tw o o r m ore room s side by side w ith a connecting d o o r
RO O M S  betw een them .

1984 ГБ УзС  P
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H otel English

FU LL A M E R IC A N  
P L A N  (AP)

M ODIFIED  
A M E R IC A N  

P L A N  (M AP)

D E M I PE N SIO N

E U R O P E A N  P L A N  
(EP)

C O N T IN E N T A L  
P L A N  (CP)

Exercise I

Exercise II

Exercise III
I

Food plans
T he rate includes th ree full m eals and the  room . Full 
b oard  o r full pension.

T he ra te includes b reak fast, d inner and  room .

T he ra te  includes b reak fast and  lunch o r d in n er and 
room . H a lf  board .

N o meals included in the room  rate.

T he ra te  includes b reak fast and  room . “ Bed and  
B reak fast.”

Practice
Explain what is m eant by the  following term s:
tw in room  EP

ju n io r  suite A P

display room  C P

M A P

W hat type o f  custom ers w ould usually book: 

a tw in room ? 

a suite?

a function  room ? 

an  exhibition  room ?

B ook su itab le  room s fo r the persons m entioned. 
Exam ple:

M r and M rs B row n— I’d like to  book a double room  for 
M r and M rs B row n
fo r M r Jones

fo r M iss G ray  and  M rs Bridges

fo r M r Jo n es, M rs Jones and their nine-year-old son

fo r M r C a rso n ’s cocktail party

fo r M r D avies’ p roduct exhibition

18



Have You a Room?

Room equipment

1. Venetian blind
2. curtains
3. desk
4. w aste  pap er basket
5. co a t hanger
6. reading lamp
7. bedside table
8. pillow case
9. shee t

10. radiator
11. easy  chair
12. blanket
13. chair

m

x
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H otel English

1. ash  tray
2. te lephone directories
3. letter
4. w riting-paper
5. fau ce t (Am.) 

tap  (Br.)
6. toilet
7. toilet paper
8. show er
9 . tow el

10. toilet flush
11. show er curtain

№ /

20



H ave Y ou  a R oom ?

Room rates

HOTEL NEPTUNE
RATE LIST

S ing le  ro o m s w ith  sh o w er Fm k 80
T w in  ro o m s w ith  sh o w er Fm k 125
D ouble ro o m s w ith  b a th F m k 130
S tu d io  ro o m s (1 pers.) F m k 75

(2 pers.) Fm k 120
S uite
w ith  sitting  room , bedroom ,
p riv a te  b a th  a n d  ba lcony F m k 300
E x tra  b eds F m k 40 p e r  day
C h ild ren  u n d e r  12 years 50%  red u c tio n
R ates in c lu d e  b reak fast.

A ll ra te s  sub jec t to  v a ria tion .
G roups:
O ne n ig h t’s d e p o s it req u ired  4 w eeks p rio r  to  the
d a te  o f  arrival.
W ith  a  m in im u m  g ro u p  o f 20 pay in g  passen g ers , o n e  p e rso n
w ill be  g ra n te d  free  a cco m m o d a tio n .

Practice on 
Hotel Neptune

1 W h a t does the price o f  a room  include?

2 Is there a reduction  fo r children?

3 W hat special term s are there fo r groups?

4 Is there a charge fo r ex tra beds?

5 D o you requ ire  a deposit to  confirm  a reservation?

6 Is there a d iscoun t fo r com pany  bookings?

7 H ow  m uch is the  best room  in the hotel?

8 W h a t’s the price d ifference betw een a  double room  and 
a tw in room ?
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H otel English

4  TARIFFД
Q u e e n ’ s  H o t e l ,  S o u t h s e a
TELEPHONE -  PORTSM OUTH (STD 0 7 0 5 )  -  2 2 4 6 6

ACCOMMODATION ROOM  CHARGE ONLY

SEA VIEW BEDROOMS
1st 4 2nd Floors 3rd Floor 4th Floor

S in g le - £ 4 -5 0 £ 4 -0 0
S in g le  w ith  B ath  o r  S h o w e r C 6 -0 0 £ 5 -7 5 £ 5 -0 0
S in g le  w ith  B ath  o r  S h o w e r  a n d  T oilet C 6 -5 0 £ 6 -2 5 -

Tw in o r  D oub le E 8 -0 0 £ 7 -5 0 £ 6 -5 0
Tw in o r  D o u b le  w ith  B a th  o r S h o w e r C 9 -0 0 - -

Tw in o r  D o u b le  w ith  B a th  o r  S h o w e r  a n d  T oilet 

REAR VIEW BEDROOMS

C 9 -7 5 £ 9 - 5 0 -

S in g le - £ 3 -0 0 -

S in g le  with B ath  o r  S h o w e r C 4 -5 0 - -

S in g le  with B ath  o r  S h o w e r  a n d  T oilet £ 5 -0 0 - -

Tw in o r  D ou b le £ 6 -2 5 £ 6 -0 0 -

Tw in o r  D o u b le  w ith  B ath  o r  S h o w er - - -

Tw in o r  D o u b le  w ith B ath  o r  S h o w e r  a n d  T o ile t 

PRIVATE SUITES
O n e  S in g le  o r  o n e  D o u b le  w ith P r iv a te  B a th  a n d  Toilet,

£ 8 -2 5 £ 8 -0 0

S ittin g  R o o m  a n d  B a lco n y  
O n e  Tw in a n d  D o u b le  w ith  P riv a te  B ath  a n d  Toilet.

£ 2 0 -5 0 -

S ittin g  R o o m  a n d  B a lco n y £ 2 7 -5 0 - -

D o u b le  o r Twin B e d d e d  R o o m s  le t  a s  S in g le s  -  S in g le  R a te  p lu s  9 0 p  

P r iv a te  S u ite  le t for S in g le  O c c u p a n c y  -  С1 8 -0 0

RESTAURANT -  A LA CARTE AVAILABLE
C ontinen tal B reak fas t 6 5 p
Full English B reak fas t (resident) 9 0 p
Full English B reak fas t (non-residen t) E l *25
Lunch (3 C o u rse ) £1*75
D inner (4 C o u rse ) £ 2 -4 0
A fternoon T ea  6 5 p

R oom  S e r v ic e - p e r  p e rso n  3 0 p
Early M orning T ea  -  S ingle 2 0 p  -  D ouble 3 0 p

NO DOGS (un less  a rra n g ed  with Мападёг)

P le a s e  v a c a te  ro o m  by  12 n o o n  o n  d a y  of d e p a r tu re

Practice on Queen's Hotel
In  pairs, ask an d  answer th e  follow ing questions based on the  ta r if f  list given. 
A nsw er w ith com plete sentences.
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H ave Y ou  a R oom ?

1 H ow  m uch do  you charge fo r: 

a  tw in room  w ith  b ath?

a  double room  w ith shower?

a  single room  w ith sea view, b a th  and  toilet?

the cheapest possible tw in room ?

the cheapest possible double room  with b a th  and  toilet?

2 W hen are the ra tes effective?

3 W hat a re  your p rivate  suites like and  how m uch d o  they
cost?

4 C an I have a tw in as a single and  how  m uch do you
charge fo r that?

5 Is b reak fast included in the room  rates?

6 Is room  service included in the room  rates?

7 H ow  m uch d o  you charge fo r:

C ontinen ta l b reak fast?

English b reak fast fo r hotel guests?

3-course lunch?

8 C an  I take my dog w ith me to  the room ?

QO
Useful phrases
H ow  long will you be staying?

I ’m  afra id  we a re  ( Ы У b o o k ed -
(only  have a double room  available.

W e have 233 room s in all.

W e are heavily booked  fo r th a t week.

Service is n o t included in the room  rate.

T he ra te  includes three full meals.

W e have a doub le  room  available w ith a rear view.
It has tw in beds.

A re you w ith a com pany?
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Chapter 3

CHECKING

Registering a t  the  hotel
T he H otel Mermaid is a first-class m o to r hotel situated ju st outside Helsinki. It has 
120 room s, 70 o f  them  doubles. T he facilities offered  include a re s tau ran t, n ight
club and casino, sauna and swim m ing poo l. C ongress facilities a re  also available.

M r Jam es Russell is arriv ing a t the hotel. H e goes to  the R eception D esk, w here he 
is greeted by the R eception C lerk.

QO
James
Clerk

James
Clerk

James
Clerk

James
Clerk

James
Clerk

James

Clerk
James

G ood  m orning.

G ood  m orning  sir. C an  I help you?

I ’ve booked a room  here.

Yes sir. W hat nam e was it please?

Russell. Jam es Russell.

T han k  you sir. T h a t was a single room , w asn’t it?

Yes, th a t’s right.

W ould  you fill in this reg istra tion  fo rm  please?

I d o n ’t seem to  have a—

H ere’s a pen sir.

Ah yes, thank you. Now let me see— surnam e— Russell— 
C hristian  nam es— Jam es B enjam in F rancis—
o ccupation— d en tist— citizenship— w hat exactly do  they 
w ant there?
You pu t your nationality  there sir.

O h yes. B ritish. D ate and  place o f  b irth — 19 Ju ly  1924 
C ard iff— A ddress in hom e coun try— 11, Shady Lane, 
Reading— D ate and place o f  present entry in to— Finland.
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C hecking  In

Clerk
James

Clerk

James
Clerk

James

Clerk

James

W ell, actually  I flew in this m orning  so it’s to d ay ’s date  
let me see—

It’s the 19th o f Ju n e  today  sir.

19 June 1978. P assport num ber— w hen and where issued. 
Now w here’s th a t in my p asso rt— ah yes— and  signature. 
T here. A ny th ing  else?

C ould  you ju s t fill in w hen and  from  w here you have 
ju st arrived sir?

Shall I ju s t p u t UK?

Yes, th a t’ll be fine.

D u ra tio n  o f  stay. W ell, ac tually  I haven’t qu ite  m ade up 
my m ind.
You can leave th a t b lank sir. A nd we’ll fill in the rest— . 
T han k  you sir. Now, if y o u ’d like to  go to  your room . 
I t ’s num ber 402. T he  p o rte r here will take your luggage 
and  show  you the  way. H e re ’s your key— and  I hope 
you will enjoy y o u r stay at o u r hotel sir.

T han k  you.

REGISTRATION FORM
Please use block letters
ANNOUNCEMENT OF ARRIVAL fo r police authorities
Surname ..................................................
First n a m e s ...........................................

Date and place o f arrival in country . ............. W here and when is s u e d .......................................

O ccupation .............................................

Date o f d e p a rtu re ................................ ............. Room N o .................................................................

S ig n a tu re ................................................
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H o te l English

Practice on the 
registration form
Practise in pairs a sim ilar conversation betw een the 
R eceptionist an d  a  guest, using the  reg istration  fo rm  to  
help you.

R ead the cards aloud  w hen you have finished.

Practice
Fill in the m issing words:

1 P le a s e __________________________________________ at the

2
reception  desk over there. 
P lease this form .

3 W here was your passport m adam ?
4 D o you have British

5 is mv surnam e.
6 M y first nam e is

7 W hat is your in your hom e country?
8 W hen were you

9 The will take your to  your room .
10 Please the d a te  o f your arrival.
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HOTEL MANAGER

Front office m anager

g u e s t room s 

reception 

sauna section

C hecking  In

Hotel personnel

Hotel Organization Chart

G E N E R A L M A N A G E R

SECRETARY MAINTENANCE

RESTAURANT
MANAGER

H eadw aiter

restau ran ts

bars

alcohol s to re

KITCHEN CHIEF

Head chef

kitchens

sto res

A ccoun tan t 

Office m anager

HEAD CASHIER HOUSEKEEPER

cleaning

decorating

linen
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H o te l English

F R O N T  OFFICE  
M A N A G E R

R E C E P T IO N  C L E R K / 
R E C E P T IO N IST  
R O O M  C L E R K / 

K E Y  C LERK  
C O NC IERG E

F R O N T  OFFICE 
C A SH IE R  

N IG H T  C L E R K / 
N IG H T  PO R TE R  

B E L L B O Y

P O R TE R  
D O O R M A N  

C LO A K R O O M  
A  T T E N D A N T
TELEPH O N E  

SW IT C H B O A R D  
OPERA TOR  
E L E V A T O R  

O P E R A T O R / 
L IF T  B O Y

H O U SEKEEPER  

FLO O R A T T E N D A N T

is in charge o f  the reception area.

takes care o f  reg istra tion , in som e hotels also receives 
room  reservations and  keeps them  up  to  date.

hands o u t the keys and gives in fo rm ation  to  the guests 
ab o u t various hotel services.

arranges tickets fo r sight-seeing, theatre , cinem as and 
o ther events. A ssists w ith table reservations and  other 
hotel services.

is responsible fo r the accounts and  billing. Som etim es 
also exchanges foreign currency.

takes care o f  the  reception a rea  during  the n ight shift.

shows custom ers to  their room s, delivers messages and 
m ail and  carries luggage.

carries custom ers’ luggage.

receives guests, opens the d o o r, o rders taxi-cabs etc. 

takes care o f custom ers’ coats, hats etc.

connects the ou tgo ing  an d  incom ing calls.

is responsible fo r the elevato rs/lifts .

is in charge o f  linen, decorations and  general cleanliness 
o f the hotel.

is responsible fo r the cleanliness and  o ften  also room  
service o f  a special floor.

C H A M B E R M A ID /
R O O M  M A ID  cleans the guest room s.

SA U N A  
A  T T E N D A N T  

STO R EK EEPER  
M A IN T E N A N C E  

M A N  
N ote: T he above nam es

is in charge o f  the sauna section, 

is in charge o f  the stores.

takes care o f  the  technical equ ipm ent in a hotel, 

fo r various positions m ay vary in d iffe ren t hotels.

28



C hecking  In

Practice on the 
organization chart

Exercise I  E xplain the hotel o rgan ization  chart.

W hat people w ork  under the leadership o f  the G eneral 
M anager?

W h at people are supervised by: 

the hotel m anager? 

the restau ran t m anager? 

the k itchen ch ief? 

the housekeeper? 

the head cashier?

Exercise I I  .Fill in the m issing w ords.

1 ___________________________  w ork  during  the night shift.

2 A _________________________ show s guests to  their room s.

3 A ________________ counts the  bills and  changes currency.

4* _______________________ are responsible fo r registration .

5   take care o f  keys.

6 A  carries suitcases an d  bags.

7 A _____________________________________ orders taxi-cabs.

8   take care o f  flowers, linen etc.

^ ___________________________________ clean guest room s.

10 A 4___________________ is responsible fo r the guests’ coats.

Exercise I I I  P ractise  in pairs ask ing  and  answ ering these questions: 

H ave you been w orking  in a  hotel?

In w hat position?
W h at were your duties?
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Applying for a post

H ere are  som e advertisem ents fo r hotel jo b  vacancies:

Assistant Manager
T h e  I n n  o n  th e  L a k e  is a  p r iv a t e ly  o w n e d  HO B e d r o o m e d  H o te l 
w ith  a  c o n s id e r a b le  B a n q u e t in g  a n d  C o n f e re n c e  t r a d e

T h e  h o te l  m a in t a in s  h ig h  s t a n d a r d s  t h r o u g h o u t  w ith  sp e c ia l 
e m p h a s i s  o n  r e s t a u r a n t  a n d  b a n q u e t in g  o p e ra t io n s .

D u e  t o  p r o m o tio n  w e now  r e q u i r e  a n  A s s is t a n t  M a n a g e r  w ith  
o u t s t a n d in g  q u a l i t i e s .

T h e  s u c c e s s f u l  a p p l ic a n t  w ill h a v e  a th o r o u g h  b a c k g r o u n d  in  a ll 
d e p a r tm e n t s

A h ig h  level o f  b u s in e s s  a c u m e n .  H air  in  d e a l in g  w ith  c u s to m e r s ,  
a n d  w ill h e  k e e n  t o  t a k e  r e a l  r c s p o n s ih i ln v

M u c h  jo b  s a t i s f a c t io n  c a n  b e  a c h ie v e d  a s  th e  p o s i t io n  o f fe rs  
c o n s id e r a b le  p e r s o n a l  d e v e lo p m e n t,

A c o m  tw in  ivc s a la r y  a n d  a c c o m m o d a t io n  a r e  o f fe re d .
P l e a s e  w ri te ,  e n c lo s in g  c a r e e r  d e ta i l s  lo t

R. J .  R oger, B'.Sc., M an ag e r
T h e  In n  on  th e  Lake 
S h o rn e , G rav esen d , K ent 
T el. Sh o rn e  (047 4 8 2 )3333

1375)A

J o in  t h e  R a m a d a  M a n a g e m e n t  T e a m  o f  

G E N E R A L  M A N A G E R S  

F O O D  & B E V E R A G E  M A N A G E R S  

D IS T R IC T  M A N A G E R S  (M ulti U n it R e s p o n s ib i li ty )

F O O D  & B E V E R A G E  S U P E R V IS O R S  (M ulti U n it R e s p o n s ib ili ty )  
S u p e r  o p p o r t u n i t i e s  n o w  e x is t  fo r e x p e r i e n c e d  m a n a g e m e n i  p e o p le  
to  ta k e  c h a r g e  o l  v a r io u s  o p e r a t i o n s  th r o u g h o u t  t h e  c o u n t r y  W e r e  
o l f e r m g  e x c e l l e n t  s a l a r y  w i th  d e f i n i t e  a d v a n c e m e n t ,  b o n u s  a n d  
in c e n t iv e  p la n s ,  lo p  b e n e f i t s ,  in - s e r v ic e  m a n a g e m e n t  d e v e lo p m e n t  
p r o g r a m s  a n d  p e r s o n a l  g r o w th  y o u  d  e x p e c l  
f ro m  a n  in d u s t r y  l e a d e r  II y o u  c a n  h a n d le  
s u c c e s s ,  lo ll u s  b y  s e n d in g  y o u r  r e s u m e  a n d  
s a la r y  h is to r y  in  c o n f id e n c e  to

D irector o l  M a n a g e m en t R ecru iting  
R a m a d a  Inns Inc  
P O  B o x  5 9 0 JE  
P hoen ix , A n го п а  85001

A n E q u a l  O p o o u u n u y  E m p lo y e r

Were building a reputation, not resting on one.

' P E N T A  AIRLINE HOTELS
IBIZA P E N T A  C L UB  
S A N  A N T O N I O / S P A I N
T HE  IBIZA P E N T A  C L U B  „  a
5 0 0  b ed ro o m  h o lid ay  c o m p le x , lo c a te d  on 
th e  b eau tifu l is lan d  o f Ib iz a /S p a m .

Our g u e s ts  c o m e  m o stly  from  E u ro p e an  
co u n tr ie s  to  s p e n d  th e ir  h o lid a y  w ith  us. 
en jo y in g  th e  th re e  sw im m in g -p o o ls , 
se lfserv ice  re s ta u ra n t, b a rs , d isc o th e q u e , 
sp o rt facilities, g rill- re s ta u ra n t. e tc .

To a s s is t th e  m a n a g e m e n t  in a s su r in g  th e  
best of se rv ice , a p p lic a tio n s  a re  r e q u e s te d  
for th e  fo llow ing  im p o rta n t fu n c tio n s

The s u c c e s s f u l  ca n d id a te s  s h o u ld  h a v e  e xp e r ie n c e  in  
la rge  h o te ls  or h o lid a y  c o m p le x e s  in S p a m  o r  a b ro a d  
an d  k n o w le d g e  o f  th e  S p a n ish  la n g u a g e

-  F R O N T  O F F IC E  M A N A G E R
-  F O O D  &  B E V E R A G E  M A N A G E R
-  EXECUTIVE H O U S E K E E P E R
-  C H EF 0 E  C U IS I N E  ,
-  R E S T A U R A N T  M A N A G E R
-  BAR S U P E R V I S O R
-  E N T E R T A I N E R
A p plica tions  —  w ith  c .v . a n d  p h o to g ra p h  to  
b e  s e n t  to

Mr A. H. P a u lu s, G en era l M a n a g e r  
Apart a d o  1 4 9 ,  S a n  A n to n io  

Ibiza, S p a in

T elex: 6 8 8 6 3 .  P h o n e:  3 4 0 6 0 0

Conference and 
Banqueting M anager

H A W K S T O N E  P A R K  H O T E L
T h e  fo rm u la t io n  o f m y  m a n a g e m e n t  te a m , 
in v o lv e s  th e  a p p o in tm e n t  o f a  m a tu r e ,  
p ro fe ss io n a l to  th is  k ey  p o sitio n , a t  th is  50 
b e d ro o m e d  h o te l a n d  le isu re  c o m p lex , fea tu rin g  
e x te n s iv e  c o n fe re n c e  a n d  fu n c tio n  o u tle ts  a n d  2 
fine 18 ho le  g o lf c o u rse s .
Form ally, qu a lified  a p p lic a n ts  m u s t  p o s s e s s  a 
s o u n d  tra c k  rec o rd  in line  m a n a g e m e n t,  b e  a  g o o d  
ad m in is tra to r  w ith  th e  flair, p e rso n a lity  a n d  skills 
req u ired  to  c o n tro l fu tu re  s a le s  d e v e lo p e n t.
A n  ex c e llen t living in sa la ry  to g e th e r  w ith  exc iting  
c a re e r  p ro s p e c ts  will b e  o ffe red .
W r i t t e n  a p p l i c a t i o n s  w i t h  c .v . t o :  J .  W . 
F r e e m a n ,  F H C IM A , M a n a g i n g  D i r e c t o r ,  
H A W K S T O N E  P A R K  H O T E L , W E S T O N . 
S H R E W S B U R Y  S Y 4  BUY.

13511 A

HOTEL MANAGERS
200 ro o m  lu x u ry  h o te l s o u th e a s t  
A p p lic a n t m u s t  b e  c a p a b le  o l  ru n  
n in g  a  h ig h  q u a lity  fo o d  & b e v e ra g e  
o p e r a t io n  a n d  b e  p ro f it  o r ie n te d  
S o u th  F lo r id a  G o lf r e s o r t  A p p lic a n t 
m u s t  b e  e x p e rt in  g o lf  c o u r s e  m am  
le n a n c e  a n d  h a v e  e x p e r ie n c e  in  re  
s o r t  m a rk e tin g
M o te ls  1 5 0  r o o m s  3  5  y e a r s  e x p e r i
e n c e  A p p lic a n t m u s t  b e  h a r d  w o rk 
ing  a n d  r e s o u rc e fu l 
S e n d  r e s u m e  s ta t in g  e x p e r ie n c e  a n d  
s a la ry  r e q u ir e m e n ts  A pp ly  B ox 6F. 
HOTEL & MOTEL M ANAGEM ENT. 
8 4 5  C h ic a g o , Ave.. E v a n s to n .  III. 
6 0 2 0 2 ________________________________

E X E C U T IV E  H O U S E K E E P E R S . P ro p e r t ie s  
f ro m  3 0 0 - 1 0 0 0 +  ro o m s  C u r re n t  p o s i t io n  
m u s t  b e  a t  p ro p e r ty  w ith  m in im u m  o f  3 0 0  
ro o m s .  R e s p o n s ib le  lo r  la u n d ry ,  b a n q u e t 
f a c i l i t ie s ,  p u b l ic  a n d  o u ts id e  a r e a s  H ire , 
f ire , t r a m  a n d  s c h e d u le  e m p lo y e e s  
F a m ilia r  w ith  e s ta b l i s h in g  a n d  m a in ta in in g  
in v e n to ry  c o n tro l a n d  s e c u r i ty  FREEM AN 
STA FFIN G . PO  Box F. E d m o n d s .  W ash  
9 8 0 2 0
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T his is a  letter o f  app lication  fo r the jo b  o f A ssistan t M anager a t the Inn on the 
Lake\-

S h o r n e , G ra v e s e n d
K ent
E n g la n d

D e a r  S i r

I am w r i t i n g  i n  r e p l y  t o  y o u r  a d v e r t i s e m e n t  c o n c e r n i n g  
t h e  p o s t  o f  A s s i s t a n t  M an a g e r .  I  e n c l o s e  my c u r r i c u l u m  
v i t a e , t o g e t h e r  w i t h  a  r e c o m m e n d a t io n  f ro m  my p r e s e n t  
e m p lo y e r .

Y o u rs  f a i t h f u l l y

Mr. R. R o g e r  
M anager
The In n  on t h e  Lake

H o t e l  A r c t i c  
P o h j o i s k a t u  12 
94600  Kemi 60 
FINLAND

28 March 1979

Seppo L a in e

E n c l o s u r e s : 2
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CURRICULUM VITAE

Name

D ate  a n d  p l a c e  
o f  b i r t h

M a r i t a l  s t a t u s

N a t i o n a l i t y

E d u c a t io n

P r a c t i c a l
e x p e r i e n c e

Q u a l i f i c a t i o n s

L an g u a g es

S eppo  L a in e

1 F e b r u a r y  1 9 5 6 ,  J a r v e n p a a

S i n g l e

F i n n i s h

K o u v o la  C o m p re h e n s iv e  S c h o o l  
1963 -  1972

H o t e l  a n d  R e s t a u r a n t  S c h o o l ,  
H e l s i n k i  1976 -  1977

Bus b o y .  H o t e l  A r c t i c  1973 -  1974

R e c e p t i o n i s t ,  H o t e l  A r c t i c
1975 -  1976

A s s i s t a n t  M an ag er ,  H o t e l  A r c t i c
1976 -  1979

A ble  t o  h a n d l e  t h e  NCR m ach in e  
T y p in g

S w e d is h  ( f l u e n t ) , 
E n g l i s h  ( s a t i s f a c t o r y )  
German ( s a t i s f a c t o r y )
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Interview for a job

QO

Seppo Laine is being interview ed fo r the jo b  o f  A ssistan t M anager a t  T he Inn on 
the Lake by M r Rogers. H ere is part o f  the interview.

Rogers G ood  m orning  M r Laine. Please sit dow n.

Laine  T han k  you.

Rogers  N ow , I see from  your curricu lum  vitae th a t y o u ’ve only 
w orked in F in land  so far. W hy d o  you w ant to  com e to  
E ngland?

Seppo  W ell, I feel I ’d like to  see som ething o f the w orld, and  get 
som e in tern a tio n al experience.

Rogers I see. N ow , o u r restau ran t an d  b anque ting  is very
im p o rtan t. W h a t experience do  you have in th a t line? 

Seppo  T he H otel Arctic is know n as one o f  the  biggest and  best
restau ran ts  in Kem i, so I ’ve had  qu ite  a lo t to  do  with 
th a t side o f  things.

Rogers  I ’m glad to  see you speak som e G erm an, as we have quite 
a few guests from  G erm any. S ind Sie in D eutschland 
gewesen?

Seppo  Ja , ich bin da  zw eim al gewesen.

Rogers G u t, gut. T h a t sounds all right. Now tell me, w hat would
you say are the  m ain  things fo r an  A ssistant M anager o f 
a hotel to  keep in m ind?

Seppo  I w ould say th a t  a tten tio n  to  detail is very im portan t.
M aking sure th a t every custom er is trea ted  politely and 
goes away satisfied . But also looking a fte r the s ta ff  well, 
getting on  well w ith them , seeing that they are  happy too.

Rogers  Q uite. A nd  in o u r hotel we have s ta ff  from  several
d ifferen t nationalities, w hich som etim es m akes things a 
b it tricky. N ow , is there anyth ing  you w ould like to  ask 
ab o u t the jo b ?

Seppo  W hat kind o f  accom m odation  do  you offer?

Rogers  A h  yes. T h e re ’s a sm all house ab o u t a mile from  the
hotel, o r a large room  actually  on the prem ises. I expect, 
as y o u ’re not m arried  I see. . .

Seppo  Yes, I th ink the  room  w ould be m ore suitable. Then
th e re ’s the question  o f  salary.

Rogers Yes o f  course. W ell, we are  o ffering  a starting  salary o f
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£3500 a year— plus meals and  accom m odation  th a t is. 
But if  we get on  well we could  reconsider th a t figure I 
th ink a fte r a su itab le  period.

Seppo  I see.

Rogers  W ell now , I expect y o u ’d like to  have a look  round . O h 
yes, one th ing , w hen could you start?

Seppo  A ny tim e a f te r  M ay the first this year.

Project work
L ook a t the jo b  advertisem ent fo r the Ibiza Penta Club, choose w hether you w ant 
to  be an  app lican t o r an  em ployer an d  p repare fo r the interview . A pplican ts 
should  p repare  their letter an d  curricu lum  vitae and  interview ers should  prepare 
their questions.

T hen  act ou t each interview  in tu rn  using the  appraisal sheets to  assess the  C an 
didates. W hile w atching each g roup , also  use the In terview ers’ A ppra isa l Sheets to 
assess the interview ers. C om pare  and  discuss your opinions afterw ards.

CANDIDATES' APPRAISAL SHEET

A ward points from  4 —0. 4  = Excellent, 3 =  G ood, 2 =
0  =  Hopeless
Name:

Fair, 1 =  Poor,

1. Did th e  cand idate  seem  confiden t or nervous? □
2. W as he polite o r impolite? □
3. Did he  give a good  general im pression? □
4. Did he  ap p ear to  know  his job? □
5. Did he  ask sensible questions? □

Total (ou t o f 20): □

INTERVIEWERS' APPRAISAL SHEET

Points a s  above
Names: Points
1. Did th e  interview ers tak e  no tes? □
2. W as th e  interview s tructu red  (logical)? □
3. Did th e  interview ers g e t w hat th e y  w anted? □
4 . Did th ey  describe  th e  hotel and  th e  job? □
5. Did they  give cand idates a ch an ce  to  ask questions? □
6. W as th e  general a tm osphe re  o f th e  interview p leasant? □

Total (ou t o f 24): □

34



Practice
C hecking  In

Exercise I  Interview  each other:

1 W hen were you born?

2 W hat is your m arita l status?

3 W hat is your nationality?

4 W hat languages do you speak?

5 W here did you go to  school?

6 D o you have any  schooling in the hotel and  restau ran t 
field?

7 W here have you  been w orking?

Exercise I I  Read the o th er jo b  advertisem ents carefully  on  page 30 
and  list the  qualities and  experience th a t are needed for 
each.

Exercise I I I  W rite a letter o f  application  fo r one o f  the jo b s advertised .
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Countries and 
nationalities

COUNTRY CITIZEN NATIONALITY LANGUAGE ADJECTIVE

Singular with the ending -man, -woman 
E n g la n d  a n  E n g l i s h m a n  th e  E n g li sh E ng lish E n g l i sh
G r e a t  B r i ta in a  B r i to n th e  B rit ish B rit ish
H o l l a n d / a  D u tc h m a n th e  D u tc h D u tc h D u tc h

th e  N e th e r la n d s
F ra n c e a  F r e n c h m a n th e  F re n c h F re n c h F re n c h

Plural with the ending -s
F in l a n d  a  F in n th e  F in n s F in n i sh F in n i sh
D e n m a r k a  D a n e th e  D a n e s D a n ish D a n ish
P o la n d a  P o le th e  P o le s P o l i sh P o l i sh
S p a in a  S p a n ia r d th e  S p a n ia r d s S p a n is h S p a n is h
S w e d e n a  S w ede th e  S w edes S w ed ish S w ed ish

Nationality, language and adjective
U S A  a n  A m e r i c a n

with the ending -an
th e  A m e r i c a n s A m e r i c a n

A u s t r a l i a a n  A u s t r a l i a n th e  A u s t r a l i a n s A u s t r a l i a n
C a n a d a a  C a n a d ia n th e  C a n a d ia n s C a n a d i a n
th e  F e d e ra l  

R e p u b l ic  o f  
G e r m a n y  
(W e s t  G e rm a n y )

th e  G e r m a n a G e r m a n th e  G e r m a n s G e r m a n G e r m a n
D e m o c ra t ic
R ep u b l ic
(E a s t  G e rm a n y )

I ta ly a n  I ta l ian th e  I ta l ia n s I ta l ian I ta l ian
N o rw a y a N o rw e g ia n th e  N o rw e g ia n s N o rw e g ia n N o rw e g ia n
U S S R a R u ss ia n th e  R uss ian s R u ss ian R u s s i a n /

With the ending -ese 
C h in a  a  C h in e se th e  C h in e se C h in e se

S ov ie t

C h in e se

J a p a n
a  C h in a m a n  
a  J a p a n e s e th e  J a p a n e s e J a p a n e s e J a p a n e s e

V ie tn a m a  V ie tn a m e se th e  V ie tn a m e se V ie tn a m ese V ie tn am ese
G reec e a  G ree k th e  G re e k s G reek G re e k
S w itze r lan d a  Swiss th e  Swiss Swiss
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Practice on countries and 
nationalities

Exercise I  Fill in the m issing w ords.

Exam ple: Finns live in Finland and  speak Finnish.

_______________________  S w ed e n _____________Swedish.

__________________  the N etherlands __________________
Spanish. 

 G reek.

G erm ans

Norw egians

G reat Britain 

_  the USSR
Polish.

Exercise I I  Fill in:

T he capita l o f  T he people speak

1  is V ienna. ________________

2  is Oslo. __________________

3  is S to c k h o lm .______________

4  is Rom e. ________________

5  is M oscow. ________________

6  is L ondon . ________________

7  is M adrid . ________________

8  is C openhagen . ____________

9  is B udapest. _______________

10  is A thens. ________________
11  is Paris. ________________

12  is T he H ague. _____________

37



H o te l English

Exercise II I  Fill in the nationalities.

1 P ek k a  L ehtonen  and  M atti V irtanen from  Helsinki are

QO

2 BjOrn Borg i s ___________________

3 M r Bell i s ___________  __________

4 M onsieur D u p o n t i s ____________

5 D on Jose  from  M adrid  i s ________

6 H ans M uller i s   ____  ___
7 K nud from  C openhagen  i s _______

8 P eople w ho live in Sw itzerland are

9 P eople w ho live in Ireland are  

Useful phrases
W ould you please register 
at the  reg istra tion  coun ter 
W ould you please fill in 
this reg istra tion  form

W h a t’s your occupation?

D o you have British 
nationality?

W here was your passport 
issued m adam ?

W ould you p u t your 
signature here?

H ow  long do you intend 
to  stay?
A nd  your C hristian  
nam es?

W hen were you born?

A nd  w here were you 
born?

W h a t’s your occupation?

A nd your citizenship?

W h a t’s your address in 
your native country?

T he p o rte r will show  you 
the way

H ere’s your key

T he p o rte r will take your
bags
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Chapter 4

YOU ARE
STANDING HERE

Giving directions within 
th e  hotel

H ere is a layout p lan  o f  the H otel Neptune follow ed by som e enquiries and 
answ ers ab o u t m oving a ro u n d  in the hotel:
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J 01■ о1 с CM
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QO
I C an  you tell me the way to  the aud ito rium  please?

I T he H all P o rte r  will show you the way.

{C ould  you d irec t us to  the beer cellar?

Yes, I ’ll show  you the way myself.

( W e’re looking fo r the TV lounge.

I t ’s ju s t over there behind you m adam .

W here’s the Terrace C afe please?

G o  stra igh t th ro u g h  the cafeteria and  restau ran t and 
y o u ’ll find it ju s t in fron t o f  you.

'  I w onder if you could tell me w here the health  club is? 

W e have a keep-fit gym nasium  sir. I t’s round  here to  the 
left. Follow  the  sign m arked  ‘sau n a ’ and  it’s ju s t next 
d o o r to  that.

W hich way is the  phone box please?

A long there to  your left m adam . I t ’s ju s t past the c loak
room  and the  ladies’ room , opposite the lifts.

Is this the righ t way fo r the souvenir shop?

Yes it is. A long  the co rrido r, past the new sstand and  the 
library. I t ’ll be open in a few m inutes.

Is the lobby b a r  som ew here hereabouts?

I t ’s right beh ind  you sir, b u t I ’m afra id  they’re not open 
till 11.

A m  I going the  right way fo r the tennis courts?

A long the co rrid o r to  your right. T u rn  left, go dow n the 
stairs, a long a  b it fu rth e r and  o u t in to  the yard.

I ’m looking fo r  conference room  num ber 2.

T hey’re all facing the open  lounge. A long to  your right, 
past the elevators and up the stairs.
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I seem  to  have lost my way. I was looking fo r a deer skin 
an d  they d irected  me to  the  beer cellar.

I ’m sure i t ’s th e  souvenir shop  you w ant m adam . I ’ll 
_show you the w ay m yself and  you w on’t get lost.

Giving information 
a t  th e  Front Desk

I f  you are on  du ty  a t the F ro n t Desk you are  expected to  be a m ine o f in fo rm ation . 
H ere are som e exam ples o f the questions th a t hotel guests ask.

C an I get a copy o f  the New York Times here?

The new sstand has a wide selection o f  foreign newspapers 
an d  m agazines.

I W h a t is the  basic ta riff  fo r taxis here? 

j  I t ’s ab o u t 5 m arks, b u t there  is a surcharge a fte r 11 at 
I night and  on Sundays.

{C an I get a ca r wash here?

If  you leave the keys w ith the H all P o rte r, h e’ll see to  it.

f  C an  I get som e h o t sandw iches a t  this h o u r o f  night?

I  Yes— over there  in the S teak R oom . It closes a t m idnight.

D o you have a TV here?

, T here  is a co lou r TV  in the TV lounge. H ere is a 
program m e schedule for this week. T here’s an  A m erican 
w estern o r a BBC docum entary .

{I ’d like som e tickets fo r R igoletto  ton ight.

T he travel agency in the hotel takes all kinds o f bookings.
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I have to  p h o n e  som eone in R ovaniem i, b u t I d o n ’t 
rem em ber the  num ber. C an  you help me?

Yes, o f  course. I ’ll get you the area telephone directory .

W hen d o  the shops close a ro u n d  here?

A ro u n d  5 on  m ost days, b u t there is late n igh t shopping  
till 8 on Fridays.

Do you have a  lost and  found? M y handbag is missing— I 
m ust have left it som ew here. I t ’s go t my nam e inside.

Is it brow n crocodile? T he bellboy b rough t it in this 
m orning . H e found  it in the lobby bar.

D o you have any details ab o u t the  flo o r show  this 
evening?

Yes, over there  on  the bulletin  b o ard , y o u ’ll see a poster 
under the list o f  daily  functions.

Practice
Exercise I  Fill in the gaps using one o f  the follow ing. E ach expres

sion should  only be used once:
ahead , along, behind you, follow  the sign, in fro n t o f 
you, near, on  th e  right hand  side, on  your left, opposite, 
past, right, righ t by, stra igh t ahead , th ro u g h , tu rn  left, 
up  the stairs.

1 T he au d ito riu m  is over th e r e _________________________

2 G o ____________ and  y o u ’ll find the b a r right

3 G o _________________the cafeteria  a n d _____

4 The keep fit gym nasium  i s __________________________the
dressing room s.
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Exercise

Exercise

Y ou  A re  S tand ing  Here

5 G o __________the c o r r id o r_________ the travel agency.

6 W alk s tra ig h t  and  the conference room
is __________________________________________________  .

7 T he phone box i s _______________________ the elevators.

8 G o ____________an d  t u r n ____________ and  y o u ’ll find
the TV there.

9 G o _____________________ and  y o u ’ll find the n ight club
_______________________________________o f  the  corridor.

10  an d  y o u ’ll find the new sstand
_________________________________to  the souvenir shop.

11 L ook  a t the p lan  o f  H otel Neptune and  answ er the 
follow ing questions.

1 W here can  I keep my car?

2 W here can  I p lay  tennis?

3 A re  there any o th er facilities fo r sp o rt a t th is hotel?

4 W hat k ind o f  m eeting facilities do  you have?

5 W hat en te rta in m en t d o  you o ffer this evening?

6 I ’d like to  go on  a sight-seeing to u r, w here can I get the 
tickets?

7 C an  I buy som e new spapers here?

8 W here can I change foreign currency?

I l l  F it ap p ro p ria te  questions to  the follow ing responses. 
R efer to  the p lan  o f  the H otel Neptune.
Exam ple: I t ’s beh ind  you, next to  the new sstand. 
Q uestion: C an  you tell m e w here the TV lounge is?

1 I t ’s ju s t ro u n d  th e  side o f  the R eception D esk.
2 Yes. N ext to  the  service station .

3 Yes. A ctually  we have four.

4 T he  bank  will be able to  help you o u t I th ink.

5 G o  stra igh t dow n the co rrido r and  tu rn  left dow n the
stairs.

6 N ext to  the sauna.

7 O ver to  your left.

8 S traigh t th ro u g h  the restau ran t.

9 A ro u n d  5 o ’clock.
10 I ’ll ask the bellboy fo r you.
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QQ
Useful phrases
Y ou’ll find the phone box ju s t opposite the lifts.

T he TV lounge is over there behind you.
T he cloakroom  is next to the reception desk.

Turn (/o  the) left a n d  y o u ’ll find the gym nasium  on the right 
hand side o f  the corridor.

Pass the new sstand an d  turn right.
G o dow n the stairs an d  y o u ’ll find the beer cellar 
in the basem ent.
G o up the stairs.

Follow  the sign an d  y o u ’ll find the aud ito rium  on  the first 
floor.

C arry  straigh t on. Y ou ca n ’t miss it.

I ’m afra id  you will have to  go in to  tow n fo r (that).
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C hapter 5

RECREA TION 
FACILITIES

S o m e  like it hot

N ow  w e’re going to  learn  m ore ab o u t the  facilities th a t the H otel Neptune has to  
o ffer.
H ere is a conversation  ab o u t keep-fit facilities betw een a hotel resident an d  the 
R eception C lerk.

сю Guest

Clerk

Guest
Clerk

Guest
Clerk

Guest
Clerk

My d o c to r has to ld  me I m ust keep in good physical 
cond ition . I h ea r th a t your hotel is one o f  the best ones 
in the coun try  fo r th a t k ind o f  thing. C ould  you tell me 
w hat facilities you have here?
W ell, we have a w ell-equipped keep-fit gym nasium  with 
all the  latest recreational spo rts  ap p a ra tu s— exercise 
bicycle, w eights, wall bars— th a t so rt o f thing.

T h a t sounds very interesting.

T hen  we have tw o excellent saunas including a sm oke 
sauna. By the w ay th e re ’s a free supply  o f  towels and 
F innish  sau n a  soap .

Very good and  w hat ab o u t a swim?

Yes, you can have a  d ip  in o u r heated  sw im m ing pool 
w hich con tains a special salt in the w ater to  stim ulate 
the skin. Y ou can  also b o rrow  swim m ing trunks free o f 
charge.
O h good . I ’ve le ft m ine a t hom e.

A nd  afte rw ards you can relax w ith beer o r so ft drinks
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and  sausages in the afte r-sauna  room  w here th ere’s a 
large open fireplace w ith birch logs.

Guest H ow  ab o u t o u td o o r activities?

Clerk W e have a n ine-hole go lf course o r if  you p refer you can
w ater-ski on  the  lake o r hire a row ing b o a t if you feel 
energetic.

Guest D o you have any tennis courts?

Clerk O h yes and  you can also play badm in ton . R acquets and
balls a re  available a t a sm all charge. A nd  if  th a t’s not 
enough there  is alw ays croquet on  the lawn.

Practice
Exercise I  Express the follow ing in a d ifferent way using the word(s)

in brackets:

1 M any keep-fit activities are possible in the hotel, (facilities)

2 T he gym nasium  is very m odern , (w ell-equipped/sports 
app ara tu s)

3 W e do no t charge fo r the  use o f  the  tow els and  soap , 
(free supply)

4 W ater skis and  row ing boats  are lent, (hire)

5 W e also prov ide racquets and  balls fo r tennis, (available)

6 They do  n o t cost very m uch , (sm all charge)

Exercise I I  T ake the p art o f  the hotel clerk an d  answ er these
enquiries:

1 W h a t’s so special ab o u t the sw im m ing pool?

2 W hat so rt o f  equ ipm en t is there in the gym nasium ?

3 I ’m  feeling energetic. W hat d o  you suggest?

4 H ow  do  I go a b o u t using the sauna?

46



Recreation Facilities

Jane

Peter
Jane

Peter
Jane

Peter
Jane

Peter
Jane

Peter

Jane

Peter
Jane

Peter
Jane

Peter
Jane

Peter

H ere is a conversation  ab o u t the  sauna

Y esterday we w ere invited by som e F inns to  have a bath  
w ith them .

T h a t’s a b it strange, isn’t it?

W ell, first we w ent in to  the changing room  and  took  o ff  
all o u r clothes.

Yes.

A nd then p u t them  on coathangers with our towels. Then 
we w ent in to  the  w ashroom  w ithou t a stitch on.

Y ou m ean sta rk  naked?

Yes, and  then we picked up  a little w ooden sauna pail 
and  filled it w ith  w arm  w ater and  arm ed  ourselves with 
tw o birch  switches.

W h a t are they for?
W ell, they’re m ade  from  so ft birch twigs and  y o u ’re 
supposed  to  d ip  them  in the w arm  w ater and  briskly 
whisk them  over your skin.

T h a t sounds nice. D o you get to  beat o th er people as 
well?
Yes. A nyw ay we all tro o p  in to  the  sauna p roper— which 
is the h o t room . A nd it is h o t— the heat knocked  me 
back w hen I stepped  in.

W h a t tem p era tu re  is it then?

A b o u t 100° (degrees) cen tigrade— higher on  the higher 
levels.

Sounds like real to rture. W here does the heat com e from ?

T h ere ’s a  stove in the sauna, fired w ith w ood, and  on top  
o f the stove a pile o f  stones w hich keep the heat. Som e
tim es the stove w orks on  electricity, b u t then the sauna 
is o ften  too  h o t. T hen  the idea is to  th row  som e w ater on 
the stones and  “ lOyly”  o r dry steam  is given off.

W hat does th a t do?

The effect is to  step up the blood circulation and  produce 
vigorous persp iration .

Y ou m ean you sweat. Sounds like the m adm an  w ho was
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Jane
Peter
Jane

Peter
Jane

Peter

Jane

Peter
Jane

Peter

banging his head  against the wall un til som eone cam e up  
and  asked him  why.

A nd  w hat d id  he say?

“ Its so nice w hen I s to p .’’

Yes, sau n a  is a b it like th a t. A fte r 10 m inutes o r so it’s 
tim e to  cool o f f  under a  show er o r go fo r a  quick swim. 
I t ’s really m arvellous to  take a  d ip  in the cool w ater o f  
the lake and  in w inter they even cut a hole in the ice fo r 
you to  p lunge into.

S ounds crazy to  me!

A ctually  it’s g reat fun . W e w ent back in to  the  sauna 
three times.

Y ou’re certainly a g lu tton  for punishm ent. W hat happens 
then?

T hen it’s tim e to  w ash yourself, o r ra th e r to  be washed. 
A large w asher-w om an com es in to  scrub every p a r t o f  
you.

Even your hair?

Yes. F inally i t ’s tim e to  w rap yourself up  in your sauna 
robe and  tak e  a sau n a  snack— th a t usually consists o f  
grilled sau n a  sausage an d  a glass o f  cool F innish  beer. 
You can ’t im agine w hat a  w onderful feeling o f relaxation 
you have— w ith your skin all glowing— you really feel 
co n ten t and  a t  peace w ith the w orld. I t ’s one o f the great 
pleasures o f  life.

I ’m  sure it is, especially if  you happen  to  be a F inn .
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Practice
Exercise /  Fill in the  gaps w ith suitable w ords o r phrases 

1 F irst go to  t h e  and  take your clothes

2 T hen  take a b i r c h ________________and  go to  the  sauna.

3 T hrow  som e w arm  w ater on the stones o f  t h e __________ .

4 Relax in the heat until you sta rt to______________________ .

5 T hen  you can b ea t yourself w ith the b i r c h _____________
to  m ake your b lood  _________________________________.

6 C o o l______________ under a c o ld _______________ or go
for a quick swim.

7 G o  to  t h e __________________________and  wash yourself.

Exercise I I  A foreigner com es up to  you and  asks:

W hat exactly is a “ sau n a” ?
Tell him  in y o u r own w ords.
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The nightclub

NIG H TCLUB O PE N  8 P .M . TILL 3 A .M .

Dancing every night DISCO —  all the latest pop records 
Every evening —  GAM BRINI at the piano in the Restaurant

T hursday  evening is JAZZ evening 
F riday evening is ROCK night 
Saturday  evening is GUEST STAR evening

w00 

Friday THE NITW ITS  
—  leading Finnish

rock, pop and folk  band

Saturday from H ollywood the fabulous 
Miss STELLA CARR  
(cover charge 30 Fmk)

C A SIN O  with ROULETTE table O PEN from 9 p.m . to midnight
BEER CELLAR  

TW ICE NIG HTLY ‘G ER M A N  DRINKING SO N G S’
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Practice
A  guest telephones you a t the hotel to  ask  ab o u t the n ightclub. H ow  w ould you 
describe its a ttractions?

S om e like it cold
O n th e  western peak o f  the 700 m etres (2,200 ft) high Bear M ountain  in the  heart 
o f  fell L apland  stands H otel Karhu, ju s t below  the  treeline. Bear M ountain  is o f  
ancient geological origin, and  the Ice A ge has left its traces th ro u g h o u t the area. 
T he grey-green g ran ite  o f  the  d istrict is becom ing increasingly sough t-afte r for 
decorative build ing purposes. F or centuries Bear M ountain  has been a holy place 
fo r the L apps. Set in a N ational P ark  stretch ing  north -eastw ards fo r 50 m iles, the 
H otel Karhu is a m odern  recreation  cen tre  w ith all the facilities fo r o u td o o r ac
tivities. T he hotel is located  halfw ay up the  m oun tain  w ith a  splendid pan o ram a 
view. E xcursions to  L app  villages and  re indeer farm s are regularly  arranged . O u t
d o o r activities include hiking, row ing an d  fishing during  the  long sum m er days. 
But it is fo r its w inter spo rts  th a t the H o te l is best know n. Bear M oun tain  has the 
longest dow nhill ski slope in the co u n try , and  the num erous m arked  trails o ffer 
excellent cross-country  skiing in exciting scenery in w inter, and  equally  fine walks 
when the  snow  has m elted aw ay.

Practice
Express the  follow ing in a d iffe ren t way using the  w ord(s) 
in brackets:

1 You can see the effect o f  the Ice Age everywhere, (traces/- 
left)

2 M any people like th e  g ran ite  fo r build ing w ith, 
(increasingly sough t after)

3 A  lo t o f  o u td o o r recreation  is possible a t the  H otel 
Karhu. (facilities)

4 T here is a good view from  the  hotel because it is on  the 
m ountainside , (loca ted /halfw ay)

5 M ost people go to  the hotel fo r w inter sports, (best know n)
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Hiking
REINDEER

M OUNTAIN

3  km  ,■

7 0 0  m 3  km
NATIONAL PARK

2  km

BEAR M OUNTAIN 2  km

CABIN

3 .5  km

POND

5  kmBOATS

LAKE
1 .5  km

5 m ile s  =  8  k ilo m e tre sHOTEL
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Leila is a t the R eception Desk o f  the H o te l Karhu in sum m ertim e. A num ber o f 
guests com e and  ask her questions. She gives them  advice w ith the help o f the m ap.

QO 1st guest I ’d like to  take a  b o at o u t today . H ow  do  I get dow n to  
the lake?

Leila Drive dow n to  the m ain road  and  then  tu rn  left— it’s 
ab o u t ha lf a m ile from  the road  junction .

1st guest But co u ld n ’t I w alk?
Leila  O h yes. If you tak e  the trail i t ’s abou t h a lf a mile. The

trail is m arked blue. A nd there will be a m an there 
looking a fte r the boats.

1st guest I see. T han k  you  very m uch.
Leila  Y o u ’re w elcom e.— Yes sir?

2nd guest M y wife and  I w ould like a  good long hike today . W hat
w ould  you recom m end?

Leila  W ell, if you haven’t been walking here before, I ’d 
suggest you go p ast Bear P o n d  and  on  to  the cabin— you 
can m ake coffee there if you like. T hen  com e back 
th ro u g h  the gully— it’s very pre tty  and  no t to o  steep. 
Y ou’ll get to  the  top  o f the fell that way— the view should 
be w onderfu l on  a clear day like th is— then  dow n the 
o ther side, and  back to  the hotel.

2nd guest H ow  far w ould th a t be?
Leila  Let me see— 5 plus 2, th a t’s 7, and 2, 9, and З 'А , twelve 

and  a h a lf k ilom etres— nearly 8 miles.
2nd guest T h a t sounds fine. T han k  you.

Leila  T hank  you sir.
3rd guest Excuse me. . .

Leila  C an  I help you sir?
3rd guest I ’d like to  do  som e fishing.

Leila  D o you have a licence?
3rd guest N o , as a m atte r o f  fact I d o n ’t.

Leila  T hen  w ould  you please fill in this form ? T he charge is
20 m arks fo r each d ay ’s fishing.

3rd guest I see. T h an k  you. A nd  w here w ould I do  best to  go?
Leila  T here a re  p ike, perch and  w hitefish in the lake. T hen

there are tro u t in the p ond , b u t I ’m to ld  the fishing 
h asn ’t been to o  good there lately.

3rd guest I see. P erhaps I ’d  better try my luck dow n a t the lake 
first.
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Practice
Exercise I  N ow you are  a t  the R eception D esk, and  a  num ber o f 

guests com e an d  ask you fo r advice. U sing the m ap, 
help them  as m uch as you can.

1 I ’d like to  go fo r a fairly short w alk. C ould  you 
recom m end one?

2 W e’d like to  go to  R eindeer Fell. H ow  far is it?

3 C an  I d o  som e fishing here?

4 I ’d like to  go th ro u g h  one o f  your fam ous canyons. Do
you have one here?

5 W here can I get a boat?

Skiing

7. Bear Run

8. Big Boys' Run

4. Bar lift

5. Chair lift

1. Hotel

2. Ski shop

3. Parking lo t 9. Sunshine Slope 6. Ski-school lift
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SKI  W I T H  T H E  B E A R
S k i S c h o o l
1 week course 140 Fmk per person 
1 day course 50 Fmk per person 
Private lesson 40 Fmk per hour

R e n t-a -S k i  (Prices per day)
Slalom skis 20 Fmk Cross-country skis 10 Fmk
Slalom boots 15 Fmk Cross-country boots 8 Fmk
Slalom ski sticks 5 Fmk Cross-country ski sticks 5 Fmk

S k i L ifts
Bar lift 30 Fmk fo r 20 trips 
Chair lift 40 Fmk fo r 20 trips 
Ski-school lift 20 Fmk fo r 20 trips 
One day 50 Fmk 
One week 220 Fmk 
W hole season 500 Fmk 
For second fam ily member 400 Fmk 
For third fam ily member 300 Fmk

Practice
Exercise I  You are again a t  the Desk o f the H otel Karhu. A  num ber 

o f guests ask you questions abou t the dow nhill ski slopes 
and  prices fo r ren ting  equipm ent. A nsw er them  as well 
as you can, using the  in fo rm atio n  in the d iagram  and 
the Ski with the bear b rochure.

1 H ow  m any lifts do  you have and  w hat kind are they?

2 A re the  slopes fa r  from  the hotel?

3 W hich is the  sunniest slope w ould you say?

4 D o you have any  easy runs?

5 C an  I get instruction?

6 H ow  m uch does instruction  cost per day?

7 I need to  ren t dow nhill ski equipm ent. W hat will it cost 
me?

8 M y ski-bindings have com e loose. C an  I get them  fixed 
anyw here here?

9 W hat d o  the lifts cost here?

Exercise I I  Break up in to  pairs and  ask each o th er questions ab o u t
skiing a t H otel Karhu.
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QO
Useful phrases
A  w ell-equipped keep-fit gym nasium . . . 

. . . w ith all the  latest appara tus 

A free supply (o f towels)

Free o f charge 

A vailable a t a sm all charge 

W ith  a splendid  view 

E xcursions a re  arranged  regularly 

Best know n fo r  its (w inter sports)
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C hapter 6

SERVICE WI

Room services
H ere are som e examples o f room  services a  hotel m ay offer, arranged alphabetically.

B R E A K F A S T

C LE A N IN G

D R Y  C LE A N IN G

B reakfast is served in your room  from  7 a .m . till 10 a .m . 
If  you wish to  have b reak fast in your room , ask fo r 
R oom  Service o n  the phone.

If  you w ant to  have your room  cleaned ex tra quickly, 
please hang th e  C leaning sign on the door.

Item s handed  in fo r dry-cleaning before 9 a .m . will be 
re tu rned  in the  course o f  the sam e day. P lease call 
R oom  Service.

E A R L Y  C A L L T he panel a t the  head o f  your bed contains an  au tom atic  
w aking device.

E L E C T R IC IT Y T here  is a 220 volt and  110 volt shaving plug in the b a th 
room  o f  your room .

IR O N IN G  P lease call R oom  Service.

L A U N D R Y  Special laundry  bags w ith lists a re  placed in your w ar
drobe. W ashing  handed  in by 9.30 a .m . will be returned  
to  you a fte r 5.30 p .m . on  the sam e day.

Q U IE T  I f  you wish to  rem ain und istu rbed , please hang the Do
N ot D istu rb  sign on your door.
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R A D IO  

R E C E P T IO N  

R O O M  SE R V IC E  

TELEPH O N E

T V

T here is a  rad io  in the panel a t the head o f  your bed. 
You have a  choice o f  th ree program m es.

F o r all enquiries ju s t lift your telephone receiver and 
you will get R eception.

I f  you requ ire  such assistance, ju s t lift the telephone 
receiver and  ask fo r R oom  Service.

D irect calls can  be dialled straigh t from  your room . 
Dial 9 fo r a line. Y ou will be charged according to  the 
call-m eter in the cash ier’s office. O th er calls m ay be 
o rdered th ro u g h  the sw itchboard  operato r.

A TV set can be installed in all room s. You can ren t a 
TV th rough  R o o m  Service.

H ere is a series o f conversations betw een a R eceptionist and  a num ber o f  hotel
guests.

  a. C an  I get b reak fast in my room ?
QO  b. C ertain ly  sir. I t ’s served in your room  from  8 until 10.

a. H ow  d o  I o rd e r it?

b. Ju s t ask fo r R oom  Service on the phone, o r I can m ake 
a no te  o f  it if  you like sir.

a. Yes, I ’d like it a t 8.30 tom orrow  m orn ing— th a t’s the 
con tinen ta l b reak fast.

b. Very good sir.

a. I ’ve ju st spilled som e soup  on  my best dress, and  w e’re 
leaving first th ing  the  day a f te r  tom orrow . H ow  on earth  
can I get it cleaned?

b. I f  you hand  it in fo r d ry  cleaning before  9 tom orrow  
m orning , i t ’ll be re tu rned  to  you the  sam e day. I can
get you R oom  Service and  arrange it now  if you like
m adam .

a. O h, could  you really? T h a t w ould be w onderfu l.

58



Service W ith  a Sm ile

a. I ’ll be needing an  early call to m o rro w — can you fix th a t 
fo r me?

b. T h e re ’s an  au to m atic  w aking device in the  panel a t the 
head o f  your bed. Y ou ju s t set it to  the  tim e you w ant.

a. I though t you had  TV in all your room s here.

b. I ’m afra id  no t sir, b u t we can install one in your room .

a. W ill th a t be extra?

b. Yes sir. O ur charge fo r a co lour TV is fo u r Finnish 
mar-ks per day.

a. W ell, I ’ll have to  ask my wife w hat she thinks.

b. Very good sir, an d  if you decide to  ren t one, w ould you
please call R oom  Service?

a. (Sarcastically) A re  you free to  answ er my question  at 
last?

b. Yes, o f  course m adam — as you see, w e’ve been ra ther 
busy today.

a. So it seems. I tried to  find a  m aid this m orning, bu t there 
w asn’t anyone there.

b. W hen you w an t R oom  Service m adam , ju st lift the phone 
in your room  an d  ask fo r R oom  Service.

a. O h, th a t’s how  you d o  it— and  how was I supposed to 
know ?
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COLD D R IN K S

CO NFEREN CE
F A C IL IT IE S

C R E D IT  C A R D S  

D E P A R T U R E

D EPO SITS

G A R A G E

IC E

IN FO R M A  TIO N

R E S T A U R A N T

SH O E SH IN E
SE R V IC E

SO U V E N IR S

T E LE X

Other services

O n each flo o r there are au to m atic  d rink  and  ice dis
pensers. See co rrid o r signs.

Information will be pleased to  supply  you w ith full 
details. (See C h ap te r 9)

The hotel accepts E urocard  as well as A m erican Express.

T he room s are  a t your disposal until 12 noon  on the day 
o f  your d ep artu re . Should  you require your room  afte r 
th a t h o u r, kindly no tify  Reception before 10 a .m .

T he hotel assum es no  responsibility  fo r m oney o r 
valuables left in any o f  the room s. A safe-deposit box 
is available free o f  charge. Please con tac t Reception.

L ocated in th e  basem ent. Please con tac t Information  
if  you wish us to  take care o f  your car.

See Cold Drinks.

T he hotel perfo rm s num erous services fo r its guests. F or 
instance, you can  o b ta in  travel, sight-seeing, th ea tre  and 
cinem a tickets through Information. Just lift your phone 
and  ask fo r Inform ation.

(Brasserie) O n  the g round  floor. O pen weekdays: 12 
no o n — 1 a .m . Sundays 1 p .m .— 1 a.m . Set meals fo r 
guests are: Breakfast: 7 a .m .— 10.30 a .m . Lunch: 12 
no o n — 2 p .m . Dinner: 6.30 p .m .— 8.30 p .m .

T here is a free shining m achine on  every floor. See 
co rrido r signs.

T he articles exhibited in the show cases m ay be purchased 
th rough  Reception.

Telexes are dea lt w ith by Information.
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L e t’s re tu rn  to  the  R eception Desk. H ere are  som e m ore requests fo r in fo rm ation .

QO a. C an  I help you m adam ?

b. Is there a ban k  a t  this hotel?

a. Yes m adam , the  In tern a tio n al Bank has an  office on the 
g round  flo o r o f  the  hotel.

b. Is it open yet?

a. Yes m adam , the  ban k  is open from  M onday  to  Friday 
from  9.30 a .m . till 3.00 p.m .

b. T han k  you.

a. C an  I still get b reak fast in the  brasserie?

b. Yes sir, if you hurry  you can ju s t m ake it— break fast 
is served un til 10.30.

a. C an  I help you?

b. D o you accept cred it cards here?

a. C ertain ly  sir. W e accept b o th  E urocards and  A m erican 
Express credit cards.

a. H ow  soon  do  I have to  leave my room ?

b. N orm ally  it’s by  12 noon  on the day o f  your departu re .

a. W ell, you see, my plane doesn’t go till h a lf past five 
to m o rro w  afte rn o o n .

b. I see. W hich ro o m  is it m adam ?

a. R oom  577— th e  nam e is Brow ning.

b. A h  yes M rs Browning. You m ay keep the room  till 3 p .m . 
if  you wish.

a. O h, th a t’s nice. T han k  you very m uch.
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Exercise I  

1

2
3
4

5

6

Exercise I I  
1

2
3

4

5

6

Exercise II I  
1

2
3

4

5

6
7

8 

9

10

11

12

Practice
A nsw er the follow ing questions:

C an  I have m y laundry  washed a t  this hotel?

C an  I get it back  during  the sam e day?

H ow  can I co n tac t the R oom  Service?

H ow  can I d ial direct?

H ow  do  you charge me fo r calls?

I ’d  like to  m ake a  phone call to  New Y ork C ity. W hat 
should  I do?

Fill in:
W ashing h anded  in by 9 a .m . will b e ___________ to  you
afte r 5 p .m .

Please hang the  C le a n in g ________________ on  the door.

T here is a  220 V ________________plug in the  b a th ro o m .

T he panel a t  the  head o f  your bed con tains an  au tom atic

If  you w ant to  call R eception ju s t lift you r telephone

W hen you w an t to  m ake a phone c a l l________________ 9
fo r a line.

A nsw er the follow ing questions using the list o f  services: 

W here can I change som e m oney?

W here can I have b reakfast?

W here can I get cigarettes a t this hour?

C an I pay my bill w ith my D iners’ club card?

I ’ve got som e im p o rtan t papers and  I w o u ld n ’t like to  
leave them  in my room . W h a t should  I do?

H ow  long can  I keep my room  on my d ep a rtu re  day? 

W here can  I leave my car?

W here can  I get som e ice?
I ’d  like to  go on  a sight-seeing to u r. Is th a t possible? 

W hen is the re s tau ran t open?

C an  I get my laundry  done here?

W here can I buy  souvenirs?
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Exercise IV  

1

8
9

10

Fill in the gaps.

W e serve som e l ig h t___________
and  sandw iches in the brasserie. 

You can leave your coat at the _  
hotel lobby.

W e d o  n o t _____________________

Jew els, cam eras and  m oney are

T he room s a r e _________your _

F o r fu rth e r in fo rm atio n , please 
room  service.
T he reception is re sp o n sib le___
regarding your reservation.

T he o p e ra to r___________________

A  TV set can b e ________________

Souvenirs a r e _____
ground  floor.

sale

such as ham burgers

in the

any credit cards.

until 3 p .m . 

_  the

questions

calls to  your room .

 in all room s.

 the shop  on the

Breakfast  in 
the  hotel room

HOTEL N E P T U N E

BREAKFAST MENU

S erved  in  y o u r ro o m  from  7 a .m . u n til 10 a.m . (serv ice included)

CONTINENTAL* BREAKFAST F m k 7.00 

F ru it Ju ice M a rm a la d e  o r jam
T oast, roll o r  sw ee t roll T ea, co ffee  o r ho t ch o co la te
B u tter Eggs, cheese , ham  o r  sau sag e  a t request.

ENGLISH BREAKFAST F m k 12.00 (serv ice included)

H o t o r  co ld  ce rea l T o a s t an d  b u tte r
B acon, sau sag e  an d  egg M arm ala d e

T ea . coffee o r ho t choco la te
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Yvonne D eraine is staying a t the H otel Neptune. She goes to  the R eception Desk 
and  asks:

QD Yvonne  C an  I have b reak fast in my room ?

Clerk C ertainly m adam . B reakfast is served in your room  from  
7 o ’clock un til 10. H ere is the m enu.

Yvonne  T han k  you. (looks a t the m enu) I ’d  like to  have the 
C ontinen ta l B reakfast.

Clerk Yes m adam . A n d  a t w hat tim e w ould you like it? 

Yvonne  A b o u t half-past eight I th ink.

Clerk 8.30. Very good  m adam . A nd  w hat kind o f  fru it ju ice 
would you like? W e have pineapple, orange, grapefruit. . .

Yvonne  I th ink I ’d like pineapple please.

Clerk P ineapple ju ice. A nd  w ould you prefer tea o r coffee?

Yvonne  C offee please.

Clerk  T han k  you very m uch. G oodn igh t.

A t 8.30 the next m orning, there is a light tap  a t Y vonne’s 
d oor.

Yvonne  Y-es. . . C om e in.

M aid  I ’ve b ro u g h t you your b reak fast m adam .
Yvonne  O h yes. T h an k  you. C ould  you p u t it on  the desk over 

over there please?

M aid  Shall I p o u r you a cup o f  coffee straigh t aw ay m adam ?

Yvonne  N o thanks, I ’ll p o u r it m yself in a m inute.

M aid  Is there  any th ing  else m adam ?

Yvonne  N o— no, I d o n ’t th ink so, thank  you.

Practice
In the H otel Neptune, guests can use th e  b reak fast card  to  o rder w hat they w ant. 
Practise explaining the item s on the card  on  page 65 in pairs and  m ark  on it w hat is 
ordered.
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HOTEL NEPTUNE
ROOM TO BE SERVED AT

O’CLOCK

PERSONS Please hang th is card  
on your door

Breakfast is also served in  the  S teakhouse from  7 to  10 a.m,

CONTINENTAL BREAKFAST (Service included) 9 Fmk
□  COFFEE D TEA D HOT CHOCOLATE
Fruit Juice, Bread. Danish. Pastry, Butter. Cheese, M arm alade

ENGLISH BREAKFAST (Service included) 12 Fmk
□  COFFEE О TEA  D HOT CHOCOLATE
С НАМ  Щ  BACON
F ruit I idee. Toast, Danish Pastry, Butter, Cheese, M arm alade
a  EGG D botied _  min. D  fried 1.00
a  HAM AND EGG 5.00 D MILK 1.00
D BACON AND EGG 5.50 D BUTTERMILK 1.00
D SCRAMBLED EGGS 4.00
U  PLAIN OM ELETTE 4.00 D  PLAIN YOGHOURT 2.00
a  COFFEE 3.00 D PINEAPPLE YOGHOURT 2.00
a  CAFE HAG 3 5 0 О  RASPBERRY YOGHOURT 2.00
a  TEA 2.00
a  HOT CHOCOLATE 3.00 a  ORANGE JUICE 1,50
D OVOM ALTiNE 3.00 Cl GRAPEFRUIT JUICE 1.50
D ROLL 1.00 ; 3 TOM ATO JUICE 1,50
П TOAST 1.50 Л MINERAL WATER 2.00
D BUTTER 1.50 CEREALS
П SWISS CHEESE 2.00 a  OATMEAL 2.00
П BUTTER CHEESE 1.50 П FARINA 2.00

a  CORN FLAKES 2.00
D HONEY 1.50

D ORANGE MARMALADE 1.00 a  PRUNES 1.00
□  CHERRY MARMALADE 1.00 D  Vi GRAPEFRUIT 1,00
D SMOKED REINDEER 4.00 D FRESH FRUIT 4.00

Service charge 15%
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QD
Useful phrases
B reakfast can be served in your room

W e can install a TV in your room

Please hang the  card  on your door

Ju s t lift the telephone receiver to  get Reception

Direct calls can  be dialled from  your room

I’ll a rrange fo r th a t to  be done right away

T here a re  au to m atic  drinks dispensers in the co rrido rs

W ill there be anyth ing  else?
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C hapter 7

ON THE
Telephone 
conversa t ions

QD

H otel
Operator

M an
Operator

Reception
Clerk
M an

Clerk
M an

Clerk
M an

Clerk

M an
Clerk

Operator
W oman

Operator
W oman

Operator

Neptune H otel. G ood  afte rnoon .

I ’d like to  o rd e r a  room  for next T hursday .

Yes sir. I ’ll p u t you th rough  to  Reception, 
th rough .

. y o u ’re

H otel R eception— can  I help you?

Yes, I ’d like a  single room  w ith b a th  fo r next T hursday . 

W h a t nam e is it please?

R em ington— C harles R em ington.

A nd  how long w ould you be staying M r R em ington? 

T h ree— possibly  fo u r days.
Very good M r R em ington. I ’ve booked  you a single 
room  w ith b a th  fo r th ree nights from  T hursday , 
O c to b er 14th.

Fine.

A nd  we look fo rw ard  to  seeing you then sir.

Neptune H otel. G ood  m orning.

C ould  I speak to  Jim m y Slater?

W h at nam e was th a t please?

Slater: S-L-A -T-E-R .

T h an k  you. I ’ll p u t you th rough  to  M r S la ter’s room  
straigh t away.
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Operator N eptune H o tel. G ood  evening.
M an G ood  evening. C an  you pu t me th rough  to  the M anager 

please?
Operator Yes sir. T ry ing  to  connect you.

M an T han k  you
Operator Y ou’re th ro u g h  caller. G o  ahead.

Secretary M anager’s office. C an  I help you?
Man I ’d  like to  speak to  the M anager please.

Secretary W h o ’s calling please?

M an Tell him  i t ’s M r Selby.

Secretary I ’m sorry, I d id n ’t qu ite  catch th a t. Did you say Felby?

M an SELBY. ‘S ’ fo r sugar.

Secretary H old  the line p lease........ I ’m sorry, he’s busy a t the
m om ent. C an  I take a message?

M an N o, i t ’s all righ t. I ’ll try  again later.

Spelling on th e  phone
You m ust also be p repared  to  spell th ings in English on the phone.

W hen spelling the sam e letter twice, British people usually say “ doub le  B’\  
“ double E ’\  as in RU BBER: R —U — double В— E — R, o r FE E D : F — double 
E — D, b u t A m ericans d o n ’t.
T elephone num bers:
О  is p ronounced  ou (B r.), zero (A m .). T he British say “ double 7 ”  in a  num ber 
like 6774, bu t A m ericans say six-seven-seven-four.

This is the British system: A for A ndrew J for Jack S fo r Sugar
В Benjam in К King T Tom m y
С C harlie L Lucy U Uncle
D David M Mary V Victory
E Edw ard N Nellie w William
F Frederick О Oliver X Xmas
G G eorge P Peter Y Yellow
H H arry Q Q ueenie Z Zebra
I Isaac R Robert

M y nam e is P h ilip  B inham . Philip: P fo r P e ter, H  for 
H arry , I fo r Isaac, L for Lucy, I for Isaac, P for Peter. 
B inham : В fo r B enjam in, I fo r Isaac, N fo r Nellie, H for 
H arry , A  fo r A ndrew , M fo r M ary.
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Practice
O n the P hone

Exercise /  

1

2

3

Exercise I I

Exercise I I I

1

2
3

4

P rac tise  the fo llow ing situations as telephone conversa
tions:

T he  o p e ra to r a t  the H otel Neptune answ ers the phone. 
T he caller w ants to  book  a double room . T he o p era to r 
transfers the call to  Reception. T he caller wants the room  
from  F eb ru ary  1 to  F eb ruary  3 and  asks fo r details ab o u t 
the  room , facilities, charges etc.

T he caller w ants to  speak to  the M anager bu t his secretary 
says he’s busy so  takes the m essage th a t the M anager 
should  call 55 88 22 when he returns.

T he  caller w ants to  leave a m essage fo r a guest a t the 
hotel an d  is pu t th rough  to  R eception. T he line is very 
bad , how ever, so the R eceptionist takes the caller’s 
num ber, calls back  and  takes the  message.

Fill in:

Л: H o tel Neptune, good m orning.

B: T his is M r Jo n es , good m o rn in g .__________________
M rs M iller please.

A : _______________________I ’ll check if M rs M iller is in.

A : ___________________ she isn ’t  in ju s t now. C an  I leave
her a ______________________________________________

B: C ertain ly . Tell her th a t I ’ll_______________________ at
3 o ’clock.

C hange the  fo llow ing sentences as in the exam ple:

Tell him  I shall be in the  cafeteria.

He left a message to say that he would be in the cafeteria.

She will co n tac t the travel agency.

I have left the  ca r a t the  service station .

They will be a tten d in g  the conference in the  a fte rn o o n . 

H e will com e to  the  L obby  B ar a t 8 p .m .
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5 They have p lanned  to  spend the evening a t hom e.

6 T he m aid has fo u n d  his passport in the w ardrobe.

7 T he p o rte r has taken  the suitcases to  the w rong room .

8 H e will re tu rn  the road  and  rail tim etable tom orrow .

9 She fo rg o t to  endorse the cheque.

10 I shall no t requ ire  b reak fast on  S unday m orning.

Exercise IV  Express the follow ing in a d ifferent way using the word(s) 
in brackets:

1 T he line is busy. Please w ait, (en g ag ed /h o ld  on)

2 I am  connecting  you. (pu t th rough)

3 M r Jones is n o t here. Shall I ask him  to  telephone you?
(call back)

4 I am  sorry  it is tak ing  a long tim e, (keep /w aiting)

5 W h a t is your nam e (w h o /ca llin g ? )

6 T he line w ent dead while we were ta lk ing, (cu t off)

7 Say th a t again  please, (m in d /rep ea t)

8 I will tell him  w hat you said, (pass/m essage)

QQ
Useful phrases

W h o ’s calling please?

H old  the line please

O ne m om ent please. I ’ll p u t you th rough  

T rying to  connect you

I ’m sorry, the  n u m b er’s engaged. W ill you hold?

Y o u ’re th ro u g h  now

I ’m  sorry  to  keep you w aiting

C an I take a message?

I ’m  sorry  b u t I d id n ’t qu ite  catch  that 

W ould  you m ind repeating  th a t please?

C an  you spell th a t fo r me?
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I t ’s a  b ad  line. I c a n ’t hear you clearly 

I th ink  we were cut o ff 
T h an k  you fo r calling

I ’m sorry , he’s busy  a t the m om ent. C an  you call back?

On the phone has tw o m eanings:

1 A re  you on th e  pho n e?— T his m eans, d o  you have a 
telephone, and  if  so, w h a t’s your num ber?

2 If  you w ent in to  an  office and  asked to  speak to  
M r Jones, his secretary  m ight say “ H e ’s on the phone at 
the m om ent. C ou ld  you w ait a m inute please?” — 
m eaning: H e is speaking on the telephone.

Some words you need when making a phone call abroad:

a long distance call 
a  tru n k  call
I w an t to  m ake a long distance call to  Paris.

I w an t to  m ake a person to person call to  M r Sm ith.
I w an t to  m ake a station to station call to  S heraton , 
S tockholm .

I w an t to  m ake a reverse charge call (B r.)/a  collect call
(A m .) to  m y paren ts.
T he num ber is 5245, area co d e /ro u tin g  num ber 90.
I w an t to  cancel my call to  Paris.

H e’ll be back f in  a m inute 
I afte r lunch 
I  next week

H e ’s fo n  the phone
< gone ou t to  lunch 
I  a t a m eeting
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Chapter 8

HOW  TO GET THERE

Asking th e  w ay
O ne o f  the services that a good hotel s ta ff  will o ffer is to  help guests to  find various 
places and  services ou tside the hotel itself.

N ow  look a t the m ap  on page 74. A m em ber o f the hotel s ta ff  is stand ing  on the 
steps outside the hotel and  giving directions. Follow  the answ ers w ith the help o f  
your m ap.

QO a. Excuse me, cou ld  you tell me the way to  the railw ay 
sta tion  please?

b. Yes, go stra igh t dow n this street here, tu rn  left and  then 
take the first on  your right.

a. I ’m looking fo r the C atho lic  C hurch , can you help me?

b. Y ou go along this street here, tu rn  sharp  right and it’s 
ab o u t 200 yards along on the o th er side o f the road . You 
ca n ’t miss it.

a. C an  you tell m e where the nearest travel agency is please?
b. Yes, go stra igh t dow n this stree t here, tu rn  righ t in to  

G eorge Street, go straight along until you com e to  U nion 
S treet and  i t ’s straigh t in fro n t o f  you, opposite the 
chem ist’s on the  corner.

a. I w ould like to  send a telex. Is th a t possible?

b. W ell, you cou ld  try the P o st O ffice. G o  up this street, 
tu rn  left in to  C hurchill S treet and  go straigh t along until 
you com e to  U nion Street and you’ll find it on  the corner. 
I t ’s a big yellow building.
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H o w  to G et There

a. I w ould like to  change som e traveller’s cheques. C an 
you tell m e w here the nearest bank  o r currency exchange 
office is please?

b. W ell, th e re ’s a  ban k  on the  corner opposite the railway 
sta tion . F irst left, then left again. T he en trance is in 
C row n Street.

a. W here d o  they sell tin-openers and  corkscrew s?

b. Y our best bet is B eal’s departm en t sto re on the corner 
opposite  the P o s t O ffice. F irst left, cross the road  and 
it’s right in fro n t o f you.

a. Is there an all-night chem ist’s in the centre o f  tow n?

b. W ell, there  is a chem ist’s on the  corner o f  U nion Street 
and  G eorge S treet, but I d o n ’t know  if i t ’s open after 
5.30.
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H otel English

TAXI RANK
BUS STOP

PARK

CROWN STREET

BANKCATHOLIC CHURCH

RAILWAY
STATIONHOTELш

ш
ОС

RICHARD STREET ш

DEPARTMENT
STORE'

C H E M I S T ' SP O S T  OFFICE

UNION STREET
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H o w  to G et There

Practice

H ere are som e questions to  answ er. Y ou are  standing  outside the  railw ay station .

1 C an  you tell me the way to  the bus stop?

2 C an  you direct m e to  the  cinem a please?

3 I ’m looking fo r th e  p o st office. C an  you help me please?

N ow  practise som e m ore questions an d  answ ers in pairs.

C om plete the  questions in list A  and  the  answ ers in list В to  m ake dialogues o f 
your own:

a. C ould  you tell m e w h e re .....................................................  is?
the way t o ................................................. ?

W here can  I find  a ......................................................................?

H ow  far is the n e a r e s t ...............................................................?

Is there a ........................................................................ nearby?

Y ou’ll f i n d ....................................................... on  your left.
on  your right, 
right opposite, 
on  the corner.

b. I t ’s ab o u t a ....................................................... m inu te’s walk.

Y our best bet is t o .......................................................................

C arry  stra igh t o n  until you s e e .......................................... and
t h e n ...................................................................................................

L ook a t the  m ap o f  p art o f  cen tral L o n d o n  and  answ er the follow ing questions.
Im agine you are  stand ing  a t the V ictoria G reen  L ine C oach  sta tion  on  the corner
o f  B uckingham  P alace  R oad  and  Eccleston Bridge (m arked  w ith an  arrow ).

Excuse me, can you tell me the way to:

1 B uckingham  Palace?

2 T he H yde P a rk  b andstand?  (IC)

3 P a rk  L ane hotel? (2C)

4 V ictoria Square? (2D)

5 W ilton Row? (1C)

P rac tise  som e m ore questions an d  answ ers in pairs.
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How to Get There

Travelling by sea

FINNJET
T h e  fa s te s t , n e w e s t a n d  la rg e s t ferry  on  th e  B altic  to  
TRAVEMUNDE (W est G erm any) 
in 22 h o u rs

C o m fo rtab le  c a b in  b e r th s  fo r ev e ry b o d y
E very c a b in  h a s  o u ts id e  w indow s, 2  s o fa -b e d s , 2  e x tra  fo ld -aw ay  u p p e r  
b u n k s . T o ile t a n d  s h o w e r , rad io , te le p h o n e  a n d  re frig e ra to r 
A d ju s tab le  th e rm o s ta t-c o n tro lle d  a ir-co n d itio n in g

S chedule

H elsinki (K ata jan o k k a
P a s s e n g e r  T erm inal) d e p a r t a t  19.00 h o u rs d ay  o n e
T ra v em u n d e arrive a t 16.00 d ay  tw o

T rav em u n d e d e p a rt a t  18.00 d ay  o n e
H elsinki arrive a t 17.00 d ay  tw o

P e n s io n e r  a n d  S tu d e n t d is c o u n t of 2 5 %
5 0 %  d is c o u n t fo r c h ild re n  b e tw e e n  th e  a g e s  of 6  a n d  17
O ff-peak  s e a s o n  from  1 M ay to  15 J u n e  a n d  from  1 O c to b e r  to  15 D ecem b er
C ar  c o s ts  200 FIM s in g le
A d e -lu x e  re tu rn  b o o k in g  fo r a  fam ily of fo u r w ith tw o  ch ild ren  u n d e r  17
c o s ts  u n d e r  2 000 FIM o ff-sea so n
M eals  a re  n o t in c lu d e d  in th e  p r ic e  of th e  tick e ts
P h o n e  you r local trav e l a g e n t fo r m o re  d e ta ils

Practice
A nsw er the  follow ing enquiries using the F inn je t 
b rochure:

1 A re  there any direct sailings from  F in land  to  G erm any?

2 W hen does the  b o a t leave?

3 W here does it leave from ?

4 H ow  m uch w ould  it be fo r a car return?

5 A re there  any  reductions fo r students?

6 A re m eals included in the price o f  tickets?

7 W h a t are the cab ins like?

8 W hen does the  o ff-peak  season run?
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H otel English

Travelling by air

L ook a t the H elsinki— B udapest schedule, then a t this enquiry.

q _ q  j a. C ould  you tell me ab o u t flights to  B udapest please?

b. Certainly sir. T h ere’s a F innair flight th a t leaves Helsinki 
a t 9.20 via C openhagen  arriv ing in B udapest a t 12.20.

a. D oes th a t go every day?

b. N o, only on M ondays and  Fridays.

a. I w ould like to  go in the m iddle o f  the week. Is there
anything else? A non-stop  flight, fo r instance?

b. Yes, on  T hursdays and  Sundays there  is a M alev flight 
non-stop  to  B udapest leaving a t 18.00 and  arriv ing 19.35 
local time.

a. W hat on earth  is Malev?

b. T he H ungarian  A irlines.

a. A nd  w hat planes do  they use?

b. They fly Soviet planes, the Tupolev 134.

a. Is th a t first class?

b. N o, I ’m afaid  not, only econom y class. But a fte r the
5 M arch there is a later flight leaving Helsinki a t 20.30 
arriv ing a t 21.55.

a. Fine. W ell, I th ink that would suit me. H ow  can I reserve 
a seat on  th a t flight?

b. Ju s t a m inute sir, I ’ll get the  num ber fo r you. Yes, here 
we are. F inna ir reservations 473311. I t ’s ringing now sir.

N ow  look a t the instructions on how  to  use the tim etable and  p repare  to  answ er 
the  follow ing enquiries:

C ould  you tell me ab o u t flights to  A thens please?

I w ould like to  fly to  E ast Berlin, can you help me? 
C an  I fly to  B oston  on  Sunday?

W hat tim e does the 2 p .m . flight get in to  Brussels?

A re the flights to  A m sterdam  non-stop?

H ow  m any flights are there to  B angkok?
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HOW TO USE THIS TIMETABLE
A irport name
Only qiven w hen a u i y  has m ore than  one a n p o n

H E L S IN K I -  P A R IS ]  (Orly)

2 6 S .p  -  1 2  3 4 5 6 7

-  25Sep  1 2 3 4  5 6  7

26S»p -  1 2 3 4 5  6 7

j -  2 5 S t p | | l  2 3 4 5 6 ?| 11400

0850 1200 

0850  1 300

1400 1805

AY 873 0 9 $  

AY 873 0 9 $

AYLH 8 2 3  CV$

YLH 8 2 3  CV$ FY

v a  BRU 

via BRU

1535 FRA 1655 

11535 FRA 16551 |LH 114 A3B I'FY  !

LH 114 A 38 i  FY

Validity  o l llig h tt o i conneclion t
II blank, the  flights will opeiate 
th roughout the  season

I
Days o l operation  I Flight inform ation

Times o l  departure  "  * il' l'n '  cod“  
Flight num ber 
Aircraft type 
Class o l service

and arrival

 1
Transfer porn t and  timings

Arrival tim e to  transfer point 
-  Cily a irport code

D eparture tim e from  transfer point

Connecting flight inform ation
-  Airline codes
-  Flight num ber
-  Arrcraft type
-  Class of service

E X P L A N A T I O N  O F  S I G N S  A N D  S Y M B O L S

40

AA A m erican Airlines AGP Malaga
AC Air Canada AMS Amsterdam
AF Air France ARN Arlanda (Stockholm )
AY BCN Barcelona
AZ Alitalia BKK Bangkok
BE B ritish Airways BRU Brussels
BR B ritish Caledonian Airways BUD Budapest
BU B raathens S A F E . CPH Copenhagen

D l Delta Air Lines DUS Dusseldorf
EA Eastern Air Lines EWR Newark (New York)
El Aer Lmgus FCO Fium icino (Rome)
FI Icelandair FRA
HN NLM D utch Airlines GOT G othenburg
IB Iberia HAM Hamburg
IF Interflug HEL Helsinki
IT Air Inter JFK J .  F. Kennedy (New York)
JL Japan  Air Lines LEJ Leipzig
JU Jugoslovenski A erotransport LGA La Guardia (New York)
KL KLM Royal D utch Airlines LHR H eathrow  (London)
KR Kar-Air LIN Linate (Milan)
LG LUX Luxembourg
LH Lufthansa Germ an Airlines MAN Manchester
LO LOT -  Polish Airlines MHO Mariehamn
LZ Balkan ORY O rly (Paris)
MA Malev OSL Oslo
NA National Airlines POR Pori
NW Northw est O rient Airlines PRG
OA Olym pic Airways SVO Sherem etyevo (Moscow)
OK Ceskoslovenske Aetolmie SXT Schonefeld (Berlin)
0 $ A ustrian Airlines TAS Tashkent
PA Pan American Airways TKU Turku
RO UME U m ei
SK Scandinavian Airlines VAA Vaasa
$N Sabena VIE Vienna
$R Swissair WAW Warsaw
$U A eroflot -  Soviet Airlines YMX Mirabel (M ontreal)
TK THY Turkish Airlines YUL Oorval (M ontreal)
TP T ransportes A eteos Portugueses ZRH Zurich
TVY Trans World Airlines
UA U nited Airlines

707 Boeing 707
727 Boeing 727
737 Boeing 737
747 Boeing 747
AB3 A 3008 A irbus
B11 ВАС One-Eleven
CV4 Convair M etropolitan
CRB Super Caravelle
CRV Caravelle
06B Douglas 0C-6B
08S Douglas DC-8-62/63
09F Douglas DC 9  Freighter
09S Douglas D C-9-30/40/50
0 1 0 Douglas DC-10
OC8 Douglas DC-8
OC9 Douglas DC 9
DAM Dassault M ercure
DHT De Havilland Twin O tter
FKF Fokker F-27 Friendship
IL6 Ilyushin IL-62
IL8 Ilyushin IL-18
L10 Lockheed 1011 TriStar
TU3 Tupolev TU-134
TU5 Tupolev TU -154
TRO Trideni

1 Monday
2 Tuesday
3 Wednesday
4 Thursday
5 Friday
6 Saturday
7 Sunday
• N ext day

F First class
Y Econom y class
U Air Shultle
CG Cargo
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H o te l English

I N T E R N A T I O N A L  S E R V I C E S
V i h t t y T i e n i l *  i n le im i l ie n

F i e »  Те D e y D ee  A i i F h ,M  A /C  C U u A il  C ity  F l^ h t  АУС C U »  |

HELSINKI-AARHUS
1 S 0 9 2 0  1205 A Y  7 6 3  CRB Y 1000 CPH 1135 SK  2 3 5  0 9 $ Y
1 2 3 4 8 6 7 122 5  1625 A Y  8 1 3  CRB FY 1345 CPH 1555 SK  2 39  0 9 S Y
1 2 3 * 5 6 7 162 0  2040 AY 8 6 3  0 9 S  FY 1 900  CPH 2 010 SK  2 4 3  0  9S Y

H E L S I N K I  -  A M S T E R D A M
1 2 3 4 1 1 7 M M  1615 AY 8 5 3  C R B  FY n il  HAM
1 2 3 4  • 1 6 2 6  1 146 A Y  6 4 1  C R 6  FY е е  G OT

5 7 • 6 2 6  1 146 A Y  M l  C R I  V « G O T
* 163 6  1 315 A Y  101 0 1 6  FY ч »  CPH

-  Z IN ov  1 6 1 1 5 5  1 315 A Y  1 0 3  0 1 0  FY N O N S T O P
1 2 0 * -  1 5 1 1 5 5  1 315 A Y  1 0 3  0 1 0  FY N O N S T O P

6 0 *  e e fy  1 1 1 5 5  1 315 A Y  1 0 3  0 1 0  FY N O N S T O P
2 0 * -  1 0 *  6 1 1 5 5  1315 A Y  1 0 3  0 8 6  Y N O N S T O P

H E L S I N K I - A T H E N S
1 2 3 4 5 6 7 0 7 1 0  1325 A Y  82 1  0 9 S  FY 0 8 4 5  FR A  0 935 LH 3 1 0  727 FY

4 7 0 7 3 0  1*06 A Y A Z 8 6 5  CRB Y 1030 FCO 1120 O A  2 34  727 FY
- 1 0 0 *  2 6 0 8 2 5  1450 AY 76 1  CRB Y 1105 V IE 1135 OS 871 0 9 S FY

4 M u -  2 6 0 8 2 5  1450 A Y  761 CRB Y 110 5  VIE 1135 OS 871 0 9 S FY
1 7 0 *  -  2 5 F e b  6 0 8 2 5  1450 A Y  76 1  CRB Y 1105 V IE 1135 OS 871 0 9 S FY

H E L S I N K I  -  B A N G K O K
1 1 *35  » 0 7 0 5 A Y  6 0 2  0 8 $  Y » ii  TAS

H E L S I N K I - B A R C E L O N A
I 1 000  1415 A Y  8 9 3  0 9 $  Y v i i l U X

1 2 3 4 5 6 7 0 7 1 0  1215 A Y  8 21  0 9 $  FY 0 84 5  FR A  1015 LH 1 70  737 FY
1 2 3 4 5 6 7 0 8 5 0  1335 A Y  8 7 3  0 9 $  FY 103 0  BR U  1140 SN 691 737 Y

5 0 9 4 5  1420 A Y A Z 8 6 7  CRB Y 1200 LIN 1250 A Z  3 58  0 9 S FY

H E L S I N K I  -  B A S E L
1 2 3 4 5  7 1820  225 0 A Y  8 6 3  0 9 $  FY 2 1 1 0  ZRH  2220 SR 43 7  0 9 S FY

6 1 820  225 0 A Y  8 6 3  0 9 $  FY 2 1 1 0  ZRH  222 0 S R  9 7 0  0 9 S FY

H E L S I N K I - B E L G R A D E
1 2 3  5 0 7 1 0  1200 A Y  8 21  0 9 $  FY 0 8 4 5  FR A  1005 LH 3 6 0  737 FY

2 6 0 8 2 5  1535 A Y  7 61  CRB Y 1105 VIE 1425 OS 821 0 9 S FY
-  9 M ir 4  7 0 9 2 0  1420 A Y  7 71  OC9 Y 1035 SX F 1140 JU  381 0 9 S Y

1 9M ir -  4  7 0 9 2 0  1420 A Y  7 71  O C9 Y 103 5  SX F 11*0 JU  381 0 9 S Y
1 102 5  1620 A Y  7 6 3  CRB Y 1120 WAW 1450 JU  341 0 9 S Y
1 4 140 0  205 0 A Y L H 8 2 3  0 9 $  FY 1535 FR A  1816 J U 3 S 7  0 9 S Y

2  3  5  6  7 140 0  205 0 A Y LH  8 2 3  0 9 $  FY 153 5  FR A  1815 JU  35 3  0 9 5 Y

H E L S I N K I  -  B E R G E N
1 2 3 4 5 6 7 0 8 0 5  1110 A Y  7 91  0 9 $  Y 0 9 2 5  OSL 1025 SK 30 7  0  9S Y
1 2 3 4 5  7 1900  2145 A Y  7 9 7  CRB FY 192 5  OSL 210 0 SK  31 7  0 9 S Y

H E L S I N K I  -  B E R L I N  I S c h d n itr td l
-  W *  4 0 6 2 6  1636 A Y  7 71  D C6 Y N O N S T O P

2 3 M w -  4 6 6 2 8  1035 A Y  7 71  D C6 Y N O N S T O P
-  W *  7 0 6 2 6  1 03 6 A Y  7 71  C R B  Y N O N S T O P

H M e r -  7 0 0 2 0  163 6 A Y  7 7 1  C R 6  Y N O N S T O P
2 6 1 42 5  1535 IF  701 T U 3  Y NO NSTOP

3  5  7 122 5  1550 A Y  8 1 3  CRB FY 1345  CPH 1455 SK 7 37  0C 9 Y

H E L S I N K I - B E R L I N  W E S T  (T een )
1 2 3 4 5 6 7 0 8 0 0  1025 A Y  8 5 3  CRB FY 0 8 5 5  HAM 094 5 PA  6 02  727 Y

5 173 0  2015 LH 0 2 7  7 27  FY 1830  HAM 1935 PA 6 1 6  727 Y
1 2 3 4 5 6 7 173 0  2 135 LH 0 2 7  727 FY 1830  HAM 2 055 PA 6 1 8  727 Y

H E L S I N K I  -  B O S T O N
4 1035 2123 A Y  101 0 1 0  FY 1605 JF K  2015 TW  0 4 2  L10 FY

1 5 1 156  2123 AY  1 03  0 1 0  FY 1 605  JF K  2015 TW 0 4 2  L10 FY
2 6 0 *  on ly  3 1400  2123 A Y  1 05  0 8 $  Y 1605 JF K  2015 TW  0 4 2  L10 FY
21 0 *  o n ly  3 143 0  2 123 A Y  111 0 8 $  Y 1 740  JF K  2 015 TW  0 42  L10 FY

6 1 4 3 0  2 123 A Y  111 0 1 0  FY 1 740  JF K  2 015 TW 0 42  L10 FY

H E L S I N K I - B R U S S E L S
1 2 3 4 5 6 7 0 6 5 0  1030 A Y  6 7 3  0 9 $  FY N O N STO P
1 2 3 4 5 6 7 1400  1750 A Y L H 8 2 3  0 9 $  FY 163 5  FR A  1650 LH 104 737 FY

W E L S I N K I - B U C H A R E S T (O to p en il
1 4  6 7 0 7 1 0  1536 AY  82 1  0 9 $  FY 0 M 5  F R A  1210 RO 2 1 6  B11 Y

2 3  5 0 7 1 0  1725 AY  82 1  0 9 $  FY 0 M 5  F R A  1245 LH 3 7 0  737 FY

2 0 8 2 5  1*40 AY  761 CRB Y 1 1 0 5  V IE  1205 OS 841 0 9 S FY

5 0 9 2 0  1705 AY  7 5 3  CRB Y 1 220  BUD 1505 RO  2 26  811 Y

H E L S I N K I  -  B U D A P E S T
1 6 0 0 2 0  1220 A Y  7 5 3  C R B  V n i l  CPH

-  Z S F ib  4  7 1800  1935 MA 7 4 3  T U 3 Y NO NSTOP
У ! » -  4 180 0  1935 MA 7 4 3  T U 3  Y NO NSTOP
o - w -  7 2 0 3 0  2155 MA 7 4 3  T U 5  FY NO NSTOP

80



How to Get There

Time on your hands

Asking the Time

W h a t’s the tim e?
W hat tim e is it please? 
W hat tim e d o  you m ake 
it?

Replies:

I t ’s ...................................
I t ’s ju s t com ing u p  to

I m ake it . . .  
I t ’s ju s t gone

N o te  the d iffe ren t ways o f saying certain  times:

6 .00 :six  o ’c lo ck /six  a .m .
6 .05: five (m inutes) past six /six  oh five
6 .15: a q u a rte r p ast six /six  fifteen
6.25: tw enty five (m inutes) past six/six  tw enty five
6 .30: h a lf past s ix /six  th irty
6.40: tw enty (m inutes) to  seven/six  fo rty
6.45: a q u a rte r to  seven/six  fo rty  five
6.56: fo u r m inutes to  seven/six  fifty  six

In the USA “ a f te r”  is used instead o f “ p a s t”  and  “ o f”  instead o f  “ to ”

T he tw en ty-four h o u r clock is com m only used in travel tim etables w here tim es are 
read as follows:

06.00 oh  six hun d red  hours 
10.30 ten  th irty
12.00 twelve hun d red  h o u rs /m id d ay /n o o n  
14.45 fourteen  forty-five
19.00 nineteen hun d red  hours 
23.05 tw enty-three oh five
24.00 tw en ty-four hundred  h o u rs/m id n ig h t

P ractice w ith the follow ing tim es first using the norm al system  and  secondly the 
tw en ty-four hour clock:

05.17 11.30 13.20 14.05 15.37 15.45 17.40
18.15 19.19 20.00 21.55 23.59 24.00 00.35
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Chapter 9

CONGRESS

QO

82

Congress  facilities 
offered by a hotel

H ere is a  conversation  a t the F ro n t Desk:

a. G ood  m orn ing , sir. C an  I help you?

b. I ’d  like som e in fo rm ation  on  the prices fo r ren ting  
equ ipm ent an d  personnel fo r o u r congress.

a. C ertain ly  sir. I have the list right here.

b. W ell, we shall need an  overhead p ro jecto r fo r three days, 
a  slide p ro jec to r only on the M onday  and  then  it w ould 
be handy to  have a  tape recorder fo r a couple o f days.

a. T he overhead  is 35 m arks a day, so th a t is 105 m arks, 
the slide p ro jec to r 25, th a t m akes 130, and  the tape 
recorder is 30 m arks a day, so th a t w ould m ake a to ta l 
o f  190 m arks a ltogether sir.

b. W hat is th a t in dollars?

a. A pprox im ately  50 dollars sir.

b. T h a t’s a b it steep. Say, d o  you have any  o f  this closed 
circuit TV business— how  m uch does th a t w ork  o u t at?

a. W e have som e brand-new  Japanese  equ ipm ent which 
costs a ro u n d  45 dollars fo r 3 hours. B ut o f  course you 
have the advan tage o f  b o th  p ictu re and  sound.

b. Y eah, th a t sounds g reat. Sign me up fo r th a t and  th an k s 
fo r the  suggestion.

a. N ot at all. G lad  to  be o f  assistance.



Congress Facilities

Besides its norm al hotel services, the H otel N ep tune also offers congress facilities. 
H ere is w hat they offer:

HOTEL N EPTUNE
IN TE R N A T IO N A L  CONGR ESS CENTRE

P r ic e  l i s t  fo r  e q u ip m e n t  a n d  s e r v ic e s

V alid from  01.06.1976
o v erh ead  p ro jec to r 35 Fm k/day
slide  p ro jec to r 25 Fm k/day
ep id ia sco p e 50 Fm k/day
8 m m  film  p ro je c to r  (optical) 30 Fm k/day
16 m m  film  p ro jec to r (m agnetic) 60 F m k/hou r
tap e -reco rd e r 30 Fm k/day
reco rd -p layer 15 Fm k/day
c lo sed  c irc u it TV e q u ip m en t 175 Fm k/3 hou rs
P ro jec tion ist 35 F m k/hou r
G uides (in F inn ish ) 25 F m k/hou r
G uides (in fo re ign  languages) 65 F m k/hou r
In te rp re te rs  (consecutive) ap p ro x im ate ly  100 D M /day
In te rp re te rs  (s im ultaneous) approxim ately  150 D M /day +

trave lling  ex p en ses
M essen g er boys 10—15 F m k/hour

Practice
L ook a t the price list and  answ er the  follow ing enquiries:

1 C ould  you tell m e the cost o f  hiring guides w ho speak 
foreign languages please?

2 W hat k ind o f  film  p ro jec to rs do  you ren t out?

3 W h a t do m essenger boys cost these days?

4 C ould  you tell m e the app rox im ate  cost in £s o f  hiring 3 
sim ultaneous in terp re ters fo r a tw o-day sem inar we are 
arranging?

5 I f  I hire a film  p ro jec to r from  you, does th a t include the
cost o f  the p ro jection ist?

6 D o you have such  a th ing  as an  epidiascope?
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H o te l English

H ere is a conversation  abou t congress facilities:

QO
Bam forth  The nam e is B am forth— Congress C onsultants Ltd. H ere 

is my card . I ’m  here to  check the equ ipm ent we ordered 
for the In ternational C onference o f Journalists to  be held 
a t your hotel tom orrow .

Manager C ertain ly  sir. C om e right this way. I ’ll take you to  the 
aud ito rium  and  we can b o th  check the equipm ent on the 
spot. I t ’s ju s t  along the co rrid o r here. Lovely w eather 
fo r the tim e o f year, d o n ’t you think.

Bam forth  Yes, indeed. I do  love the spring. Y our h o te l’s quite new 
I understand .

M anager Yes, it is. C om pleted  last year as a m atter o f  fact. A h.
H ere we are. A fte r you sir. T he overhead p ro ject is on 
this table here.

Bam forth  I see. D o you have som e extra c lo th  pens in d iffe ren t 
colours? O u r speakers are very particu lar ab o u t that.

Manager C ertainly. I ’ll o rder a com plete range.

Bamforth  By the way, this slide p ro jec to r do esn ’t seem to  be
w orking. I th ink  it needs a new bulb.

Manager I ’ll a ttend  to  th a t right aw ay. N o, ju s t a m inute. I t ’s
n o t necessary. It w asn’t plugged in properly.

Bam forth  N ow  let me see— the tape recorder has an  em pty spool,
b u t the film  p ro jec to r d o esn ’t seem to  have an  em pty 
reel.

Manager N o, th a t’s in my office. T he D eputy  M anager b o r
row ed it. I ’ll m ake a no te  o f  it.

Bam forth  A nd do  you have an  ex tra  m agazine fo r the slide p ro 
jecto r?

Manager  Yes, there a re  tw o available in this d raw er here.

Bam forth  Y ou have a couple o f  electric typew riters on the desk
over there, b u t is there  an  adeq u ate  supply o f  typing 
and  carbon  paper I w onder.

Manager My secretary will be up  in a m inute with all the stationery,
including the  pencils, no te-pads, fo lders, nam e boards 
and  last b u t n o t least the a ll-im p o rtan t gavel.

Bam forth  W e shall a lso  need a notice b oard  in ad d itio n  to  the
norm al bulletin  b o ard  in the foyer.
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Manager T here is a sm all one over here w ith a spare box o f
draw ing pins on this shelf w here we keep the chalk and
the po in ter.

Bam forth  W ell, I th ink th a t is everything. You have been m ost 
efficient. Is th ere  anyth ing  we have fo rgo tten , do  you 
think?

Manager  W e could  perhaps ju st test o u t the m icrophone and  the 
am plifier, ju s t in case. T h ere’s no thing m ore annoying 
th an  beginning the conference w ith a high-pitched 
whistle.

Bam forth  Y o u ’re qu ite  right. T h a t rem inds me. Is there a  light on
the lectern an d  how d o  we tu rn  the lights dow n when
w e’re show ing the slides?

Manager  T here is a d im m er switch over here by the d o o r and  I 
can have an  ex tra  light fitted to  the lectern fo r you.

Bam forth  Excellent. T h an k  you very m uch indeed. You have been 
m ost helpful.

Practice
W hat things did M r B am forth  check? Run th rough  the  check-list on  page 86. Did 
he forget anything?

Im agine you are the M anager o f  the hotel. Tell him  w hat things he should  still 
check.
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T e c h n i c a l  e q u i p m e n t  c h e c k l i s t

c h e c k l i s t .

□  b la c k b o a rd □  c h a lk □  p o in t e r □  d u s te r

□  f l ip -c h a r t □  c lo th  p e n s

□  o v e r h e a d /  
p r o je c to r

□  t r a n s p a r e n c ie s □  s p a r e  b u lb

□  s lid e  p r o je c to r □  e x t r a  c a r t r i d g e /  
f o r  s l id e s

□  r e m o te  c o n t r o l /  
s y s t e m

□  p r o je c t io n /  
s c r e e n

□  e p id ia s c o p e

□  film  p r o je c to r /  
8 / 1 6  m m

□  o p t ic a l  o r /  
m a g n e t ic  s o u n d

□  e m p ty  ree l

□  ta p e - r e c o r d e r □  s p a r e  s p o o l □  m ic r o p h o n e □  t a p e

□  P A -s y s te m □  a m p lif ie r □  m ic r o p h o n e □  lo u d - s p e a k e r s

□  s im u l t a n e o u s /  
in t e r p r e t i n g /  
e q u ip m e n t

□  e a r p h o n e  s e t s □  4  c h a n n e l s

□  lig h tin g □  d im m e r □  le c te r n  lig h t □  s p o t l i g h ts

□  a c o u s t ic s □  v e n t i la t io n

□  a i r - c o n d it io n in g

□  n u m b e r  o f /  
c h a i r s

□  c lo s e d  c i r c u i t /  
TV

□  v i d e o ta p e /  
r e c o r d e r

□  m ix e r □  m o n i to r □  c a m e r a

□  p h o to c o p y in g □  d u p lic a t in g

□  ty p e w r i te r □  ty p in g  p a p e r □  c a r b o n  p a p e r □  e r a s e r

□  n o t i c e  b o a r d □  d r a w in g  p in s □  p a p e r  c lip s □  s ta p le r

□  p e n c i ls □  g a v e l □  n o te - p a d s □  n a m e  b o a r d s □  fo ld e r s

86



E x e rc is e  /

1
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3

4

5
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7
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9

E x e rc is e  I I

1

2

3
4

5

6
7

8

9
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Fill in the gaps using som e o f  the w ords below:

ta p e  re co rd e r , te c h n ic ia n , in te rp re te r , sc re e n , air- 
c o n d i t io n in g , p h o to c o p y ,  tra n sp a re n c ie s , m ic r o p h o n e ,  
a c o u s tic s .

I need s o m e ______________ fo r the overhead p ro jec to r.

W e have got a  film p ro jec to r bu t we haven’t got a
_____________________________ who could show  the film.

I t ’s very h o t in this room , I d o n ’t th ink  t h e ___________
is w orking.

I w an t to  listen to his speech later on , have you got a
  ?

I can ’t operate  these m achines m yself, I th ink  we need a

This room  has ex ce llen t________________, you can hear
everything even a t the back o f the room .

W e have three British lecturers so we need an
 to  transla te  w hat they say.

C ould  you please take a ___________________ o f  this text?

P lease test t h e ________________before  the lecture starts.

Fill in the prepositions when necessary:

I w an t som e in fo rm atio n  

I need this p ro je c to r___

This epidiascope costs 50 Fm k

The conference will take place _ 
H otel N e p tu n e .

W e’ll con tac t you a g a in ______

D o you have c lo th  p e n s ______

I th ink  w e’ll ge th e m __________

H ow  d o  you tu rn  the lights 
the slides?

I bough t those  ta p e s _____

your room  rates.

_________ 4 days.

_____________ day.

______________ the

next week.

d iffe ren t colours?

T hursday  m orning. 
 w hen show ing

tw o years ago.
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Exercise / / /  S tudy the conference facilities at the H otel Arctic 
and answ er the  follow ing questions in pairs:

HOTEL 
ARCTIC

Accommoda tion
Rooms 79 
Beds 200 

Rooms with all amenities

Congress Facilities
guests

T he Old Casino Restaurant 350
Gymnasium 150
Conference Room 60
Sunshine Room 40
B ar 30
Library 20
Several group work rooms of various sizes

T echnical Facilities
Recording equipm ent •  Overhead projectors 
16 mm film projector •  Slide projectors 
Copying service •  Typing service • Telex 
Flip-charts •  Blackboards 
No charge for use of congress equipm ent 
Videotape equipm ent can be ordered

Services
R estaurant seats 230 •  Night club
Leisure rooms •  Sauna
Swimming pool •  Gymnasium
Tennis court •  Sports equipm ent can be hired

1 H ow  m any people can you accom m odate?

2 H ave all the room s a private bath room ?

3 W hat kind o f m eeting facilities a re  there?

4 C an  I show  16 m m  films and  slides there?
5 W hat o ther m eeting equ ipm ent have you got?

6 D o you have closed circuit TV equipm ent?

7 H ow  ab o u t re s tau ran t facilities?

8 W hat recreational facilities do  you have?

9 C ould  I have the  full postal address o f  the hotel please?
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Types of meeting

S E M IN A R

W O RK SH O P

C LIN IC

C O NFEREN CE

F O R U M

SY M P O SIU M

P A N E L

L E C T U R E

C O LLO Q U IU M

CO N G R ESS

U sually a g ro u p  sharing experiences in a particu la r field 
w ith an  expert discussion leader. A ttendance generally 
30 persons o r less.

U sually  a general session w ith g roups o f partic ipan ts 
assisting each o th e r to  gain new know ledge. A ttendance 
generally n o  m ore  th an  30— 35 partic ipants.

U sually  sm all g roups, b u t m ay have general sessions 
w here experts provide m ost o f  the tu ition  in one 
particu la r subject.

U sually general sessions and  face-to-face g roups p lann
ing, fact-find ing  and  problem -solving.

A panel discussion o r p resen tation  by experts in a given 
field w ith an  o p p o rtu n ity  fo r audience partic ipation .

U sually  a panel discussion o r p resen ta tion  by experts 
in a given field before  a large audience. Som e audience 
partic ip a tio n , less th an  a forum .

Tw o or m ore speakers each sta ting  their view points. The 
discussion is led by a chairm an.

A  fo rm al p resen ta tion  by an  expert, som etim es followed 
by audience partic ipa tion .

A program m e w here the partic ipan ts  determ ine the 
m atte r to  be discussed. Leaders then  construct the 
program m e a ro u n d  the problem s th a t com e up  m ost 
frequently .

A large m eeting o r series o f  meetings o f  experts in a given 
field. O ften  w ith  in te rna tional partic ipation .
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Practice
You are  the H otel M anager. L ook at the rates for 
congress facilities, and  answ er the following questions:

1 H ow  m uch d o  you charge fo r the use o f  your aud ito rium  
fo r a) the w hole day, b) the a fte rn o o n  only?

2 H ow  m uch d o  you charge fo r conference equ ipm ent in 
the aud ito rium ?

3 Is it possible to  get photocopies?

4 I ’d like to  h ire  som e room s fo r g roup  w ork . W hat are 
y our prices?

5 D o you charge anyth ing  fo r the equipm ent we need for 
g ro u p  w ork?

6 W e need a conference room  fo r a couple o f  hours. How 
m uch do  you charge fo r that?

7 H ave you facilities fo r using closed circuit TV?

8 C an  you arran g e  in terpre ters fo r o u r conference and  is 
th a t included in the price?

9 Is it possible to  hire your nightclub fo r private use?

90



Rates fo r  C ongress F ac ilities

Premises

Hire if  at least Уз 
o f group lives in hotel

Other customers

Free Services Chargeable services

under 4 
hours

all day under 4 
hours

all day

Auditorium $500 $800 $700 $950 conference equipment 
fixed A V  equipment 
conference secretary 
conference organizers

closed circu it TV 
interpreting equipm ent 
copying service 
extra A V  equipment

Conference
rooms

$100 $175 $175 $250 fixed A V  equipment 
conference secretary 
conference organizers

closed circu it TV 
interpreting equipm ent 
copying service 
extra A V  equipment

Group work 
rooms

$20 per hour 
(max. $100 
per day)

$100 $30 per hour 
(max. $150 
per day)

$150 conference secretary 
conference organizers 
normal
group w ork  requirements

closed circu it TV

copying service 
extra A V  equipment

Big conference 
hall

$250 $350 $350 $500 fixed A V  equipment 
conference secretary 
conference organizers

closed circu it TV 
interpreting equipm ent 
copying service 
extra A V  equipment

N ight club $150 $300 $250 $500 conference secretary 
conference organizers

fixed sound and video 
equipment
other equipment needed

W e reserve the right to  make changes in prices 
A ll service fees are included in prices



H o te l English

A conference  
questionnaire

H ere is an  exam ple o f  a  questionnaire  th a t a hotel m ight send as p art o f  a survey to  
conference organizers.

NAM E __________________________________________________________
T IT L E  __________________________________________________________
C O M PA N Y /A SSO C IA T IO N  ___________________________________
A D D RESS _____________________________________________________
T E L E P H O N E  _________________________________________________

1 H ow  m any hotel room s does your m ajo r conference require? 
under 50 □  50—99 □  100— 199 □  200—499 □  500 plus □

2 H ow  may days does your m ajor conference last?
1 day □  1—3 days □  3—5 days □  over 5 days □

3 D o you encourage pre- and post-conference trips fo r your delegates? 
yes □  no  □

4 In w hat m onth  o f the year is your conference held?

5 W here would you consider holding your next conference?
UK □  EEC  C ountries □  M editerranean □  Scandinavia □
N orth  A m erica □  C aribbean □  L atin  A m erica □  A sia □
A frica □  A ustralia  □  New Z ealand □

6 W hat kind o f  venue would you consider?
C onference centres □  H otels □  Universities □

7 Preferred  c ity /c o u n try ___________________________________________
Novelty v en u e___________________________________________________

8 D o you require specialized help fo r your conference? 
audio-visual aids □  display equipm ent □  
m ulti-language in terpre tation  □  exhibition hall □  
resort facilities □  a irpo rt hotel location □

9 D o you request g roup airline and hotel rates for your delegates?

10 H ow  m any m inor conferences do  you plan a  year?______
W hat is the average num ber o f delegates a t these m inor 
conferences? ________________________________________

TH A N K  YOU FO R YOUR H EL P
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Arranging a conference  
on board ship

Are You Planning an Important 
Conference or Congress?

Remember that the in-convention is unconventional 
Why not hold your conferences and meetings at sea?

Whatever you call it, a conference, a convention, a sym
posium, meeting, debate, product launch, sales talk, AGM or 
seminar, we can cope with it. Our multi-purpose conference 
centre has seating for 400. I can be used either as one big con
ference hall or as several smaller rooms divided up by sound
proof folding partitions. Each seat in the main conference 
hall is equipped with a writing table, and an intercom device 
consisting of a loud-speaker and microphone for use during 
debates.

We have the most modern conference equipment available on 
the high seas. This includes full projection equipment— 16 
and 35 mm projectors, closed circuit TV and simultaneous 
interpretation facilities for up to  eight languages.

Telex and radio keep you in touch with your company 
whatever it is. We also offer secretial assitance from our 
specially-trained, multi-lingual staff.

Best o f all: There is no charge for the hire o f our Conference 
Centre.

Many well-known companies have already made their ad
vance bookings. Get in touch with us and we’ll be only too 
pleased to help you with your next conference.
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H o te l E nglish  

P lan  o f  facilities

O w w w

1. M U LTI-P U RPO SE  
C O NFEREN CE  

C E N TR E

2. M A IN  
CONFERENCE  
A U D IT O R IU M

3. A U X IL IA R Y  
R O O M S

4. C H A IR M A N 'S  
PL A  TFO RM

5. F IL M  
P R O JE C T IO N  

R O O M

O u r conference prem ises include a  m ulti-purpose centre 
w ith seating fo r  377. A dd itional room s can be reserved 
also. I f  necessary the m ulti-purpose centre can be divided 
by so u n d p ro o f folding partitions. Space a t the sides is 
equipped  w ith large glass screens fo r various types o f 
exhibition.

T he  cen tre  o f  the m ulti-purpose hall is the m ain con
ference au d ito riu m  seating 124. I f  desired this can be 
used as a  cinem a.

O n  either side o f the m ain conference hall is seating 
space fo r 110. T his space can be divided by folding 
partitions in to  6 sm aller room s, the  sm allest o f  which 
seats 26.

O n the ch a irm an ’s p la tfo rm  there is a panel discussion 
table fo r 5 speakers. Behind it is a p ro jec tion  screen.

T here are 3 film  pro jectors in all, tw o o f  them  35mm and 
one 16 m m . T h ere  are 2 slide p ro jec to rs— one o f  them  
with so u n d  synchron ization . T he sound  rep roduction  is
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th rough  4-channel stereo equipm ent with special 
am plifiers.

B A R  The m ulti-purpose conference centre has a bar seating 33.

C O N FER EN C E
E Q U IP M E N T

Every seat in the m ain  conference aud ito rium  has a 
w riting table an d  an  in tercom m unication  device with 
am plifier and  m icrophone fo r use during  debates.

T he room s a t the sides have their ow n conference 
equ ipm ent w hich can be used either together w ith that 
in the m ain au d ito riu m  or separately.

T he conference centre is equipped  w ith a videotape 
recorder, cam era  and  7 m o n ito r TV sets fo r v ideotaping 
presen tations an d  viewing them  again . Speakers’ own 
videotapes can also be show n.

T he film  p ro jec tion  room  has b o th  film  and  slide 
pro jec to rs.

B oth  8 and  16 m m  co lour films and  slides can be viewed 
th rough  the TV  m on ito r sets. All norm al conference 
equ ipm ent is available, including overhead p ro jec to rs 
fo r transparencies, a pho tocop ier, flip charts, type
writers, etc.

M ovable equ ipm ent 
2 8m m  film  p ro jec to rs  
8 overhead p ro jec to rs
1 epidiascope
2 cassette recorders

Fix equipm ent 
2 35 m m  film  pro jec to rs 
2 16 m m  film  pro jec to rs 
1 transisto rized  am plifier 
equ ipm ent fo r sim ultaneous in terpreting

3 p ro jec tion  screens 
2 tape recorders 
9 flip-charts 
6 slide p ro jec to rs
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Project work
W ith the aid o f  the advertisem ent “ A re you p lanning . . and  the layout p lan  o f 
the conference facilities on board  plus the list o f  equipm ent, try  to  arrange an 
answ er to  the follow ing problem s:

1 A D utch firm  D iscogram , R o tte rdam , wish to  arrange 
their A nnual C onference. A  new series o f popu lar records 
fo r the season ahead  is to  be presented. T hey  are, there
fore, extrem ely in terested  in the na tu re  o f your technical 
equipm ent.
T hey will have a to ta l o f  120 sales representatives from  
all over E u ro p e  and  there will be th ree official languages. 
T hey are a rrang ing  to  bring  along a leading pop  band  to  
en terta in  the conference during  their o ff-du ty  hours. 
D o n ’t forget to  m ention the o th er facilities on  board , 
including n ightclub, discos, rou lette  and  b a r facilities 
and  the saunas.

2 JH K , a leading Japanese m anufacturer o f  tractors, would 
like to  hold a retail conference on ship. You will have to 
organize the w hole thing. I t  m ight be a nice gesture to 
arrange fo r every m em ber o f the party  to  receive a 
com plim entary  gift. T here  will be in excess o f  150 
delegates.

3 U hem , G erm any , w ant to  a rrange a Sales M eeting cum  
Sem inar fo r 46 sales representatives to  discuss their new 
com m unication system. They will be extrem ely interested 
in high-quality , reliable and  up -to -da te  technical equ ip 
m ent. T ry  to  a rran g e  som ething to  satisfy them .

Useful phrases
I can give you som e in fo rm atio n  on  the prices.
O ur new Jap an ese  v ideo equ ipm ent costs $45 for 
three hours.

T he overhead p ro jec to r is 35 Fm k a day.

I’m glad to  be o f  assistance.

W e could test ou t the m icrophones.

T he acoustics are very good.

It accom m odates ab o u t 500 people.
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Chapter  10

CAN I SEE
MANAGER?

Politely dealing with 
com plain ts

A ll m em bers o f  a hotel s ta ff  m ust be ready  to  deal w ith com plain ts— som e o f them  
genuine, som e silly— politely but firm ly. H ere are som e examples:

QO 1 a. Is th a t the M anager?

b. Speaking. C an  I be o f  any  assistance?

a. C ould  you speed up  your sw itchboard  a bit please? I 
booked  a call to  Brussels a good tw enty m inutes ago 
and  I haven’t had  a reply yet.

b. W ell, perhaps they are ra th er busy a t this tim e o f  the 
day. A fte r all, we are an  h o u r ahead  o f  Belgium.

a. I know  th a t, b u t I could  have dialled m yself direct in 
no tim e a t all.

b. W e do  like to  ro u te  the  calls th rough  the o p era to r and 
then there can be no m isunderstanding abou t the charges, 
I ’m  sure you und erstan d .

a. N o, I suppose it w ould be d ifficu lt to  check the cost o f  
directly-dialled calls, b u t nevertheless I do  have to  put 
th rough  an  im p o rtan t call to  Brussels.

b. I ’ll get on  to  them  m yself and see w hat the delay is, then 
call you back as soon  as I know  anything.
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2 a. A nd w hat seems to  be the troub le  sir?

b. They d o n ’t w ant to  let me in to  the nightclub.

a. W ell, I ’m afra id  there is an  en trance charge sir.

b. But dam n it a ll— I am  a resident. I t ’s ridiculous.

a. I ’m very so rry  sir, b u t you see it is som eth ing  o f  a special
evening. O u r guest star this evening is Sam m y Davis
Ju n io r and  I ’m  a fra id  th a t the tickets d o  cost 250 m arks
each. I could  see if there are any left if  you w ould like 
one. W e generally try to  keep a few back for the residents.

b. G ood  L ord. T h a t’s nearly £35. N o, on second thoughts, 
I d o n ’t th ink I ’ll bo ther. C ould  you have them  send up 
a bo ttle  o f  scotch to  my room . I ’ll en terta in  m yself 
instead.

a. Very good sir. T hat is room  634, isn ’t it?

3 a. G ood  evening sir. I ’m the A ssistan t M anager.

b. H ow  nice.

a. Yes, I ’m afra id  w e’ve had a com plain t ab o u t the noise 
from  your neighbour across the corridor. H e’s trying to 
get som e sleep as he has an  early s ta rt tom orrow . I ’m 
sure you understand .

b. O h , I see.

a. D o you th ink  it m ight be possible to  ask your friends to 
be a little quieter? W e d o  like to  give o u r guests a chance 
o f getting  a good  n ig h t’s sleep. It is well a fte r 11.

b. O h, I ’m so sorry . I do  apologize. I suppose we were 
talk ing ra th er loudly. I t ’s ju s t th a t w e’ve signed a very 
im portan t contract. W e were having a b it o f  a celebration.

a. I ’m pleased to  hear it. Shall I ask R oom  Service to  bring 
you som e coffee?

b. N o, th a t w o n ’t  be necessary. W e were ju s t ab o u t to  pack 
up anyw ay.

a. T hank  you sir and  good night to  you.

4 a. C ould  I see the  M anager please? I have a com plaint.

b. C an  I help you m adam ?

a. Yes. D id you have this room  checked before  we m oved
in? T h ere’s n o t a  scrap o f  lavatory  paper and  the toilet 
do esn ’t flush p roperly , the w ater doesn’t ru n  aw ay in the
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Can I See th e  M anager?

b.

a.

b.

a.

b.

5 a. 
b.
a.

b.

a.

b.

a.
b.

a.

b.

show er and  I w ould  like an  extra pillow. W hat have you 
to  say to  that?

I ’m extrem ely so rry  to  hear that. I ’ll a tten d  to  it right 
away. The housekeeper usually checks every room  before 
new guests m ove in. W e have been extrem ely busy w ith 
a large conference.

T h a t’s no way to  ru n  a hotel. O ne do esn ’t expect this 
so rt o f  th ing in a well-run hotel.
N o m adam . I do  apologize. I t ’s unusual. W e d o  try  to 
check the room s as tho rough ly  as possible. Ju s t the one 
pillow was it? Is there any th ing  else?

W ell, you r therm ostatically -con tro lled  air-condition ing  
d o esn ’t seem to  be w orking  too  well. I t ’s as ho t as hell 
u p  there.

I ’ll ju s t ad ju st the  regu la to r fo r you and  I th ink y o u ’ll 
find it a little coo ler in a short tim e. I ’ll also send som e
one along  right aw ay to  look at the toilet and  shower.

W hat in heaven’s nam e happened  to  my baggage?

A re you w ith M r G rey’s party?

Y eah, and  my suitcases have disappeared . W hat a re  you 
going to  do a b o u t it?

Y ou did p u t y o u r cases ou tside the d o o r by 8, did you 
sir?

Yeah. W ell, m aybe it was a bit later, say ab o u t 9.30. W e 
d id n ’t get to  bed till well a fte r 3 a .m .

I see. W ell, the  bellboys w ould have picked up the 
g ro u p ’s luggage ju s t a fte r eight and  b rough t it dow n to  
the m ain  en trance. Y ou do  rem em ber pu tting  the cases 
outside the door?

Yeah, sure we d id . D o you think we’re nuts o r som ething?

I ’ll ju s t check w ith  the bellboy and  see if he rem em bers 
collecting any baggage from  outside room  369.

Y eah. Tw o so ft pig-skin suitcases w ith b lue and  w hite 
stickers on them . O ne o f  them  had my movie equipm ent 
in it.

T he bellboy says there  was no th ing  outside 369 except a 
p a ir o f  brow n shoes w hich he had  cleaned and  returned  
ab o u t 9.20.
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a.
b.

Exercise I  

1

2

3

Y eah. I pu t th e  cases o u t w hen I took  my shoes in.

O h , I see. In  th a t case it looks as if they m ight have been 
stolen. I ’m  a fra id  this will have to  be repo rted  to  the 
police. I ’m extrem ely sorry  th a t  this has happened , but 
you realize th a t we can n o t keep tabs on everyone in the 
hotel. I ’ll deal w ith this personally  and  see w hat can be 
done. P erhaps you w ould be good enough to  give a  list 
o f  the con ten ts  and  a com plete descrip tion. It is rare  
fo r things to  d isappear b u t it does h appen  som etim es.

Practice
Use the follow ing cue-w ords, w hich sum m arize the five 
conversations above, to  reproduce the  dialogues as far 
as possible in your ow n w ords.

B ooked call to  Brussels 20 mins. ago. Still haven’t been 
connected.
Busy. T im e difference.
C ould  have dialled direct.
Need to  go th ro u g h  o p era to r to  get co rrect charges. 
U rgent.
C heck w ith sw itchboard .
R efused adm ission  to  nightclub.
E n tran ce  charge.
Resident.
Special show . 250 m arks fo r ticket. See if  th ere’s any 
left.
T o o  expensive. B ottle o f  scotch in room  instead. 
C om pla in t from  neighbour ab o u t noise in room .
Sorry.
Reduce noise.
R easons fo r noise. A pology.

R oom  not checked. N o paper. Toilet d o esn ’t w ork. 
Show er blocked.
M ost unusual. Sorry. Very busy.
N ot good enough.
C heck room . A tten d  to  problem s im m ediately. A nything 
else?
A ir cond ition ing  n o t right.
Will get it ad justed .
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Can I See the M anager?

5 Suitcases gone.
P u t ou t by 8?
P erh ap s a b it later.
Bellboys w ould have collected all luggage by 8.
2 pig-skin cases.
T o o k  shoes in w hen cases p u t out.
M ust have been stolen. R eport to  police. A pology. List 
o f con ten ts needed.

Exercise I I  L o o k  at the  U seful phrases on  page 102 to  help you take 
the p art o f  the  M anager in dealing w ith the com plain ts 
th a t follow .

1 I d id n ’t get m y b reak fast in my room  this m orning 
though  I o rdered  it last night.

2 T he towels in m y room  have no t been changed.

3 M y neighbours are very noisy. C ou ld  you tell them  to  be
quite?

4 T here is a m istake in my bill.

5 M y show er d o esn ’t work.

6 I booked  a  doub le  room  w ith show er and  you have given 
me a single room .

7 T here  is a large spider in my bath .

8 I w an t a com plete refund .

Exercise I I I  W h a t w ould you say to  the  person  in question  when 
dealing w ith th e  following situations?

1 A  person  arrives a t the n ightclub w earing only a tee- 
sh irt and  jeans.

2 A fam ous pop  s ta r is d istu rb ing  o ther guests by having a 
noisy party  in his room .

3 A guest insists on taking a lady friend, w ho is not 
registered a t  th e  hotel, in to  his room .

4 A  businessm an from  the F a r E ast w ants his bill sent to  
his firm  in Indonesia  fo r settlem ent.

5 A guest is com plain ing  ab o u t the  slow service behind  the 
bar.
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QO
Useful phrases
C an I help you sir?

C an I be o f  any  assistance m adam ?

Excuse me, b u t could  you tell me w hat the tro u b le  is? 

W e’ll a tten d  to  it right away.

I ’ll call you back  as soon as I can.

W e had  a com plain t ab o u t the noise.

T here seems to  be som e m isunderstanding .

I ’m afra id  th a t is n o t possible m adam .

T h a t’s ra th er d ifficu lt I ’m afra id  sir.
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Chapter 11

CHECKING

At th e  Cashier 's  Office

QO Cashier
James

Cashier
James

Cashier

James
Cashier

James

Cashier
James

Cashier
James

Cashier

Cashier
Lady

Cashier
Lady

G ood  m orn ing  sir. C an  I help you?

I ’d  like to  settle my bill.

C ertain ly  sir. I t ’s M r A rkw righ t isn ’t it?

T h a t’s right. I ’m  leaving today , so I ’d like to  have my 
bill.
Ju s t a m om ent sir . . . H ere we are. F o u r nights a t 93 
m arks, and  here are  the m eals th a t you had a t the hotel. 
T h a t m akes a to ta l o f  665 m arks.

U m — w h a t’s th is am o u n t here?
T h a t’s the twelve and  a ha lf per cent service charge. 

A h, so service is included. D o n ’t you go in fo r tipping 
then  in F inland?
N ot very m uch  sir.

R ight. N ow , can  I pay by E urocard?

C ertain ly  sir. M ay I have the card  please?

H ere you are.

W ould  you sign here please?

G ood  m orn ing  m adam .

I ’d like to  change a traveller’s cheque. 
Yes m adam . A n d  fo r how m uch? 

Tw enty-five pounds.
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Cashier W ould you sign here please?

L ady  W hat ra te  a re  you giving?

Cashier Seven po in t n ine F innm arks to  the pound.

Lady  I see, so th a t’ll be— um — er— .

Cashier T h a t m akes 197 m arks 50 pennies m adam . H ere you 
are.

Lady  T han k  you. B ut could  I have som e m ore change?

Cashier Shall I split th is 50 m ark  no te  in to  fives an d  tens?

Lady  Let me see— ten  is a  b it m ore th an  a pound , and  five— .
Yes, th a t will be all right.

Cashier T han k  you m adam .

Practice
You are  the cashier a t a hotel in E ngland . Som e guests w ant to  change foreign 
currency and  ask fo r the rates o f  exchange. R efer to  the rates given and  answ er the 
questions.

RATES OF EXCHANGE (UK sterling)

A ustria SCH 34.30 N etherlands G 5.21
Belgium FR 77.25 N orway KR 12.53
C anada $ 2.86 Portugal ESC 129.53
D enm ark KR 14.72 Spain PTA 189.00
France FR 11.07 Sweden KR 10.74
G reece DR 131.00 Switzerland FR 4.37
Italy LIT 2255 USA $ 2.387
Japan  YN 512.00 Yugoslavia DR 79.50

1 I ’d like to  change 100 Sw edish crow ns. W h a t ra te  are 
you giving?

2 C an  I pay in dollars? W h a t’s the  ra te  today?

3 H ow  m uch w ould  I get fo r 2000 F rench  francs?

4 I ’d  like to  change som e G erm an  m arks. W h a t’s the  ra te 
o f  exchange?

5 W h a t w ould you give me fo r my Ita lian  lira please?
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C hecking  O u t

Paying th e  bill

QO

H ere is the  conversation

Guest 
Receptionist 

Guest 
Receptionist

Guest

Receptionist 
Guest

Receptionist

Guest 

Receptionist 

Guest 

Receptionist 

Guest 

Receptionist

Guest

Receptionist

Guest

in w hich the R eceptionist explains M r C olyer’s bill:

C ould  I have m y bill please?

C ertain ly  sir. W h a t nam e is it?

C olyer, R obert C olyer from  room  222.

H ere we are sir. T h a t com es to  258 m arks and  76 pennies 
altogether.

B ut I ’ve only been here one night. D o you th ink  you 
could  go th ro u g h  it item  by item  and explain it all? 

T h a t first n u m b er is your room  num ber 222.

O h I see. I th o u g h t it m ight have been the charge fo r my 
telex to  A thens, bu t th a t does seem a bit cheap all the 
w ay to  Greece.

N o, th a t is the th ird  item — 20 m arks fo r your telex. The 
second en try  here is the re s tau ran t— m ain lunch 
yesterday— a to ta l o f  53 m arks. Item  six is 15 m arks for 
the  garage.
I had d in n er in the  steak house, is th a t this 107 m arks 
here?

N o sir. T he  steak  house was 34 m arks 76 pennies. Item  9 
is a m istake.

T han k  goodness fo r th a t. I was beginning to  th ink that 
F in land  really is an  expensive country .

Item  10 is the 140 m arks fo r your room  and  item  13 is 
the m istake corrected .

O h , th a t’s n o t so  bad . D id you rem em ber th a t I had 
b reakfast?

Yes sir. T h a t appears here. Item  17, 12 m arks and  I 
believe you also bough t som e new spapers, th a t’s the 4 
m arks here m aking  a grand to ta l o f  258 m arks and  76 
pennies. I ’ll ju s t check it again fo r you. yes, I ’m afraid  
I c a n ’t m ake it any  less fo r you.

N o t a t all. Y o u ’ve been m ost helpful. I ju s t w anted  to 
m ake sure th a t’s all.

O nly to o  pleased to  be o f assistance. A nd  we hope to  see 
you again  som e day.

T han k  you and goodbye.
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NAME R O B E R T  C O L Y E R

H O M E  T O W N  E D I N B U R G H

R O O M  N U M B E R  2 2 2

BILL

N O . O F  P E R S O N S

PRI CE 1 4 0 , - D A T E 2 6 . 6 .

1 71 5 5 5 * 2 4 8' 0 0 0 2 .2 2 t 1
2 2 A 0 0 3 3 .0 0 8 M
3 3 kt 0 02 0 .0 0 8 PUN
4 Ц 5 5 5 * 2 4 US 0 0 5 3 .0 0 8 X
5 5 В 0 0 5 3 .0 0 ОН X
6 6 e 0 0 1 5 .0 0 •• №
7 7 В 9 0 0 3 U 6 г RAV
8 * 5 5 5 * 2 4 US 0 1 0 2 .7 6 г X
9 9 в 0 1 0 7 2 6 DEB X

10 10 в 0 1 6 0 .0 0 : ним
11 i t 5 4 2 * 2 4 us 0 2 6 7 2 6 •• X
12 12 в 0 2 6 7 2 6 DEB X
13 13 в 0 1 0 7 2 6 Ш X
14 14 в 0 1 0 2 .7 6 DEB X
15 « 5 4 5 * 2 4 us 0 2 6 2 .7 6 : X
16 16 А 0 2 6 2 .7 6 DEB X
17 17 A i 0 0 1 2 .0 0 X w

18 18 А 0 00 6 .0 0 X PORI

19 №  004774
5 4 8 * 2 7 US 0 2 5 8 .7 6 X X

20 20
21 21

R O O M  N U M B E R

R E S T A U R A N T  
S T E A K  H O U S E  

T E L E P H O N E

G A R A G E

R E S T A U R A N T  
MAIN L UNCH

A M I S T A K E  

R O O M  RATE

MI S TA K E
C O R R E C T E D

C O R R E C T E D
T O TA L
B R E A K F A S T

REC E PTI ON
P A P E R S

T OT AL
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Practice
Using M r. C o ly e r’s bill as an  exam ple, explain this bill fo r M r. Legros

NAME Mr B e r n a r d  LEGROS

BILLh o m e t o w n  P a r i s , F r a n c e

R O O M  3 5 6 NO.  O F  P E R S O N S 1

p r i c e  1 3 5 : - DATE 3 . 4 . - [ 7 8

1 » m a - 3 И» 0 0 0 3 5 6  :  :

2 2 i 0012.4  0 :  RUH
3 3 u  0 0 2 0 .0 0  s , i l ;
4 Ц m a - 3 us 0032.110 :  :

5 5 в 0 0 3 4 2 0  DEB :

6 6 в 0 1 3 5 .0 0  I  HOOK
7

71 m a -  
7 3 us 0 1 6 9 2 0  :  :

8 8 8 0 1 6 9 .2 0  DEB t
9 9 В 0 0 3 4 2 0 «RED :

10 10 В 0 0 3 2 .4 0  DEB :
11 #  ?? 1 a - 3 us 0167 . I |0  : 1
12 12 8 0 1 6 7 .4 0  DEB I
13 13 В 0 0 1 2 . 4 Q k « j  $
14 14 8 0 0 1 2 .4 0  i  RAV
15 я  992a- 3 US 0 1 6 7 .4 0  : 1
16 16 A 0 1 6 7 .4 0  DEB t
17 17 A 0 0 1 5 .0 0  :  RAV
18 «  99ta- 4 US 0 1 8 2 .4 0  :  1
16 N= 004841 19
20 20

21 21
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QQ
Useful phrases

W ould you please settle your bill at the C ash ier’s desk? 

T h a t m akes a  to ta l o f  (700) m arks 
will be (700) m arks in all 

Service is included

W e accept cheques w ith a b an k e r’s card  
H ow  are you paying?

I ’ll ju s t take dow n the particu lars if I may 

D o n ’t forget to  leave your key a t Reception 

D o you have a  credit card?

Item  (4) refers to  (your telephone calls)

T o  pay in cash

by travellers cheque 
in foreign currency 

by voucher 

by signing the bill 

by credit card  

by cheque
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Chapter  12

POLITE PHRASES
(A selection o f  the phrases in this unit is recorded on the cassette)

Greeting

Meeting friends

H ow are you?
H o w ’s life w ith you? 
H o w ’re things? 
H ow ’s it going then?

Replies
Fine thanks, and you?
O h, no t too  bad , and  you? 
C a n ’t com plain , and  you? 
All right thanks, and  you?

I f  you haven’t seen the person fo r  a long time, you can say:
H av en ’t seen you fo r ages! 
o r  Fancy m eeting you!

Introducing people
T his is (M r Jack so n )—T his is (M iss W ilson)
M ay I in troduce you to  (M r Jackson)?
I ’d like you to  m eet (M r Jackson)

The people who are introduced say to each other:
H ow  d ’you do?
Pleased to  m eet you (M r Jackson)

The next time you meet, i f  you don’t know the person very well, you can say: 
G ood  m orn ing  (un til 12 noon)
G ood  a f te rn o o n  (until ab o u t 5pm ) T he reply is the sam e
G ood  evening (a fter ab o u t 5pm)
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Greeting guests in a hotel
G ood (afternoon) (M r Jackson). W elcom e to  the (H otel N eptune) 
I trust you had a good journey .
I hope y o u ’ll enjoy your stay here 
I hope your stay will be a p leasant one 
If  th ere’s anything you need, ju s t ring R eception

QO

C onversation

Christine L ook , G eorge. T h ere’s som ebody waving. I th ink he’s
waving to  you.

George G ood  gracious, th a t’s M ichael Jones. I haven’t seen him
for years. W e w ere in G reece together.

Christine W ell, he’s com ing over.

George Hello M ichael. H ow  are  you?

Michael Fine thanks. I haven’t seen you fo r ages.

George I ’d like you to  m eet my girlfriend C hristine. C hristine,
this is M ichael Jones.

M ary How do you do? G eorge has often  talked  abou t being in
Greece with you.

Michael How do  you do , C hristine. I’m very pleased to  meet you.
George A re you in a hurry , M ichael?

Michael N ot really, why?

George L e t’s go and  have a drink  som ew here and catch up  on
old times.
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Leaving
Polite Phrases

I f  you don’t know the person very well, you can say: 
G oodbye. It was so nice m eeting you.

I f  you know the person well, you can say:
C heerio /B ye bye/B ye/S ee  you

I f  it’s late, you can say:
G oodn igh t

General phrases fo r  departure 
W ell, I really m ust be o ff  n o w /o n  my way 
If  y o u ’ll excuse m e I really ought to  be  going (form al) 
L ook  a t  the time! I m ust dash (in form al)
W ell, all the best
See you la ter (fo r a m eeting later the sam e day)

QD C onversation

M ichael W ell, it’s been lovely seeing you bu t I really m ust be off.

George Yes, we m ust be on  o u r way too. It was nice seeing you
again.

M ichael It was nice m eeting you , C hristine.

M ary  I enjoyed m eeting you too . G oodbye M ichael.

M ichael G oodbye. C heerio  G eorge

Practice
W h a t  w o u l d  y o u  s a y  i f :
you m et an  o ld  friend  called John?

you w anted  to  in troduce M r. M atthew s to  your friend
T ony W ilson?

you had to  leave a g roup  o f friends?
you had  ju s t been in troduced  to  M iss Johnson?

you were going to  m eet your friend later on in the evening?

you had  to  leave som eone you had ju s t been in troduced
to?
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Please and thank  you
'Please' is seldom used on its own. It is normally used in a phrase when you want 
something. Notice that English people use 'please' and 'thank you ' quite a lot.

W ould  you m ind (opening the  w indow ) please?— N ot a t all.

W ould  you (pass the salt) please?— O f course.

C ould  you (hand  me th a t book  please)?— H ere you are.

'Please' is not used alone when you give something:

W ould  you like som e coffee?

H ere’s your coffee.

Formal thanks
T han k  you fo r (inviting me)
T hank you fo r (a lovely weekend)
T han k  you fo r (your help)
It was so kind o f you (to help out)

Less formal thanks
T h an k s ever so m uch Reply to both:
T h an k s a lot T h a t’s all right

I f  you are offered something, you say:
Yes please ( if  you w ant it) 
o r N o thank  you (if you d o n ’t w an t it)

N ot at all
Replies Y o u 're  welcome

It s a pleasure 
D o n ’t m ention it

Practice
W h a t  w o u l d  y o u  s a y  i f :

you w anted  som eone to  close the door? 

som eone asked you to  pass him  the ashtray? 

som eone invited you fo r a drink? 

som eone th an k ed  you fo r a gift you gave them ? 

you handed  som eone his coat?
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Apologizing
I f  you don’t hear or understand what the other person says you can say: 

P ard o n ?  I beg your p ardon?  I ’m sorry? W hat did you say?

I f  you have made a mistake or done something that you didn’t mean to you say: 
S o rry ./ I ’m so s o r ry . / I ’m very s o r ry . / I ’m terrib ly  so rry ./ I  do  apologize

The answer to that might be:
T h a t’s all r ig h t./N o t at a ll./N ev er m in d ./N o  harm  done

I f  you have to interrupt someone fo r  something you can say:
I ’m sorry  to  d istu rbyOU _  T h a t’s all right.

b o th er Please go ahead
N ot a t all.

Excuse m e. - Yes?
M ay I in te rru p t you fo r a m om en t?— O f course.

I ’m afra id  I ’ll have to  in te rru p t y o u .— T h a t’s all right.

Formal apologies
I ’m so sorry  ( I ’m late)
I d o  apologize fo r (being late)
P lease forgive me (fo r being late)

Practice
W h a t  w o u l d  y o u  s a y  i f :

you arrived  late fo r a form al m eeting? 

you tro d  on som eo n e’s toes? 

you had  to  w ake som eone up late at night? 
you h ad  to  in te rru p t a  conversation? 

som eone apologized fo r pushing in to  you? 

som eone apologized  fo r d isturb ing  you?
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Other useful phrases

Formal regards:
Give my regards to  (your fam ily)— T hank  you I will.
G ive my best regards to  (Jan et)— T h an k  you I will.

Less formal:
Give my love to  (M ary)—T hanks, I will.
R em em ber me to  (your paren ts)— O f course, and me to  (yours)

When someone is ill:
I hope you get b e tte r soon.
I hope you soon get well again.

When someone has a birthday:
H appy  B irth d ay /M an y  H appy  R etu rns — T han k  you.

When someone is going somewhere:
H ave a good tim e— T hanks.
H ave a good trip —T hanks, I ’m sure I shall.
H ave a nice w eekend— T hanks, the  sam e to  you.

Something good has happened:
C ongratu la tions — T hanks.

Asking fo r  permission:
D o you m ind if  I sm oke?
M ay I be excused fo r a m om ent?

Practice
What would you say if: 

your friend was going on holiday? 
y our friend was getting m arried? 
you wished to  sm oke? 
som eone was going o ff  to  a party?
you w anted your friend to  pass on  y o u r good wishes to  her husband?
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