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IHosicHUuTeIbHAA 3aNIUCKA

Hacrosimue  Meromuueckue  marepuansl no  MJIK.01.02
«MHOCTpaHHbI! A3bIK B chepe npodecCuoHATbHON KOMMYHUKAIIUU JJIs
CIIY>KOBbl TIpUEMa M pa3MEIICHUs» MpeAHa3HAYEHbI ISl 00Yy4YaroIuXcs
cuenuanbHOoCcTH 43.02.14 I'ocTHHUYHOE J1€I10.

[lenp [OaHHBIX METOAUMYECKUX PEKOMEHIAlUUM —  O0Ka3aTh
comeiictBue  obOywarommmcs  ycnemHo — ocBouth  MJIK.01.02
«MHOCTpaHHbBIN A3bIK B cepe npodecCHOHATbHOM KOMMYHUKAITUU JJIsI
CITy>KOBI IpHe€Ma U pa3MeNIeHUs», a UMEHHO:

* pa3BUTh y OOYYAIOIIMXCS OCHOBHBIC HABBIKM HWHOS3BIYHOIO
oOlLlleHUsT B JHAIOTMYECKON W MOHOJOTHYecKor ¢opmax B paMkax
HE00X0IMMOTO MPO(HECCHOHATBLHO-IETIOBOTO y3yCa;

* O3HAaKOMHUTH OOYYaAIOIIMXCS C KYJbTYPHBIMU LIEHHOCTSIMHU
CTpaH U3y4aeMoro S3bIKa;

* chopmupoBaTh y 00Yy4YarOIIUXCSA TOTOBHOCTh K MPUMEHEHUIO
MHOCTPAHHOTO S3bIKa B TPO(ECCUOHATEHOM OOIICHUH.

BrinonHeHue ykazaHuUW TO3BOJIUT OOYYAOIIMMCSl MOJY4YUTh, a
TaKXK€ PACHIMPUTh M 3aKPENUTh HEOOXOIUWMbIC 3HAHUS, YMEHUS H
HaBBIKH, U Ha 0a3e ux chopMHUPOBATH HEOOXOAUMBIE KOMITETCHIIUH.

[TocpencTtBom WU3y4CHUS npodeccuoHaIbHOM JIEKCUKH,
pedepupoBaHusi, TOATOTOBKM YCTHBIX TEM IO CHCIUAIBHOCTH,
TPEHUPOBKU HABBIKOB YCTHOIO W IIMCBMEHHOI'O IIEPEBOJA TEKCTOB
npo¢ecCHOHANTBHOMN HaNpaBICHHOCTH JOCTHUTAETCS pa3BUTHE
KOMMYHHMKATUBHBIX YMEHHI, a TaKXKE€ COBEPIICHCTBYIOTCSA HaBBIKU
OTIEPUPOBAHHUS SI3BIKOBBIMU 3HAHUSAMHU, NTOJTYUYCHHBIMHU B X0/1€ OOYUYEHHSI.
Urto B CcBOO ouepelb BeAET K (POPMUPOBAHHID KOMMYHUKATHUBHOM
KOMITETCHIIHH.

CrnenoBaHue peKOMEHJALMAM IMOMOXKET MPHOOPECTH JOCTOMHBIC
3HaHUS W MAaKCHMaJbHO COOTBETCTBOBATh TPEOOBAHUSIM HA HTOTOBOM
KOHTpPOJIE Y TMpU BEICHUM JalibHeWmed  npodeccuoHalbHON
NEATENbHOCTH.

MeTtoandeckue pEeKOMEHJAIMU COJIEPKAT HECKOJBKO Pa3ieiioB:
MEPBBIN pa3aei 3HAKOMUT CTYJEHTOB C TEXHUKOW MEPEBOA, COACPKHUT
pEeKOMEHAIINM 110 padoTe ¢ MpodeCcCHOHATIBHOMN JIEKCHUKOM.

Bropoli paszgen BKIIOYAET PEKOMEHIALMUA JIsi CTYIACHTOB IIO
CaMOCTOSITEJIbHOMY COCTAaBJICHUIO Pa3TOBOPHOMN TEMBI.

Tpetnii pazzen conepKUT MATEPUAIIBI K TPAKTUYECKUM 3aHITUSM.

Marepuanbl K MPaKTUYECKUM 3aHATUSIM COJEPKAT TEMATUYECKHUE
TEKCTOBBIE MaTepHUasibl, MOAOOPKH YNPAKHEHUW Ha paclIdpeHUe
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CJIOBapHOr0 3araca, TPEHUPOBOUHBIC 3aJaHUs ISl AKTUBHU3ALUU
rpaMMaTHYECKUX (POPM M CHHTAKCUUYECKUX 0OOpPOTOB.

|. OcHOBBI TEXHUKH NEPEBOIA CNENUATBHOI0 TEKCTA

B pesynerare ocBoenmss MJIK oOygarommuiics AOKEH 3HATh
OCHOBHBIC OCOOCHHOCTHU JI€JIOBOTO CTHWJISI JIUTEPATYPhl HA MHOCTPAHHOM
A3bIKE M YMETh YHUTaTh CHEIUajIbHbIE TEKCThl MpodecCuOHaTLHON
TEMATUKA HAa OCHOBE BIIAJICHUS AKTHUBHBIM U NACCUBHBIM JIEKCUYECKUM
MHUHUMYMOM.

[ToCcKONBKY CIleUMaNIbHBIE TEKCTHI IMPUHATO OTHOCHUTH K HAYYHOMY
CTHJIIO, OHH HMEIOT cBou ocoOeHHocTH. K  ocoOeHHOCTIM
CUHTAKCUYECKOT0 O(OPMIICHHSI TEKCTa ATOr0 CTWIS CIEeIyeT OTHECTU
CUHTAaKCUYECKYI0 TOJHOTY O(OPMIICHHS BBICKA3bIBAaHUS, HAJTUYHE
AHAJIMTUYECKUX KOHCTPYKLHI, 4YacTOE YMOTPEOJECHHUE OINPEIeICHHBIX
KJIMIIUPOBAHHBIX  CTPYKTYpP, Pa3BEPHYTYI0 CHCTEMY  CBS3YIOIIHNX
AJIEMEHTOB, COK30B, COIO3HBIX CJIOB HW T.I. HayudHeii TekcT
CIIEMAIN3UPOBAH HA IepeJadye KOTHUTUBHOM  IO3HABATEJIbHOU
uH(opMaIuu.

PaccMoTpum pasnuyHbIe CpeACTBA €€ NEpeaavu:

1) Tepmunbl. OHu 0071aal0T BCEMH CBOMMH XapaKTCPHBIMH
NpU3HAKAMU: OJHO3HAYHOCTh, HEUTPAIBHOCTh, 3aBUCHUMOCTH  OT
KoHTeKcTa. Kaxkp1ii TepMUH BBOJUTCS €r0 N€(PUHUIIUEH, HATIPUMED:

There are lots of ways to measure inflation; one of the most
popular ways is the retail price index.

2) Jlekcuka. Jlekcmka B TEKCTaX JAaHHOTO THIA JOCTATOYHO
olHOOOpa3Ha MO CBOEMYy cocTaBy. JIEKCHKY cCHenHalbHBIX TEKCTOB
HA3bIBAIOT OOIIEHAYYHBIM CJI0OEM TEPMHUHOJIOTUM WU JICKCUKOU
oOimeHayyHoro onucanusi. lcciaegoBaB ee OCOOCHHOCTH B TEKCTE,
MOYKHO BBISIBUTH CJICAYIOIIEE:

a) OHA JIMILIEHA YMOIIMOHAIBHON OKPAaCKH;

0) ee MOXXHO OTHECTHM K HEHUTpaIbHOMY BapUaHTY COBPEMEHHOM
NIACbMEHHOM JINTEPATYPHONU HOPMBI.

3) Bpemennnie (opmbl. [IpeobiamaeT aGCOTIOTHOE HACTOSIIEE.
Ero wucnons3oBaHHE Ma€T BO3MOKHOCTH TMPEJICTABUTH COOOIAEMbIC
CBEJICHUS KaK OOBEKTHUBHBIC, HAXOISIIUECS BHE BPEMEHHU.

Profit can be defined in terms of revenue and costs. Aiming to get
higher profits, firms obtain each output level as cheaply as possible.
(Present Simple Tense).

4) 3ajoroBple  KOHCTPYKIHH. Pa3HOOOpa3HBIE  CpPEICTBA
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BBIpQKEHUSI  TMACCHUBHOCTH IO  OTHOMICHHIO K  (GOpMaJbHOMY
nmoIc;KameMy: IrjaarojJdbHbIC KOHCTPYKHOHH C ITACCUBHBIM 3HAYCHUHCM,
O€37MYHbIC U HEONPEICICHHO-IMYHbIC TTPEJIOKECHUS.

The optimal supply_is affected_by such non-economic factors as
technology. environment, etc. (Present simple Passive).

It was expected that he would get much profit soon. (Past simple
Passive, 6e31iuHbIi 000pOT ¢ MecT it).

One achieves higher profits by reducing production costs.
(HeomnpenenaeHHO- TMYHOE IIPEAJIONKCHIUE).

It is necessary to research this market. (be3nuunas KOHCTPYKITUS).

5) Pa3HooOpa3ue CJI0KHBIX CHHTAKCHYECKHX CTPYKTYP.

HpeI[J'IO)KeHI/ISI, OCJIOJKHCHHBIC HCITIOJIB30BAHUCM I/IH(I)I/IHI/ITHBHBIX
KOHCTPYKIUHU B GyHKIUN 00CTOSITENBCTBA, IIOJIEKAILIETO,
OoNpCACIICHUSA, KOHCTPYKOHUHU «CJIOXKHOC IIOMJICIKAIICC), «CIOXKHOC
JOTIOJTHEHUEY, CII0KHBIE (OPMbI UHPUHUTHBA U T.II.

ITepeBoa Ha POAHOM A3BIK NPU U3YUYEHUU UHOCTPAHHOTO SIBJISETCS
OJHOBPCMCHHO U LCJIbIO, U CPCACTBOM. YMmeHue ICPCBOJAUTb — YCTHO U
IIMCBMCHHO — I/IHOCTpaHHHﬁ TCKCT MU HHOCTPAHHYIO PCYb COCTABJIACT
OJHY U3 3aaa4 O6yquI/Iﬂ JaXXC B TOM CJ1y4dac, KOraga OHO HC UMCCT CBOEH
1eJbI0 MPOGECCUOHATIBHYIO MOJTOTOBKY EPEBOAUYUKOB.

3aHnMancCh HpaKTHKOﬁ nepesBoga ¢ aHTJIMICKOTO fA3bIKa Ha
PYCCKHUH, OOyYaloIIMHCA TMOBBIIMIAET CBOI SA3BIKOBYIO KYJIBTYpPy H
COBCPHICHCTBYCTCA B HMCIIOJIB30BAHUU CPCACTB POIHOIO sA3bIKA. O,Z[HaKO
OJHa IMPAKTUYCCKaAs pa60Ta, 0e3 3HaHUuI BCAYIIHUX IIPUHOUIIOB IICPEBOIA
U TEOpPETUYECKUX 00001IeHN, Man03(p(HEeKTUBHA.

Co3HarenpHOE OTHOLIICHHUC K Imponecccy nmepeBoaa, T.C.
COIIOCTABJICHHUC BBIPASHUTCIIbHBIX CPCIACTB AHTJIMICKOTO U PYCCKOIO
SA3BIKOB MW aHAJIW3 IMPUCMOB IICPCBOAA, COCTABIAOIMINC CYIIHOCTDH
JMHTBUCTUYECKON TEOpUHU TEPEeBOJia, CIOCOOCTBYIOT MPUOOPETCHUIO U
3aKPCIUVICHUIO HABBIKOB IICPCBO/JA.

OcoOeHHO BHUMATEIbHBIM HAJ0 OBbITh TMpPU TMEPEBOAEC C
AQHTJIMHACKOTO sI3bIKa HAa PYCCKUU SKOHOMHUYECKUX TEKCTOB, OAHKOBCKHUX
HOKYMCHTOB, BBIIIMCOK, CUCTOB. B PYCCKOM A3BIKC IPUHATO OTHACIIATH B
MHOTI'O3HA4YHbIX 4YHUCJIaX COTHH, ThICAYU U T. 1. HpO6€HOM 503041 TO‘-IKOfI, a
B QHTJIMUCKOM — 3a0SITBIMU.

Onna u3 Hambosee PacHpOCTPAHEHHBIX OIIMOOK TPH IMEPEBOJC
CBiA3aHa C TaK HA3bIBACMBIMU <«JIOKHBIMH APY3biAMHU IICPCBOJUYHKAY.
JloxxkHeie npy3bs TepeBoaunka (kadbka ¢p. faux amis), win
MECKBA3BIKOBBIE OMOHHNMBI (MG)KBHBBIKOBBIG HapOHI/IMBI) — I1apa CJIOB B
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ABYX A3bIKaX, IMOXOXHUX I10 HAIITMCAHUIO W/ MIH IMPOU3HOMICHUIO, YaCTO C
O6H_II/IM MPOUCXOKIACHHUCM, HO OTJIMYAOIIHUXCs B SBHAYCHHMU.

Il. PekomeHganmuu 10 CaMOCTOSITEJIbHOMY  COCTaBJIEHHUIO
Pa3roBOPHON TEeMbI

[TogrotoBka pa3roBOpHON TEMbl OTHOCUTCS K TOMY BHUIY
CaMOCTOSITEIBHBIX PpabOT O00ydYaromMXcs, KOTOpas IJIaHUPYeTCs Ha
3akmounTenbHoM atane ocBoeHuss MJIK.01.02 «MHocTpanHbIi S3BIK B
cepe mpodeccHOHAIBPHOM KOMMYHHUKAIIUM JJISI CIY>KObI NpHeMa H
pa3MeNICHUs».

DTO Pa3HOBUIHOCTb CAMOCTOATENIBHOW pabOThl ¢ JTUTEPATypPHBIMU
MCTOYHUKAMHU, COCTOSIIEH B MCIOJIb30BAHUU Pa3HOOOPA3HBIX MPUEMOB
oOpaboTku 3akirodeHHOM B HeMm wuHpopmauuu. [Ipu cocraBieHuu
pa3rOBOPHOM  TEeMbl  MaTepHaJl  HMCTOYHUKOB  KOHCIEKTHUPYETCH,
IUTUPYETCSI, AHAIM3UPYETCS, O0O00O0IAeTCsl, CpPaBHUBACTCS, B HEM
BBIICJISIETCSl TJIaBHAsl MbICIL. B WTOore 3Toi pabGoThl MUIIETCS YCTHas
TEMa KaK TOCJIE€A0BAaTENbHOE, IEJIbHOE, JIOTUYECKU 3aBEPIICHHOE
MMCbMEHHOE U3JI0KEHUE €€ Pe3yJIbTaTOB.

Haznauenue »5Toro Buaa pabOThl COCTOUT B TOM, YTOOBI
IPOJICMOHCTPUPOBATL  YMEHHE pabotath ¢ uHpOpMaluend Ha
AHTJIMACKOM SI3bIKE, MCTIOJB3Yysl HAay4YHBIC MPHUEMBI M METOIbI, YMCHHE
paboTaTh C pa3IMYHBIMU UCTOYHUKAMU TTO3HAHMUS.

OcHOBHasi 1Ie7Tb COCTABJICHUS PAa3TOBOPHOM TEMBI — KpaTKOE
OCBCILICHME HaumboJiee 3HAYMMBIX  aCIEKTOB  paccMaTpuBaeMou
POOJIEMBI HJIM U3y4aeMOTO SIBJICHUS.

TexHomorusi cocTaBlIeHHs] Pa3TOBOPHON TEMBI BKJIIOYAET B ceOs
pAl  TOCIENOBATENbHBIX  JACHCTBUN. JlecTBUSI MOryT  OBITH
CJAeYHOIUMM:

1. BHUMAaTEIbHO 03HAKOMBTECH C HA3BAHUEM TEMBI.

2. BpiOepuTe MCTOYHMKH, HAa OCHOBE KOTOPBIX BBI IUIAHHPYETE
paboTarh HaJl pa3pabOTKON TEMBI.

3. O3HaKOMBTECh C OTOOPAaHHBIMHU TEKCTAMH «II0 JIHWArOHAJIN,
BBIOMpPAsi OCHOBHBIC TIOHATHS, CXBAThIBas JIOTUKY U TeMy, OOHApYKUBas
npo0JieMy, 3HAKOMSCh CO CTWieM Hamucanusi. CHauana mnocrapaiTech
MOHATH OOIIyI0 MpoOJeMaTuKy, He Tmpuberas k cioBapro. Ocoboe
BHMMaHME oOpalaiiTe Ha UHTEPHAIIMOHAIM3MBI, TEPMHUHBI U T. 1. Eciu
nepej; TEKCTOM WJIW TOCTIE HEeTO JaH CIOBApHbIA MUHUMYM, 00S3aTEIIbHO
03HAKOMBTECh C HHUM JO0 YTEHHUS TEKCTa. JTO TOMOXKET BaM JIydllle
MOHSATH COJIEp)KaHUE MPOUYUTAHHOTO.
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4. Bpiaenurte NOpemNIOKEHHS, CIOBOCOYETAHUS, MEPEHAIOIINE
IJIABHOE COAEPKAHUE TEKCTA U TIEPEBEIUTE HX.

5. Bripabortaiite minan TeMbl. BeipaboTka miaHa TeMbl COCTOUT B
ONPEACICHUN €ro CTPYKTYphl KaK JIOTMYECKOW I0CIIEI0BATENbHOCTH
U3JI0KEHUST PE3yJIbTAaTOB Mpoliecca aHain3a TeKCToB. OOmuil anroputm
BKJIIOUaeT B ce0s: BBEJCHHE, OCHOBHYI) YacTh TEMBbI, 3aKJIIOUCHUE
(BBIBO/I, pe3tOME).

6. HamumuTe TEKCT MO IJIaHy, CTapasiCh YIPOCTUTH BbIJICICHHbIC
CJI0’KHBIE KOHCTPYKIIMHU, YTO TTOMOKET BaM B 3ay4YMBAHUU TEMBI.

7. OtpenaktTupyiTe TEKCT. PenakTupoBaHHE HAYMHAETCS Y¥KE BO
BpeMs HamucaHus, KOrJa TMOJBICKMBAIOTCS HY>KHbIE CJOBa, (¢passbl,
KOMIMOHYIOTCS a03a1iel 1 naparpadsl. [Ipu 3ToM Hy»KHO MSTKO U IIJIABHO
NEePEXOJAUTh OT OJHOM MBICIU K APYrod, HOMHUTHh O €JUHOM CTHUJIE, O
JIOTUYHOCTH, OOIIEeHd TPaMOTHOCTH O COPa3MEPHOCTH HacTell M JIPYTUxX
KadecTBax TeKcTa. [Ipu oKOHYATEIbHOM PEIaKTUPOBAHUU ClIeTyeT ObITh
0cO000 MNPUIAMPYUBBIM K H3JIHUIIECTBAM, UIMHHBIM ¢pazaM, HU30UTHIM
TPUBHAIBHBIM BBICKAa3bIBAHUSIM, T.€. KO BCEMY, YTO HapylIaeT
rapMOHHUIO TeKCTa. PenakTupoBaHue Ha ATOW CTAJAWM MPEBPAIIACTCS B
CaMOKOHTPOJIb, caMOOlleHKY. Hamo mocTtapaTbcsi YBUAETh CBOM TEKCT
Kak ObI CO CTOPOHBI, «4y>KUMHU TJIa3aMU».

8. JlaiiTe COCTaBJIIEHHYIO TEMYy CTOPOHHEMY HaOII0JIaTeNto
(mpenoaBaTeio, OJHOKYPCHUKY) st KpuThkd. [lycTh ykaxer Ha
cnabble MecTa, MPOCYEThl, HEIOPAOOTKH, Ja M MPOCTO HA OMNEYATKH,
onucku. KpuTruka co CTOPOHBI JIpy3€i, KOJIJIET, BRICOKUX CIEIHATNCTOB
elle HUKOMYy He Memana. HegoctaTtku mydine yopaTh UMEHHO Ha 3TOM
Heo(puIManbHON CTaauu.

O.TlonymaiiTe o0 Bompocax, KOTOpblE BaM MOXET 3aJaTh
AK3aMEHATOp MO JaHHOM TEeME€ Ha YCTHOM »JK3aMEHE U BalllUX
BO3MOYXHBIX OTBETax. XOPOIIO COCTaBUThb TE3UCHI JJIsi Oecelnpl WIu
YCTHOT'O COOOIIEHHS B 3aJaHHON CUTYAaIluX OOIICHUS.

10.Beryuute Temy. 3ayuuBas Temy, obOpaiaiite 0coboe BHUMaHUE
HAa  MHTOHAIUIO, (OHETUYECKHE  OCOOCHHOCTH  MPOU3HECEHUS
3BYKOB/CJIOB.



I1l. MaTtepuajibl K NPAKTHYECKUM 3aHATUAM

IpakTuyeckoe 3ansatue Ne 1
Tema: Oprannzanus npuéma, perucTpanuy roCTeu.
Hesab: O3HAKOMUTH C JICKCHYECKUMH €IUHULIAMH IO TEME. 3aKPEIUTh
UCIIOJIb30BAHUE JIEKCUUECKUX €IUHUI] B PEUHU.
IIpoao/xkuTeabHOCTH padoThi: 90 MUHYT.
MartepuajibHO-TeXHHYECKOEe o0ecrmedeHue: ydyeOHoe  mocooOwue,
pa3aToO4yHBI MaTepuan, CJIOBApU, ayJuO-BU3YaJIbHbIE CpEJICTBA,
MPE3EHTALHH.

3agaHus K NPaAaKTHYECKOMY 3aHSATHIO:
Ex. 1: Study the vocabulary.
checking in — peructparus
check-out time — pacueTHbIit yac
a receptionist, room clerk — perucrparop
a register — xypHaJj perucTpariu
a registration card — perucrpanroHHas KapTOYKa
an authorization letter — aBTopu3anroHHOE MHCHMO
a hotel voucher — Bayuep Ha npoxuBaHue
a complimentary room — 6ecruraTHbIl HOMEp
. a Vvisa — Bu3a
10. visa support — Bu3zoBas mojjaepxka
11. to extend (visa, stay) — nposuieBaTh (BU3y, IPOKHUBAHNUE)
12. a guest — «oXumaembli» TOCTh (KIMEHT C TMpeaBaPUTEILHBIM
OpOHHPOBAHUEM)
a walk-in/chance guest — «Heoxumaemblii» TOCTh (KIMEHT — 0e€3
IpPEABAPUTEIIHHOTO OPOHUPOBAHMS)
15. the date of arrival/check-in date — nara 3ae3na
the date of departure/check-out date — gata orpe3na
16. passport details — maciopTHbIe faHHBIC
17. valid — neficTBUTEIBHBIH (0 MACIOPTE, BU3E)
18. personal information — nuunbIe cBeAEHUS
19. the date and place of issue — xem u Koraa BeIJIaH ACIIOPT
20. an extra bed (cot) — nronoaHUTEIBLHAS KPOBAThH
21. a migration card — murpaimoHHasi KapTa
22. VAT (value added tax) — HJIC (mamor Ha m00aBICHHYIO
CTOMMOCTB)
23. a credit card imprint — ortrck (Komus) KPeIUTHOW KapThI
10
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24. room facilities — o6opynoBanue HoMepa:
25. a group (tour) leader — pykoBoauTeIH TPYIIITHI
26. a name list — circok rpymmbl
27.a rooming list — cicok rpymnmsl Ha pa3MelIeHue
28. an expiry date — cpok nericTBuUs (JIOKyMCHTA)
29. a floor — srax
30. to assign a room to guest — moceasaTh TOCTSA B HOMED)
Ex. 2: Practise the speech patterns.
1. A: You are welcome here. We are glad to see you in our hotel.
B: Good morning! | have a reservation for a single room for three
nights at your hotel.
2. A: | reserved a room by telephone (fax, on-line booking).
B: Could I have the confirmation number? I‘ll check it on the
computer...
A: Here's the reservation confirmation.
B: I'm dreadfully sorry, but I can‘t trace your reservation
confirmation. What name is the reservation under?
3. A: A. You are booked two adjoining singles single room with bath,
aren‘t you?
B: Yes, that‘s right.
A: What floor is the room on?
B: Your room is on the executive floor.
4. A: May I have your passport? I‘ll have to check the passport details.
B: Here you are.
A: Why do you need my passport?
B: I need your passport and migration card for registration. You‘ll get
your passport back in an hour.
5. A: What type of visa do you have?
B: Tourist visa.
A: Your visa is valid for 30 days. If you‘d like to stay longer be sure to
extend your visa.
6. A: You reserved a room for three nights, didn‘t you? If you‘d like to
extend your stay with us let us know in advance.
B: Sure, I will.
7. A: Here‘s your registration card. Will you check the details?
B: Everything seems to be all right.
8. A: What is the room rate?
A single room with bath is ... per night.
Does the room rate include VAT?
11



Yes, the rate includes VAT and service.

9. A: Could you put an extra bed for a child?

B: Yes, we charge ... for an extra bed.

10. A: I“d like to stay in your hotel. But I have no reservation.

B: What room would you like?

A: 1°d like a single room for two nights.

B: Just a moment, please. I‘ll just check what rooms we have available.
... Unfortunately, no single rooms are available. We can offer you only
a twin shared room.

11. A: How will you be settling your account?

B: Do you accept Visa cards?

A: Yes, we accept all credit cards.

12. A: May | take an imprint of your credit card?

B: Sure. Here you are.

13. A: What is the room rate per night?

B: Here‘s our price list. All the rates are quoted including VAT.

A: Do you give any discounts?

B: Rack rate doesn‘t provide any discounts.

14. A: You‘ll have to fill in the registration form. Will you use block
letters, please?

B: What should I write here?

A: You should write your full name, home address, citizenship,
occupation, arrival and departure dates, date and place of birth, passport
details, duration of stay.

15. A: Here‘s your guest card. You‘ll find here all the information
about the hotel services. You should carry it all the time. You‘ll need it
as identification in the hotel restaurants and bars if you want meals and
drinks charged to your account.

B: Thank you very much.

16. A: Here‘s your key-card.

B: Thanks a lot. Can anyone show me how to use it?

A: The bellboy will escort you to the room and show how to use your
key-card. He will also give you all the necessary information about hotel
facilities.

17. A: What about my luggage?

B: Don‘t worry. You luggage will be taken up to your room in a few
minutes. If you have any problems, ask the floor attendant or call up the
reception. | wish you a pleasant stay in our hotel.

12



18. A: Let me introduce myself. [‘m the group leader of the group from

We are booked 10 singles and 5 twins in your hotel.

B: Could you give me the original voucher to be checked against the
travel agency‘s copy?

19. A: How many tourists are there in your group? How many males,
female and married couples are there in the group?

B: Here‘s the name list and rooming list of the group.

A: Would you collect the tourists® passports and fill in the registration
forms?

B: Sure.

20. A: The check-out time in our hotel is 12 o‘clock noon. We‘ll have
to remind you that all the rooms are to be vacated by this time.

B: But our flight is only in the evening.

21. A: Where can | leave valuables for safe-keeping?

B: A safe deposit box is available free of charge. We‘ll have to remind
you that the hotel assumes no responsibility for the money and valuables
left in the guestroom.

Ex. 3: Look at the following advice for dealing with guests. What is
considered polite in your country? How is it different from other
cultures?

When dealing with guests you should always:

[1[Jaddress a guest by his/her title and surname or say sir or madam
[1Jshow that you are listening and understand

[J[Jbe patient and answer all the guest‘s questions

[10say please when asking the guest for something

[1[]say thank you when the guest replies

IIpakTuuyeckoe 3ansitue Ne 2
Tema: Bgpenenue Jiekcuku mno TeMme «OpraHuzanus M TEXHOJOTHUS
paboThl CaykObl IIpUEMa W pa3MENICHUs C TOCTSIMU Ha AHTJIMHACKOM
A3bIKE». 3AKPEIUIEHUE B YIIPAKHEHUSAX.
Heanb: 3akpenuTh UCTIOIB30BAHUE JIEKCUUECKUX CIUHUI] B PEUH.
IIponomxureabHocTh padoThi: 90 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecmedeHue: ydyeOHoe mocooOue,
pa3aTO4YHBI MaTepuan, CJIOBapU, ayJduO-BU3YalIbHbIE CPEJCTBA,
NPE3CHTALIHNH.

13



3aaHus K NIPAKTHYECKOMY 3aAHATHIO!
Ex. 1. Look at the examples and complete the information below.
[1JMaking polite requests
Could you spell your surname for me, sir?
Would you mind showing me your passports, please?
Do you mind waiting here?
[11Making polite offers
Would you like me to call your room?
Would you like the porter to help with your luggage?
Ex. 2: Complete the dialogue with polite questions.
Receptionist: Can | help you, sir?
Guest: Yes, I‘d like to check in, please.
Receptionist: Certainly, sir. 1
Guest: It‘s Van Rooyen.
Receptionist: Ah, yes, Mr Van Rooyen. Single room for two nights.
2
Guest: Non-smoking, please.
Receptionist: 3
Guest: Yes, here it is.
Receptionist: Thank you. | need to put your details into the computer.
Guest: That‘s OK. I don‘t need my passport right now so I can leave it
with you and come and get it later this evening.
Guest: That‘ll be fine 4
Receptionist: Oh, yes, please. They‘re a bit heavy. Thanks.
Ex. 3: Say it in English.
1. Ho6poe ytpo! A 3a0poHMpPOBAT OAHOMECTHBIA HOMEpP Ha TPU JHS B
Ballled ToCTUHUIE. BOT Moe noarBepxkaeHue. — 4 ceryac mpoBepro mo
KOMIIBIOTEPY.
2. K COXKaJICHHUIO, A HEC MOTYy HaWUTH HHUKaAaKHUX CBCI[GHPIﬁ,
noATBep Kaaronux Baiie OpoHupoBaHue.
3. MHe Hago cBepUTh MacOpPTHBIE NaHHbIE. MHEe HykeH Bamr macnopt u
MUT'PALIMOHHAA KapTa IJIs pCruCTpaiumnu.
4. Bama Bu3a aenctButenbHa B TedyeHue 30 mHeit. Eciu Bel xotute
3ajiepKaThcsa Ha OoJiee ToATUi CpoK, BaM HyHO MPOJIUTh BU3Y.
5. Bor Bama perucrpaumonHas kaprtouka. [IpoBepbre, moxanyicra,
3/1ECh BCE MPABUIILHO?
6. I xoTen Obl OCTAaHOBUTHCS B BaIlleM OTeJie, HO s HE OpOHUpOBAI
HOMeD 3apaHee. — OgHy MUHYTY, s POBEPIO, KaKKe HOMEpa CBOOOHBIE.
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MBI MOXEM TPEeIJIOKUTh BaM OJHOMECTHBIM HOMEpP C BaHHOW Ha 4-M
ATa)Ke C BUJAOM Ha TOPOJ.

7. Kak Bbl OyjaeTe omiaunBath npoxxkuBanue? — KpeauTHo# KapTow.

8. MHe Hy»KHO CHATh OTTUCK ¢ Bamien KkpeaAuTHOU KapThl.

9. KakoBa cTonMOCTh HOMEpPA B CYTKHA? — BBl MOXKETE 0O3HAKOMUTHCS C
HalmM TnperckypanToM. Bee nensr nqansl ¢ yuerom HJIC.

10. Bwl mnpenmocraBisieTe Kakue-HUOYIb CKUAKH? — OTKPBITHIN
Tapu@ He MpeaycMaTpUBaET HUKAKUX CKUIOK.

11. BaM HyXHO 3amOJIHUTh PETUCTPAIMOHHYK) KAPTOUKY. 3ANOJHUTE,
MOXKaJIyHCTa, KAPTOUKY NEYaTHBIMU OYKBaMH.

12. Bor Bama kaprta rocts. 3aech Bbl HalijeTe Bce HEOOXOIUMYIO
uH(pOpMAITHIO O CITy)0ax TOCTUHUIIAX.

13. lepxute ee, moxanyicra, Bceraa npu ceoe. Ona Bam nonagooOurcs
B pecTopaHax M 0apax oTends Mpu JaJbHEUIINX pacyeTax 3a MUTAHUE U
HaIMUTKHU.

14. Bor Bama kapra-kimrod ot HOMepa. [loceuipHblld ipoBOauT Bac B
HOMEpP M TMOKAXKET, KaK €K MOJIb30BaThCsA. OH TaKKE OTBETUT Ha BCE
Bammu Bompochl Mo 00CIYy>KUBAaHUIO B TOCTHHHMIE. BBl Takke MOXKeTe
00paTUTHCS K TOCBUIBHOMY C KAaKUMH-HUOY/Ib TTOPYUYCHUSIMHU.

15. Kto-HnOyap MoxeT moMouyb MHe ¢ Oaraxkom? — He BomHyHTECH,
Bamm 6arax noctaBat B HOMEp 4epe3 HECKOJIbKO MUHYT.

16. Pa3pemnre npencraButhbes. S — pyKOBOAUTENb TPYIIIBI U3... . Y HaC
3a0poHKpoBaHo 10 OTHOMECTHBIX U 5 IBYXMECTHBIX HOMEPOB B Baiiem
OTeJIe.

17. Ecnim y Bac OynyT kakue-HHOYIIb BOIPOCHI, oOOpamaiTech B
MO3TAXHYIO CIIYKOYy HOMEPOB WJIM 3BOHUTE B CIIYKOy npuema.

18. Cxompko venoBek B Bameit rpynmne? CKOIbKO MYKUYHH, )KEHIIUH U
CYIPYXECKHUX map?

19. PacuerHsnii yac B Haluer roctuHuile — 12 dacoB gusa. HamomuHaem
Bam, 4To Bce HOMepa JOJKHBI OBITH OCBOOOKICHBI K 3TOMY Yacy.

20. B cBs13u ¢ TeM, 4TO y BaC BEUEPHUN PEUC Mbl CMOKEM MPEAOCTABUTH
BaM OJIMH CBOOO/HBIM HOMEp Ha BCIO TPYyIITy 10 6 4acoB Beyepa.

IIpakTnueckoe 3ansaTue Ne 3
Tema: Urtenue u mnepeBon Texkcra “The Front Desk of the Hotel”.
Bormnpocs! 1 0TBETHI IO COJIEPHKAHUIO TEKCTA.
Henanb: AKTUBHU3UMPOBaTh HABBIKM JIETAIBHOTO UTEHHS. 3aKpEHUTh
UCIIOJIb30BAHUE JIEKCUYECKUX €AUHUIL B PEUH.
IIpopokuTebHOCTH padoThl: 180 MUHYT.
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MarepuajbHO-TeXHHYECKOe o0OecredeHue: ydeOHoe mocobwe,
pa3aTO4YHBIM MaTepuaa, CJIOBapH, ayJIuo-BU3YalbHBIE CPEJICTBA,
pe3eHTAIUH.

3aIlaHI/Iﬂ K IPAKTHYC€CKOMY 3aHATHIO.
Ex. 1: Complete the text with the words.
checking-in welcome registration check in (x2)
assigns checking-out available to provide
checks out reservations (x2)
The Front Desk of the Hotel
When hotel guests arrive, they expect the front office clerks to offer
themanicel . They will want someone to helpthemin2 . The
front office is in the lobby of a hotel. It consists of the 3 department
and the reception desk or the front desk. The front desk provides sale of
rooms, guest 4 | key service, message and mail service, guest
accounts.
Each employee in the front office has got a specific task. The 5
clerk will help the guest to arrange a booking. The receptionist or the
room clerk will help the guestto 6 . When the receptionist watches
the guest arrive, he meets and greets him. The receptionist asks the guest
to fill in a registration form and 7 a room to him. Before the
receptionist does it, he or she will check the guest‘s booking and the
8  accommodations. Most hotels offer single and double rooms.
There are also some fine suites. A guest may ask the receptionist
9 an extra bed in a double room for his family.
A hotel guest always wants someone to take care of his room key. The
front desk will do it. There is often a key drop at the desk. When the
guest 10 |, he wants someone to help him with accounts.
The cashier at the front desk will do it.
Every hotel manager relies on his front office to provide brief and
convenient 11 and 12
Ex. 2: Read the training guide for hotel employees.
Guide to Checking—in and Welcoming Guests to the Royal Point
Hotel
Step 1 Find an available room
For Walk-in Guests:
Ask the guest about the following information:
[1JPreferred room type
0 single 0 double o0 smoking o non-smoking

16



[1JNumber of guests
[11Length of stay
Use the information to look for a vacancy.
For guests with reservations
Ask the guest about the following information:
[1[JName or reservation number
Step 2 Room Assignment and Registration
Assign a room to the guest. Then ask the guest to complete a
registration form.
Step 3 Damage Deposit
Collect credit card information or cash for the damage deposit
Step 4 Issue Room Key
Give the guest the room key and wish him or her a nice stay at our
hotel.
Ex. 3: Choose the correct answer.
1. What is the purpose of the document?
a. to show employees how to look for room damage
b. to explain how guests make reservation
c. to teach the steps of renting a room to guests
d. to explain how guests complete registration forms
2. What happens after employees collect the damage deposit?
a. the guest returns the registration form
b. the guest receives a key to the room
c. the employee asks for payment
d. the employee find an available room
3. According to the passage, what is NOT true about guests with
reservation?
a. They fill out the registration form.
b. They state the number of guests.
c. They receive a room key.
d. They pay a damage deposit.
EX. 4: Match the words with their definitions.
1. double
2. non-smoking
3. single
4. smoking
5. vacancy
6. assign
a. to give a guest a room
17



b. a room with a bed for one person

c. a room with two beds for two people
d. a room where smoking is not okay
e. a room where smoking is okay

f. an available room

IIpakTnyeckoe 3ansaTue Ne 4
Tema: Pa3zBuTre HaBBIKOB YCTHOM peuH. BBINOJIHEHHE YNpa)XHEHUU C
UCIIOJIb30BaHUEM JIEKCUKH. COCTaBIEHUE UATIOTOB.
Hesab: AKTHBHA3UPOBATh HABBIKM MOHOJIOTMYECKOM M JAUAIIOTMYECKOU
peun. 3aKpenuTh UCTIOIb30BAHUE JIEKCUYECKUX €IMHUIL B PEUHU.
IIponomxureabHocTs padboTbl: 90 MUHYT.
MarepuanbHo-TeXHHMYECKOe o0ecrneueHue: yueOHOe  mocolwue,
pa3IaTOuHbIA MaTepuall, CJIOBapH, ayAuo-BU3yalbHBIE CpEJICTBA,
PE3CHTALIHH.

Ex. 1: Fill in the blanks with the correct words.
= reservation number = registration form = walk-in = room key
= damage deposit = reservation

1. The hotel does not accept 1 guests when there are no rooms
available.

2. Mr. Formiga makes a(n) 2 to stay at a room at the Royal
Point Hotel.

3. Penny uses a 3 to open the door of her hotel room.

4. The guest left a stain on the carpet. The hotel used a 4 to pay
for the cost of replacing the carpet.

5. Ms. Johnson tells the front desk clerk her 5 . Then the front

desk clerk finds the details of Ms. Johnson‘s stay.
6. James wrote his phone number and addressonthe 6 .
Ex. 2. Put the words in the correct order to make responses to
check-in problems.
1. your room / ready / isn‘t / you/ I‘m afraid / yet / for
2. as soon as / your room / is / housekeeping / me / to inform /I‘1l ask /
ready
3. take / your luggage / will / of / the porter / care
4. I'm / overbooked / really / tonight / we‘re / but /sorry
5. reserved / /for / at / next door / the hotel you / a room / I*ve
6. don‘t seem / reservation / we / your / to have
18



7. space / parking / I‘m afraid / don‘t have / available / a / we

8. car park/ public / the hotel / opposite / there‘s / a /a just

Ex. 3: Read and translate the sentences.

1. The checking-in procedure may be divided into the following steps:
Welcoming, Registration, Payment Clarification, Room Assignment.

2. All hotel guests fall into two groups: guests with advance reservation
(expected guests) and guests without advance reservation (chance or
walkin guests).

3. When dealing with the chance guest the receptionist should discuss in
detail the hotel terms and conditions such as, room availability, room
rates, duration of stay, methods of payment, extra charges (for extra
services).

4. Foreign guests are registered upon presentation of visas, migration
cards and identification documents.

5. The room clerk enters all the guest‘s personal details from the
reservation chart prepared by the Reservation Department.

6. Walk-in guests fill out the registration card when checking in.

7. If the guest has a travel agency booking, the receptionist should get
the original voucher and check it against the hotel“s copy.

8. When large tour groups are checked in it‘s useful for the group leader
to deal with registration cards and hand them over to the reception
together with a name list and a rooming list of the group.

9. When the payment is made by credit card it is necessary to have a
credit

card imprint (the credit card number, the expiry date, the cardholder‘s
full name). Credit cardholders are also supposed to fill in a letter of
authorization.

10. When assigning a room to a guest the receptionist should take into
account guests‘ national characteristics, customs and traditions.

11. All the information from the guest‘s registration form is transferred
to a computer. The guest’s data are entered into a guest™s folio
containing the guest‘s registration form, credit card details, and the bill
posting all the charges incurred by the guest.

12. In modern hotels magnetic key-cards and smart-card electronic
locks are used instead of metal keys.

Ex. 4. Make up your own sentences

19



IpakTuueckoe 3ansitue Ne 5
Tema: Pazmenienue rocreit (mpeaocTaBieHue HOMEPOB).
Hean: AKTUBU3UPOBATh HABBIKK JHAJIOTHYECKONW peud. 3aKpelHTh
UCIIOJIb30BAaHUE JIEKCUYECKUX EAUHUIL B PEUH.
IIpoao/kuTeabHOCTH padoThi: 90 MUHYT.
MarepuajbHO-TeXHHYECKOe olOecmedeHue: ydyeOHoe  mocoOue,
pa3aTO4YHBIM MaTepuan, CJIOBapU, ayJIuo-BU3YallbHbIE CPEJCTBA,
PE3CHTALINH.

Banannﬂ K IPAKTHYC€CKOMY 3aHATHIO.
Ex. 1. Read and translate the text.
It is important that the hotel receptionist should make sure that guests
are registered correctly. A hotel register or, more usually, a
registration card is used to record the full name, nationality, home
address, and signature of each. Foreign visitors must provide additional
information such as passport number and its place of issue and their
next destination.
Many hotels use the registration card to find out more about their
customers and ask questions about occupation, method of payment and
purpose of visit.
The receptionist should always check that the registration cards are
completed correctly and legibly. What if there is a query? Well, then the
receptionist should politely ask the guest for clarification. It is also
necessary to make sure that the reservation details have not changed.
After this the receptionist can inform the guest of the room number and
rate. With that sort of guest, the receptionist should obtain the original
hotel voucher and check it against the hotel*s copy. When large tour
groups are checking in, it is useful for the tour leader to deal with the
registration cards and hand them over to the reception desk himself,
Accurate information on room status system must provide clear
information and it must be capable of rapid alteration. There are various
methods in use from simple manual systems such as the room board to
computerized systems such as electronic room status linking reception,
housekeeping, and the cashier‘s office.
Ex. 2: Answer the questions.
1. What kind of information is requested on registration cards?
2. Why must the receptionist check completed registration forms?
3. What should the receptionist obtain from a guest with a travel agency
booking?

20



4. Why is it useful for a tour leader to deal with the registration cards for
a tour group?

Ex. 3: Read the conversation and answer the questions. Then fill in
the key card.

Receptionist: Good evening. Can | help you?

Guest: Yes. I‘ve booked a room for the next three nights.

Receptionist: Could you give me your name, please?

Guest: Yes. It‘s Rawson. John Rawson.

Receptionist: Ah yes, Mr. Rawson. Here it is. A single with bath until
the 27th. Would you fill in this Registration Card while | prepare your
key card?

Guest: Certainly. Ah good, it‘s in English. Let me see .. name .. first
name ... Why do you need these passport details?

Receptionist: They are for the Police Department. We have to ask you
for this information by law.

Guest: Here you are. I think I“ve filled it in correctly.

Receptionist: Yes, that‘s fine, Mr. Rawson. Here‘s your key. It‘s room
708 on the seventh floor and the daily rate is 30,000 lire, excluding
breakfast. And heres your key card with details of your booking on the
front. Inside, it tells you about all the services the hotel can provide. You
should carry it at all times. You‘ll need it as identification in the hotel‘s
bars and restaurants if you want drinks and meals charged to your
account.

Guest: Right. I‘ll take good care of that. You mentioned food. Is it
possible to get something to eat this late?

Receptionist: Yes, our Belvedere restaurant is still open. Or if you want
something lighter, there‘s the Coffee Shop. Its open round the clock.
Guest: Good. I‘ll put my luggage in my room first. How do | get to it?
Receptionist: Don‘t worry about that. The porter will take your bags up
in the lift and show you to your room.

Guest: Right. Thank you very much. Good night.

Ex. 4: Answer the questions

1. What kind of guest is Mr. Rawson?

2. What kind of reservation did he make?

3. What is the room rate? What food plan is it based on?

4. Why does the hotel need the guest‘s passport details?

5. What information does the key card contain?

6. How can the guest use the key card?

7. What food facilities are there in the hotel?
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8. Who can help the guest with his luggage?

IpakTuyeckoe 3ansitue Ne 6
Tema: Urenue u mepeBona texcra “Hotel Housekeeping”. Brmonnenue
yOpaKHEHUH IS 3aKPETUICHUS JICKCHUKH.
Hean: AKTUBU3UPOBATh HABBIKM JICTAJIBHOTO UTCHMs. 3aKpEeluTh
UCIIOJIb30BAaHUE JIEKCUYECKUX EUHUII B PEUH.
IIpoao/xkuTebHOCTH padoThi: 90 MUHYT.
MarepuajbHO-TeXHHYECKOe olOecredeHue: ydyeOHoe  mocoOue,
pa3aTO4YHBIM MaTepuan, CJIOBapU, ayJIuo-BU3YalbHbIE CPEJCTBA,
PE3CHTALINH.

Ba)IaHI/ISI K IPAKTHYICCKOMY 3aHATHIO.
Ex. 1: Read the text and answer the questions

Hotel Housekeeping

Hotel housekeeping is a complex operation. A lot of staff will usually
be working within the hotel because when selecting the best hotel for a
vacation, most people will assess not only the location, the size of the
rooms, but also the hotel amenities, standards of cleanliness, hotel
guests‘ reviews, etc.
The exact number of housekeeping staff depends on the size of the
property.
The housekeeper is responsible for all of these staff, and their job
includes recruiting, dismissing, training and supervising them, as well as
drawing up shift rotas and determining the salary for each of them. It is
also the responsibility of the housekeeper to discipline any members of
staff if necessary.
The hotel housekeeper is in charge of keeping an assigned number of
rooms clean. This includes a variety of services depending on the type of
the room. For a standard occupied room, this will involve basic cleaning
duties.
For a room where the guests have just checked out, the job is more
difficult and involves turning over nearly everything in the room. A
check out room must be so neat and clean that the new guests cannot tell
that another family may have vacated the room only a few hours earlier.
The specific duties of a housekeeper may vary from one hotel to the
next, but junior staff of the housekeeping department usually have
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standard responsibilities. The first is making beds. A good hotel cleaner
should be able to make each bed in about a minute. Unless there are
obvious stains, sheets and pillowcases are rarely changed daily. The
average amount of time for sheets to be left unchanged is three days.
However, in luxury hotels sheets are changed daily. The number of
sheets and pillows on the bed can also vary. While a standard hotel bed
has a bottom sheet, top sheet, blanket and comforter, nicer hotels will
have a sheet both beneath and on top of the blanket. Some less
expensive hotels may not have a blanket at all. Hotel beds are typically
made with the comforter covering the entire bed and are almost always
made this way when guests first check in. However, during a guest‘s
stay, the comforter may only be neatly folded at the bottom of the bed.
Next, the hotel cleaner must refresh any amenities in the room. Small
touches such as closing the doors of a television cabinet can give a room
a finished look very quickly. If there is a porch or balcony, this should
be swept and any ashtrays need to be emptied.
Lastly, the trashcans in the rooms will be emptied, and the carpets
swept. Moving on to the bathroom, the hotel cleaner will wipe down the
tub, toilet, sink and counter. Towels will be changed and amenities will
be refreshed. In a check-out room, the bathroom is cleaned more
thoroughly with a variety of cleaning agents, usually including bleach.
Small touches such as carefully folded towels are important here. Each
hotel has its own preferred method for folding and placing the towels.
The toilet paper must be folded to a neat point as well. In some hotels,
the tip of the toilet paper is even pressed with a stamp featuring the
hotel‘s logo or name.
Hotels with minibars and turndown service usually leave these specific
tasks to separate members of the staff as well. Though the typical hotel
cleaner responsible for a number of hotel rooms, there are many other
important roles in the housekeeping team at most hotels. In larger hotels,
there is usually a house person for each floor or section. This person is
responsible for emptying the dirty linens and trash in housekeepers®
carts and restocking their towels and amenities when needed. The house
person is also responsible for vacuuming hallways, dusting banisters and
areas on the floor. Another member of the housekeeping staff is usually
assigned to the lobby area.
In large hotels this can include the check in area, pool, fitness center,
childcare center, laundry facility and a variety of other areas. Lobby
hotel cleaners usually make their rounds through these areas several
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times throughout the day. If a guest calls for special amenities such as a
microwave or crib, or other items that are not typically left in the room
such a toothbrush, sewing kit or matches, these are often provided by
another hardworking member of the housekeeping staff, sometimes
called a runner.

Questions

1. What is the housekeeper in charge of?

2. Why is a check-out room cleaning considered to be the most difficult
one?

3. What are housekeeper‘s duties?

4. In what way may the specific duties of a housekeeper vary from one
hotel to another?

5. What small touches can give a room a finished look?

6. In what case are the linen changed daily?

7. What is a house person responsible for?

8. Who is also responsible for vacuuming hallways, dusting banisters
and areas on the floor?

9. What do lobby housekeepers do?

10. Who provides the guests of the hotel with the items that are not
usually left in the room such a toothbrush, sewing kit or matches?

Ex. 2: Say if the following statements are true or false?

1. Lobby housekeepers usually make their rounds through public areas
several times a day.

2. When selecting the best hotel for a vacation, most people will assess
location, the size of the rooms, hotel facilities and reviews.

3. A check-out room must be so neat and clean that the new guests can
tell that another family may have vacated the room only a few hours
earlier,

4. The hotel housekeeper is responsible for keeping an assigned number
of rooms clean.

5. A good housekeeper should be able to make each bed in about one
minute.

6. Some inexpensive hotels may not have a blanket at all.

7. A runner provides guests with special amenities such as a crib or
some other items.

Ex. 3: Give the Russian equivalents.

complex operation; hotel amenities and reviews; a variety of services; to
involve basic cleaning duties; neat and clean; changed daily; average
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amount of time; refresh any amenities; folding and placing the towel,;
laundry facility

Ex. 4: Give the English equivalents.

YYUTBIBATh MECTO PACIIOIOKEHUS, YOOpPKa MPAKTHUYECKHA BCETO HOMEPA,;
3dMCTHBIC IIAATHA, 34CTUJIATh IIOKPBLIBAJIOM; Y TIIOAHOKHA KpPOBATH,
HC3HAYUTCJIIbHBIC MOMCHTbLI; OIIYCTOLINTBL IICIICIIbBHUIY, pPa3rpy3ka H
3arpy3ka TEJIEKEK; Ha IPOTHKEHUU BCEro JHA; COTPYAHUKH
XO3SIHCTBEHHBIX C1yKO/

IMpakTnyeckoe 3anaTue Ne 7
Tema: Pa3zBuTre HaBBIKOB yCTHOM peun. COCTaBIIEHHE AUAJIOTOB Y
CTOMKHU PECENIIUOHUCTA.
Heab: AKTUBH3MPOBATH HABBIKM MOHOJIOTUYECKOW M JUAIOTHYECKOU
peun.
IIpoxomxureabHOCTh padoThl: 90 MUHYT.
MarepuanbHo-TeXHHUYECKOe o0ecmeyeHue: ydeOHoe  mocobwue,
pa3IaTOuHbIA MaTepuall, CIJIOBapH, ayAuo-BU3yalbHBIE CpEJICTBA,
PE3CHTALIHUH.

ga)IaHI/IH K IPAKTHYICCKOMY 3aHATHIO.
Ex. 1: Practise the checking-in conversations.
1
Receptionist: Good afternoon, sir. Do you have a reservation?
Guest: No, I don‘t. Do you have a double room for two nights?
Receptionist: Yes, we do.
Guest: Oh, good.
Receptionist: I‘ll just check what rooms we have available. Just a
moment, please.
Guest: Oh, OK, thanks.
Receptionist: Yes, now, let‘s see... room 414 is free. It‘s on the fourth
floor and it has a sea view with twin beds.
Guest: Oh, that sounds fine. How much is it?
Receptionist: Well, the cost is $150 per night, including buffet
breakfast.
Guest: Oh, fine.
Receptionist: Would you fill out the registration form, please?
Guest: Oh. Yes, sure,
Receptionist: Thank you very much. Could I see your passport, please?
Guest: Here it is.
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Receptionist: Thank you very much. How will you be paying for your
room?
Guest: By Visa.
Receptionist: May | have your credit card, please?
Guest: Certainly, here you are.
2
Receptionist: Good afternoon. May | help you?
Guest: Yes. I have a room booked. My name 1s O‘Neill.
Receptionist: Ah, yes, Ms O‘Neill. Yes, it‘s a single room with a sea
view until Saturday, is that right?
Guest: Yes. How much does it cost?
Receptionist: Well, it‘'s $95 a night but that does include buffet
breakfast.
Guest: OK. I‘ll be paying by MasterCard.
Receptionist: Fine. Would you just fill out the registration form?
You‘ll be in room 301, which 1s on the third floor.
Here‘s your key and your key card.
Guest: Oh, thank you.
3
Receptionist: Good morning. Welcome to Kimuni Hotel. May | help
you?
Guest: Good morning. | want to check in.
Receptionist: Do you have a reservation/Have you got a reservation?
Guest: Yes, under (the name of) Chris Scott.
Receptionist: Please wait a moment. | will check it first. Yes, Mr Scott.
We have your reservation for one deluxe room.
Check in today and check out on January 03, total 7(seven) nights. Is
that correct (in order)?
Guest: Yes, It‘s correct.
Receptionist: Could you fill in this registration form, please?
Guest: Here you are.
Receptionist: Thank you. How will you pay (settle) your bill?
Guest: Can | pay by credit card?
Receptionist: Sure/Certainly. We accept Amex, Visa, Master, BCA and
JCB card.
Guest: | will pay by Visa Card.
Receptionist: Could I imprint your card, please/Could | take an imprint
of your credit card, please?
Guest: Sure. Here you are.
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Receptionist: Thank you. Here you are.
Guest: Mr Scott, your room number is 4425. Here is the room key. Our
bell boy will escort you to the room. Enjoy your stay with us. / Have a
nice stay with us.
4
Receptionist: Welcome to the Beachside Inn. How may | help you?
Guest: 1‘d like a room, please?
Receptionist: Would you prefer a single or a double?
Guest: A double, please. How much is that?
Receptionist: It‘s $145.00 a night. How many nights will you be
staying?
Guest: Just tonight.
Receptionist: OK. One night comes to $145.00 plus tax. May | have
your name please?
Guest: It‘s Davies. Robertson Davies
Receptionist: And how do you spell that, sir?
Guest: It‘s D-A-V-I-E-S.
Receptionist: So that‘s D-A-V-I-E-S. How would you like to pay for
the room?
Guest: Do you take VISA?
Receptionist: Yes, we do. We take VISA, Mastercard, and American
Express.
Guest: Great. I‘1l pay with VISA then. What time is checkout?
Receptionist: Checkout is at 10 o‘clock. Your room number is 505.
Is there anything else you would like to know?
Guest: Is there a pool here?
Receptionist: Yes, there is. It‘s on the 2nd floor. But you have to bring
the towel from your room.
Guest: And how about a restaurant?
Receptionist: There are restaurants on the 1st and 3rd floor and
there‘s a café next to the lobby.
Guest: Great. What time does the restaurants close?
Receptionist: They both close at 10:00 p.m.
Guest: 10 p.m.? Thanks. Oh! And can | get a wake-up call for 6:30 a.m.
Receptionist: Sure. No problem. Wake-up call for 6:30 a.m. Enjoy your
stay.
5
Guest: | have a reservation. My name is John Sandals.
Receptionist: May | see your ID, please, Mr. Sandals?
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Guest: Certainly. Here it is.
Receptionist: Thank you. Do you have a credit card, Mr. Sandals?
Guest: Yes, | do. Do you accept American Express?
Receptionist: Sorry, sir, just VISA or MasterCard.
Guest: Here's my VISA card.
Receptionist: Okay. You're in room 507. It's a single queen-size bed,
spacious, and nonsmoking. Is that suitable?
Guest: Yes, it sounds like everything | expected.
Receptionist: Here's your key, sir. If you need anything, just dial 0 on
your room phone.
6
Receptionist: Good evening. May | help you?
Guest: Yes, | have a reservation. The name is Johnson.
Receptionist: Ah, yes. Would you fill out this form, please?
Guest: Here you are.
Receptionist: You‘ve booked a single room for 3 nights, is that right?
Guest: Yes... and | want a non-smoking room please.
Receptionist: Sure, no problem. Your room is on the 2nd floor, Room
233. Here's your key.
Guest: Thanks. By the way, is there a safe deposit box in my room?
Receptionist: Yes, it's inside the closet.
Guest: Great! Is there a place where I can use the Internet?
Receptionist: Yes, there is a business center just around the corner
where you can use the Internet and fax machines.
Guest: Oh great! And is there a restaurant in the hotel?
Receptionist: Yes. It is located to the right of the lobby.
Guest: OK. Until when is the restaurant open?
Receptionist: It's open until 11 p.m.
Guest: Great! Thanks a lot.
Receptionist: You're welcome. Enjoy your evening.
7
Receptionist: Good afternoon. Welcome to the Grand Woodward Hotel.
How may | help you?
Guest: I have a reservation for today. It‘s under the name of Hannighan.
Receptionist: Can you please spell that for me, sir?
Guest: Sure. H-A-N-N-1-G-H-A-N.
Receptionist: Yes, Mr. Hannighan, we‘ve reserved a double room for
you with a view of the ocean for two nights. Is that correct?
Guest: Yes, itis.
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Receptionist: Excellent. We already have your credit card information
on file. If you‘ll just sign the receipt along the bottom, please.

Guest: Whoa! Five hundred and ninety dollars a night!

Receptionist: Yes, sir. We are a five star hotel after all.

Guest: Well, fine. I'm here on business anyway, so at least I'm staying
on the company‘s expense. What*s included in this cost anyway?
Receptionist: A full Continental buffet every morning, free airport
shuttle service, and use of the hotel‘s safe are all included.

Guest: So what‘s not included in the price?

Receptionist: Well, you will find a mini-bar in your room. Use of it will
be charged to your account. Also, the hotel provides room service, at an
additional charge of course.

Guest: Hmm. Ok, so what room am | in?

Receptionist: Room 487. Here is your key. To get to your room, take
the elevator on the right up to the fourth floor. Turn left once you exit
the elevator and your room will be on the left hand side. A bellboy will
bring your bags up shortly.

Guest: Great. Thanks.

Receptionist: Should you have any questions or requests, please dial ‘0’
from your room. Also, there is internet available in the lobby 24 hours a
day.

Guest: Ok, and what time is check-out?

Receptionist: At midday, sir.

Guest: Ok, thanks.

Receptionist: My pleasure, sir. Have a wonderful stay at the Grand
Woodward Hotel.

Ex. 2: Make up your own dialogues.

IIpakTuueckoe 3ansitue Ne 8
Tema: IIpaktuka yctHoM peun. [unanorn Mexnay COTPYAHHUKAMHU O
CIIyYUBILHXCS COOBITHSIX BO BPEMSI CMEHBI.
Heab: 3akpenuTh HUCIOIB30BAHUE  JIEKCHUYECKHX E€IMHUI[ B PEYH.
AKTUBU3UPOBATH HABBIKU JUAIIOTUYECKON U MOHOJIOTHYECKON PEUH.
[poaomxureabHOCTH padoThi: 180 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecmedeHue: ydyeOHoe mocooOue,
pa3IaTOYHBIA MaTepuall, CIIOBapH, ayAuO-BU3yalbHBIE CpEJICTBA,
IPE3ECHTALNH.

29



3ajaHNs K NIPAKTHYECKOMY 3aHATHIO!

Ex. 1. Read and role the conversation.

Team leader: Good afternoon, Kevin. How are you?

Housekeeper: [‘m doing well, thanks.

Team leader: Are you almost done for the day?

Housekeeper: Yes, | just finished the last stay-over on my list.

Team leader: Great. Were you very busy today?

Housekeeper: Yes, | had seven checkouts.

Team leader: Wow! That‘s more than usual, isn‘t it?

Housekeeper: Yes... but we‘re always busy on the weekends. Before I
forget, | want to mention something.

Team leader: Sure — what is it?

Housekeeper: The guests in 245 have had a DND up all morning. What
should | do?

Team leader: Since your shift is about over, don‘t worry about it. The
guests may request cleaning service later. But I°1l take care of it.
Housekeeper: Okay. I guess that [‘'m done then. I°1l see you tomorrow.
Team leader: Good afternoon, Kevin. How are you?

Housekeeper: [‘m doing well, thanks.

Ex. 2. Act out the roles below.

Use Language Like:

Were you very busy today?

Before | forget | want to mention something

What is it?

Student A: You are a housekeeper at a hotel. Tell Student B about:
[17how many stay-overs you cleaned

[1[7how many checkouts you cleaned

[1C0whether any guests left a Do Not Disturb sign up for your entire shift
Student B: You are a team leader. Listen to Student A and tell him or
her what to do next. Make up a name for the housekeeper.

Ex. 3: Milan Havel works for a large hotel in London. He is giving a
presentation about the hotel’s organization. Read the extract from
Milan’s talk and complete the organization chart.

My name‘s Milan Havel, and I‘'m an assistant manager at the Hotel
Ambassador in London. There are two assistant managers, and one of us
is always on duty at busy times.

The general manager has overall responsibility, of course, and we report
directly to her.
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We are responsible for the day-to-day running of the hotel. We plan the
work schedules, manage the accounts, and deal with any problems to do
with staff or guests.

We have a staff of about 100 people. Basically, there are four
departments, each with its own manager.

Firstly, there‘s front of house — that‘s receptionists, the people who deal
with our guests on a daily basis. They check guests in and out, take
reservations, make sure that everyone is getting the service they need.
The reception team usually consists of a supervisor and two or three
receptionists, depending on the time of day. They report to the front of
house manager, who is also in charge of the porters and doormen.

Then there‘s housekeeping — all the services to do with the rooms. The
head housekeeper is in charge of this. She has a team of maids who
make up the rooms, provide towels and bed linen, and ensure that
everything is ready for a new guest. She also looks after laundry, and
cleaning in other parts of the hotel.

The banqueting and conference manager organizes all the events that
take place in the hotel. That could be a one-day conference for twenty
people, or a big corporate function with hundreds of guests. He has a
team of event organizers who look after groups and parties. For smaller
functions we use our in-house catering staff, but for big occasions we
employ agency staff by the hour.

And finally, there‘s the food and beverage manager who is responsible
for the restaurant and the kitchen. Three people report directly to him:
the head waiter, the bar manager, and the head chef. The head waiter
manages the specialist wine waiters and the other waiters and waitresses.
The bar manager is responsible for the bar staff. The head chef manages
the kitchen and under him comes the assistant or sous chef. Then any
other chefs report to the sous chef. Finally, the kitchen porters come at
the bottom of that reporting line.

IpakTuuyeckoe 3ansitue Ne 9
Tema: Kareropuu rocreit. [lopsanok BcTpeun, npuema, U perucTpaluu u
pa3MelIeHUs] TOCTEW, Tpymn, KOPHOPATUBHBIX T'OCTEH, WHOCTPAHHBIX
IpakJiaH.
Heab: 3akpenuTh HCMOIB30BAaHUE  JICKCUYECKUX €IMHUI] B PEUH.
AKTUBH3UPOBATh HABBIKU JHAIIOTUYECKON U MOHOJIOTUYECKOW PEUH.,
IIpoao/xkuTebHOCTH padoThi: 90 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecrmedeHue: ydyeOHoe  mocooOwue,
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pa3gaTOYHbIA  MaTepual, CJIOBapu, ayAuO-BU3YAIbHBIE CPEICTBA,
IPE3EHTALUH.

Banannﬂ K IPAKTHYC€CKOMY 3aHATHIO.

Ex. 1: Look at the fax again and complete the phrases.

[110Opening a fax/email

Dear /Madam

Dear Ms/ Mr/ Mrs

[1[1Beginning the body of a fax

Thank you for your and your hotel.

Itis my to send you information our facilities.
[1JEnding the body of a fax

Please do not hesitate to contact us if you have any questions.

We look forward to hearing from you.

(11 Closing a fax

Yours sincerely/ faithfully

With regards,

Ex. 2: Complete the webpage for the Forum Hotel in Cracow with
the following titles.

= Meeting facilities = Accommodation

= Facilities = Location = Dining = Leisure

1.

This elegant modern hotel is conveniently situated on the right bank of
the Wisla River, offering the magnificent view of the Royal Castle on
Wawel Hill and Skalka medieval church. An ideal location for
sightseeing and for visiting the local business, shopping and
entertainment areas. Airport 15 km, railway station 5 km, old town
1.5 km.

2.

The Zygmuntowska“ Restaurant serves dishes of Polish and international
cuisine. Rooftop coffee shop, bar, grill bar, nightclub. Food for
vegetarian and other special diets available.

3.

The hotel offers nineteen single, 244 double rooms and thirteen suites.
All rooms are equipped with satellite TV, pay TV, direct-dial telephone,
air conditioning, minibar and room service. There are non-smoking
rooms and rooms for disabled persons.

4,
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The leisure facilities of the hotel include a sun terrace, indoor swimming
pool, sauna, solarium, massage, tennis courts, mini-golf and casino.

B.

Our business centre offers a full range of secretarial services. Currency
exchange, hairdresser, flower shop, newsstand, perfume counter, art
gallery, babysitting service, laundry service, travel service office,
outdoor parking and hotel taxis.

Pets are allowed.

6.

At our guests® disposal are nine conference rooms and an exhibition
area, which are able to accommodate up to 600 people. We offer the
highest quality conference equipment.

Ex. 3. Complete the sentences using the words from the text.

1. Some rooms are modem sockets and fax machines.

2. The restaurant has a fantastic view of the city.

3. The hotel a professional interpretation and translation
service.

4. Thereisa of conference equipment.

5. The small conference room is a maximum of 100 delegates.
6. Vegetarian are also available.

7. There are both and exhibition areas.

8. There is a business centre from 8 amto 5 pm.

Ex. 4: You work as an event coordinator at the Forum Hotel. You
receive a fax asking about your hotel“s conference facilities. Write a
reply using the information in EX. 5.

Ex. 5: Play the situation. Use the information from Ex. 5.

Student A: You are planning to arrange a conference at the Forum
Hotel in Cracow. Phone the events coordinator and discuss all the
conference-related issues.

Student B: You are an event coordinator at the Forum Hotel. Answer
Student A‘s questions about your conference facilities.

IpakTuueckoe 3ansitue Ne 10
Tema: JlemoHcTpanus u Ha3HaueHUE HoMepa. [locenenue B HOMED.
Heab: 3akpenuTh HCMOIB30BAaHUE  JICKCHUSCKUX CIWHHUI] B PCYM.
AKTUBHU3UPOBATh HABBIKHU JHAIOTHICKON 1 MOHOJIOTHICCKON PEUH.
IIponomxureabHocTh padoThi: 90 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecrmedeHue: ydyeOHoe  mocooOwue,
pa3maToOYHBIA MaTepuayi, CJIOBapH, ayJIuo-BU3YallbHBIE CPEJCTBA,
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MIPE3CHTALUH.

3ajaHus K NPAKTHYECKOMY 3aHSITHIO!

Ex. 1. Complete the sentences with the words from the box.
= employees * environment = assign * rooms * delivery

= arrange * accommodation = overbooked

1. We (1) according to roommate pairs and housing preferences.
2. The rooms are equipped with a bath-tub, king-size bed, coffee and tea
service, toiletry kit, water bottle and daily (2) of newspaper to
the room.

3. We wish to offer our customers high-quality and (3) -friendly
services.

4. A hotel is required to have many (4)

5. We cannot begin to (5) until the

accommodation booking fee and accommodation fees have been paid.

6. Standard compensation of first night's stay at new hotel,

transportation to new hotel and a phone call are usually given by the (6)
hotel to the guest complementary.

Ex. 2: Read the training guide for hotel employees.

Guide to Checking—in and Welcoming Guests to the Royal Point

Hotel

Step 1 Find an available room

For Walk-in Guests:

Ask the guest about the following information:

[10Preferred room type

0 single 0 double 0 smoking o non-smoking

[1JNumber of guests

[1Length of stay

Use the information to look for a vacancy.

For guests with reservations

Ask the guest about the following information:

[1[JName or reservation number

Step 2 Room Assignment and Registration

Assign a room to the guest. Then ask the guest to complete a

registration form.

Step 3 Damage Deposit

Collect credit card information or cash for the damage deposit
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Step 4 Issue Room Key

Give the guest the room key and wish him or her a nice stay at our
hotel.

Ex. 3: Make up dialogues

Ipakruyeckoe 3ansaTue Ne 11
Tema: Ocobennoctu o0cayxkuBanus VIP-rocrei.
Heab: 3akpenuTh WCHIOJb30BAHUE JICKCUMYECKUX C€IUHUI[I B PEUM.
AKTI/IBI/BI/IpOBaTI) HAaBBIKU I[H&J'IOFI/I‘IGCKOIZ 1 MOHOJIOTMYECKOU peyun.
IIpoao/kuTeIbHOCTH PadoThi: 90 MUHYT.
MartepuajibHO-TeXHHYECKOEe o0ecmeyeHue. ydyeOHoe  mocooOwue,
pa3aToOYHbIA MaTepual, CJIO0BApH, AayJIuO-BU3YaJIbHBIE CPEACTBA,
IIpE3CHTaINH.
3aIlaHI/IH K IPAKTHYCCKOMY 3aHATHIO:
Ex. 1. Read and role dialogues
Dialogue 1
Housekeeping: Housekeeping. May | help you?
Guest: Yes. This is Mrs. Jones room 2011. Did you make the bouquet in
my room?
Housekeeping: Yes, madam. The bouquet is made in the flower room.
This is complementary for special guests.
Guest: Its really beautiful. Thank you very much.
Housekeeping: You‘re welcome, madam.
Guest: Well, tomorrow is my husband‘s birthday and we‘re having a
party with candles. Could you arrange some flowers in our room?
Housekeeping: In this case, we have a flower shop in our hotel. I will
ask the florist to call you and discuss the matter.
Guest: That‘s a good idea. Thank you very much.
Housekeeping: You are welcome.
Dialogue 4
Housekeeper: Good morning. Do you need anything for the room?
Guest: Yes, | need more towels.
Housekeeper: Bath towels? Do you want 2?
Guest: Yes, that‘s fine.
Housekeeper: Here you are.
Guest: Thank you.
Housekeeper: Is there anything else you need?
Guest: No, that‘s great.
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Housekeeper: My name‘s Gina. Please let me know if there is anything

else you need. Have a good afternoon.

Dialogue 6

Supervisor: Hi Elena. A guest is checking in early. Did you clean room

540 yet?

Housekeeper: Yes, | did.

Supervisor: Did you remember to put the cot in there and to make it

up?

Housekeeper: Yes. | put the cot in and made it up.

Supervisor: How about room 551?

Housekeeper: It isn‘t done yet. I started to clean it and the guest came

back. Also he said the lamp didn‘t work. I will go back and finish it off

after lunch.

Supervisor: OK. Thanks Elena.

Ex. 2: Complete the conversation between a hotel manager and a

new employee with missing words from the box.

= have one bed for one person = an ensuite bathroom = types of rooms

= double rooms = to pay for them = air conditioning

New Employee: What (1) are there in the hotel?

Manager: The rooms are different types and have different numbers of

beds in them. For example, we have (2) , which have a big bed

for two people to sleep in. There are also single rooms, which only (3)
to sleep in. And there are also twin rooms, which have two beds

for one person to sleep in each. We also have a special room for very

rich people which is big and is like a small apartment or flat with its own

lounge and bar. It is called a suite. Some of the rooms have a balcony,

where the room has a part which is outside in front of the windows. So

the guests can relax and enjoy the sun and the views.

New Employee: What facilities do the rooms in the hotel have?

Manager: Each of the rooms has (4) . There is a shower and

toilet inside all of the rooms. In the ensuite bathrooms there are towels,

so the guests can dry themselves after having a shower. The rooms also

have (5) , S0 in summer when it‘s hot, the guests can decrease the

temperature in the room. There is also a minibar in each room, where

there are small bottles of alcohol, water and snacks like nuts and crisps

for the guests to eat or drink. But they have (6) when they check

out and leave.

36



Ex. 3: Five people need rooms in a hotel. Match the suggestions
made by the receptionist with the guests’ enquiries. Then make
conversations and role play them.

1. Id like to book a room for myself, my husband, and our two children
aged twelve and ten. Have you got anything suitable?

2. Good morning. I‘m from Melton Scientific Instruments and we‘re
looking for a place to show some of our products and meet possible
customers. Second week of April this year. Have you got any suitable
rooms?

3. Perhaps you‘ve heard that Rob Nelson, the pop singer is giving a

4. I'm the secretary to Sir Henry and Lucas Smith. Their daughter is
twenty-one this year, and they‘re looking for a place to hold a small
party and dance ... just one or two hundred guests...

5. I'm organizing this year‘s meeting of the British Insurance Agents*
Association, and we want to find out about the possibilities for holding it
in your region. There would be two hundred to two hundred and fifty
delegates and several important visiting speakers comfortable beds and
it‘s extremely spacious.

a. For that kind of occasion it would be best to use at least two rooms,
including the ballroom and the adjoining reception room.

b. We have a penthouse suite that he would find ideal, sir. It‘s

extremely luxurious, and it‘s well away from the public eye.

c. Would you like me to book you a family room, madam? It has four
concert here. I‘m arranging accommodation for him. Nothing but the
best will do for him — he can afford it — but you know, he doesn‘t want
newspapermen waiting outside his door, so complete privacy is
essential.

d. Well, our conference hall is especially built for that type of meeting?
It will accommodate up to 300 delegates. Would you like to see it?

e. It sounds as if you would find our Exhibition Room suitable. We have
a display of video equipment there at the moment.

[‘l get someone to show you the facilities.

IIpakTuueckoe 3ansitue Ne 12
Tema: OcoOeHHOCTH PabOTHI ¢ MOCTOSIHHBIMU U VIP TocTsMu.
Heab: 3akpenuTh HCHOIB30BAHUE JIEKCUUECKUX €IWHUIl B pEUH.
AKTHBU3UPOBATh HABBIKU JUAIOTMYECKOM U MOHOJIOTMYECKON PEUH.
Ipoao/xkuTebHOCTH padoThi: 90 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecrmedeHue: ydyeOHoe  mocooOue,
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pa3gaTOYHbIA  MaTepual, CJIOBapu, ayAuO-BU3YAIbHBIE CPEICTBA,
IPE3EHTALUH.

3ajaHNs K NIPAKTHYECKOMY 3aHATHIO:
Ex. 1. Read the text.
Different Categories of Rooms for VIP-guests

There is no any unified classification system of hotel rooms so far
today. Very often the same category of rooms in different hotels may
imply different living conditions. It depends on the structure of the hotel
itself, its location, target market and level of service provided. The
classification of the rooms in the hotel is often used not so much for the
size, luxury and amenities, as for the number of occupants. The world
classification distinguishes more than 30 different types of rooms.
Of course, today almost any modern hotel has at its disposal standard
rooms and suites. Standard rooms also referred to as single rooms or
single-occupancy rooms, are the basic type of rooms in the hotel
business. They are perfect for those guests who appreciate the best
compromise between price and quality. Standard rooms are ideal for
individual stays or short, overnight breaks. The rooms are fitted with
standard amenities: a wardrobe, a desk, a TV, a telephone, a fridge, and
a hairdryer, a set of tableware, a separate bathroom and the standard set
of toiletries. Depending on the host country and the status of the hotel a
standard room can have additional functions and features.
Standard rooms in 3star hotels, for instance, are typically decorated with
made-to-order furniture. Five-star standard rooms are equipped with
luxury furniture, functional amenities and works of art—sculptures or
paintings. Standard rooms vary in size, depending on the rating of the
hotel. Standard rooms in 2star hotels, for instance, are between 9 to 10
square metres, while those in 5star hotels are required to be at least 16
square metres. In the hotels of Europe and the United States a standard
room in a hotel has a double bed.
Deluxe rooms are typically among the most expensive in a hotel. This
category of rooms also includes suites, apartments and studios. Deluxe
rooms are larger than standard rooms in size. Recommendations of the
World Tourism Organization are to adhere to minimal area of about 35
square metres. Deluxe rooms consist of several rooms. Typically, these
are a bedroom and a living room. They are fitted with basic and bonus
amenities, including free access to a fitness center or pool, massage
sessions, tours, alcoholic drinks and desserts.
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Suites are small apartments that accommodate families or large parties.
There are several types of suites, including super suites, standard suites
and junior suites. Super suites are also called luxurious suites, president
suites and executive suites. They are typically the most exclusive rooms
in a hotel. Standard suites are small sized apartments that range in size
between 28 and 40 square metres. They are equipped with standard
amenities, including high-speed Internet, television and telephone,
24hour room service, in-room safe. Standard suites are ideal for business
travelers. Junior suites are large rooms that slightly exceed standard
rooms in size. They are a step above single rooms in size and offered
amenities but are not as large as standard or luxurious suites.

Junior suites are priced according to their size, amenities and opulence.
They typically range between 20 and 25 square metres in size. Junior
suites are fully-equipped and include a kitchenette and Internet access,
besides standard amenities. They are perfect for honeymoon couples,
holidaymakers and business people.

Travelers find a wide selection of bunks in hotels, and some hotels
attempt to describe a room‘s sleeping accommodations in the room*s
classification. Rooms with a king-sized bed may feature a —KI in the
classification name, while a —Q denotes a queen bed and a —DI
signifies a double bed. Some hotels may also include the number of beds
in the classification, offering rooms with two double beds (2D) or two
queen beds (2Q).

In addition to describing the arrangement of beds and furniture, a
hotel room classification may denote the view. Hotels often market
rooms designated with an ocean view (OV), sea view (SV), mountain
view (MV) or city view (CV). Depending on location, the hotel may also
offer additional designations that include garden view (GV), pool view
(PV), beach front (BF), park view (PV) or inside view (IV).

Ex. 2: Decide which of the sentences below conveys the main idea of
the text.
1. a. The same category of rooms in different hotels depends on the
national policy.
b. The same category of rooms in different hotels depends on the type of
the hotel.
c. The same category of rooms in different hotels depends on the
designer.
2. a. A standard room is traditionally fitted with a private bathroom.
b. A standard room is traditionally fitted with a private pool.
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c. A standard room is traditionally fitted with a private Jacuzzi.

3. a. Junior suites are perfect for families with kids.

b. Junior suites are perfect for homeless.

c. Junior suites are perfect for newlyweds.

4. a. The World Tourism Organization advises to adhere to minimal area
of deluxe room about 45 square metres.

b. The World Tourism Organization advises to adhere to minimal area of
deluxe room about 35 square metres.

c. The World Tourism Organization advises to adhere to minimal area of
deluxe room about 25 square metres.

IpakTuuyeckoe 3ansitue Ne 13
Tema: Kommumentsr VIP roctsm.
Hean: 3akpenuTh HCMOIL30BAaHUE JIEKCUYECKUX E€IUHHI[ B PEUH.
AKTUBHU3UPOBATh HABBIKM JHAIIOTHICCKON U MOHOJIOTHICCKON PEYH.
IIpomomxureabHocTh padoTbl: 90 MUHYT.
MarepuanbHo-TeXHHMUYECKOe o0ecmeyeHue: ydeOHoe  mocobwue,
pa3maToOYHBIA MaTepuaya, CJIOBapH, ayJIuo-BU3YallbHBIE CPEJCTBA,
IPE3CHTALINH.

3aaHus K NIPAKTHYECKOMY 3aAHATHIO!
Ex. 1: Read the texts and answer the questions.
Hotel Services and Facilities
Hotels provide a wide range of extra services to make a guest‘s stay
pleasant and comfortable. There are the following facilities in high class
hotels: business center; concierge; health club and fitness center
(swimming-pool, Jacuzzi, solarium, sauna, massage service, gym); car
rental service; laundry, dry-cleaning, repair and valet service; barber
and hairdresser (beauty salon); conference facilities; gifts & souvenirs
shops; Food and Beverage.
Business center
Business center provides the following services: satellite phone
connections for longdistance and international calls; photocopying
service; lamination and binding of documents; computer usage with an
Internet access; translator‘s and interpreter‘s service (bilingual written
translation; simultaneous interpretation; secretarial, shorthand taking
service; editing; video gear rental; conference rooms leasing.
Business centers are open round the clock or from 7.30 to 23.00 on
weekdays and from 9.00 to 21.00 on weekends.
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Conference facilities

Modern hotels provide meeting rooms and conference halls to hold
different business events such as, conferences, congresses, symposiums,
workshops etc.

Meeting rooms and conference-halls are fully equipped with:
simultaneous translation systems; concert lighting; sound amplifying
equipment; marker boards; flipcharts; screens; projecting equipment;
AV aids. Conference facilities booking is usually made on 100%
prepayment basis.
Car rental & Valet parking Service

In some hotels business center provides car rental and car service. The
guests are provided with chauffeur-car service for transfers, excursions,
shopping etc.

In Moscow it is safe to rent a chauffeur-driving car. There are fixed rates
for rides from the hotel to the airport, railway station and main
attractions in Moscow.
Some hotels provide their guests with a free shuttle bus running from
the hotel to the city center. There is a courtesy car at VIP guests’
service.
When people are staying at a hotel they put their cars in a parking
garage. If the car owners are not too concerned about safety they may
park their cars in the street outside the hotel.

Hotels often offer valet parking where someone parks your car for you.
They also offer secure parking, where people look after the cars and
check that only the owners take them away.
Questions
. What kind of facilities can be found in a high class hotel?
. What services does the business center provide?
. When are business centers open?
. What kind of car rental service is provided in hotels?
. What car service is provided in some hotels?
. What business events are usually held in hotels?
. What conference equipment is used in hotels?

. What are the terms and conditions of booking conference facilities?
Keeping valuables and personal things
Special security measures are worked out in hotels to make sure that
the guests® personal belongings are safe. Luggage rooms and safes are at
the guests® service. Hand baggage i1s normally free of charge. Storage of
bulky baggage is usually chargeable.
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The guests can keep their valuables either in a deposit safe box in the

Front Office or in an electronic safe in the guestroom. The hotel takes no

responsibility for the valuables left in the room.

Hotel guests often lose their belongings such as purses and wallets,

handbags and umbrellas, hats and coats in bars, restaurants, restrooms or

lobbies.

All the lost stuff is kept in the lost and found office.

Questions

1. What facilities are provided for keeping valuables in a hotel?

2. Where can guests keep bulky luggage?

3. What is the hotel rule about keeping valuables?

4. Where’s the guests’ lost stuff kept?

Housekeeping Service

Everyday services are provided by Housekeeping Department.

The chambermaids® duties include cleaning and airing the guestrooms,

making or changing beds, dusting the furniture, vacuum cleaning the

floor carpets, replacing towels, washing the bathroom, emptying waste

baskets.

Chambermaids use carts to carry supplies of toiletries (shampoos,

soaps, tissues, shower caps), bed and bath linen. There are containers for

dirty linen and rubbish on those carts.

The chambermaids normally do the pick-up when they have just to

replace the towels and bring the toiletries, everyday make-up after a

night’s occupancy and deep cleaning after the guest vacates the room.

They are expected to report any signs of damage or wear and tear.

Housekeeping department inspects the rooms and informs the Front

Office if everything is in order.

In addition, guests often ask chambermaids for items like irons, pillows,

blankets, hangers, hair-dryers etc. The maids also collect and deliver the

guests‘ laundry and things for the valet service.

Security service

Security service is in charge of keeping order and looks after the safety

of the hotel guests. The hotel Security service protects the guests from

all dangers: robbery and burglary, fire, terrorist acts etc. The Security

employees are trained for emergencies. They are prepared to help the

guests in case of fire or other dangers. The Security employees are

responsible for warning the guests of the danger. They are in charge of

smoke detectors and fire extinguishers throughout the hotel. The

security department provides fire drills for all hotel employees. Each
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hotel employee knows all emergency exits. The security department is in
charge of first aid kits.
Questions
1. What services are provided by Housekeeping Department?
2. What are the chambermaids’ daily duties?
3. What are typical guests’ requests?
4. What are the housekeepers supposed to report about?
5. What is Security service in charge of?
6. What safety and security measures are taken in hotels?
7. What drills does the Security Department regularly carry out?
Concierge
Concierge offers assistance with the following services: rail and air
booking and flight confirmation; restaurant booking; arranging
sightseeing tours and excursions; booking tickets to the theatre, concert
halls, exhibitions and stadiums; sightseeing and
transport information; providing interpreter‘s service; arranging
transfers; visa support.
The service bureau offers the guests a wide range of sightseeing tours.
Every hotel has its own sightseeing tour programme. The typical
Moscow sightseeing tour programme usually includes: a city tour; the
Kremlin (the cathedrals, the mausoleum); the Kremlin Armory Chamber
and Diamond Fund; the Tretyakov Gallery, the Pushkin Fine Arts
Museum; countryside trips to Sergiev Possad, Suzdal, and the Golden
Ring towns, etc.
Some unusual visits are also on offer: The Bolshoi Theatre Wings; The
Museum of Aviation in Monino; The Training Center of Cosmonauts in
Zvesdny Gorodok.
The charge rate of sightseeing tours depends on the number of
excursionists.
Individual tours (2-4 pax) are more expensive than group tours (5 pax
and more).
The concierge also books theatre, circus and concert tickets. When
booking theatre tickets the concierge should inform the clients of
booking terms and conditions:
[1[Ithe latest booking time is 1.00 p.m. on the day of the performance;
[1the latest cancellation time is noon of the day of the performance;
[10Jin case of late cancellation, a penalty fee is charged: from noon till
2.00 p.m. — 50% from the ticket cost, after 2.00 p.m. — 100 % from the
ticket cost.
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In some hotels the concierge offers assistance with visa support. The
booking guest is to send to the hotel a photocopy of his passport (valid
within 7 months) and credit card details (the number and expiry date).
The above documents along with a hotel confirmation voucher of
tourist acceptance are handed over to the consulate. A travel visa can be
obtained within 7 days.
Questions
1. What services are provided by the concierge?
2. What attractions does the typical Moscow sightseeing programmed
include?
3. What does the charge rate of sightseeing tours depend on?
4. What are the terms and conditions of booking theatre and concert
tickets?
5. What is the procedure of obtaining a visa?
Medical Service
All hotels should provide qualified medical aid. According to the Rules
for Providing Hotel Services in Russia the Hotel is to provide the Guest
with free ambulance call and the first aid kit. Large hotels provide free
medical aid 24 hours round. In case of emergency city medical services
are to be provided.
Medical insurance covers all necessary medical assistance. Apart from
it some hotels provide chargeable additional medical services such as
dental consultations and treatment, massage etc.
Recreational Facilities
There is a health and fitness center in all large hotels providing a wide
range of recreational facilities: open-air and inside swimming-pools, a
solarium, saunas (Turkish and Finnish), a Jacuzzi with hydro-massage,
gyms, massage service, aerobics and aquaaerobics classes etc. Health
club attendants provide guests with bathrobes, slippers and towels.
Skilled fitness instructors work out individual training programs and
nutrition diets,
As a rule, swimming-pools, gyms and sauna are not chargeable. There‘s
an extra charge for a solarium, Jacuzzi and massage service. There‘s a
hairdresser‘s, a barber‘s, a beauty parlor and a cosmetologist‘s service at
the guests® disposal in hotels. The payment for these services can be
made on the spot or billed to the guest‘s account in the Reception.
The night club offers different kind of entertainment such as dancing,
parties with pop stars, fashion and striptease shows. Recreational
facilities may also include a casino.
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Modern hotels offer a wide range of additional and auxiliary services to
meet guests’ needs and requirements. These are different kinds of
shops, designer boutiques, exchange offices, souvenir stalls, pharmacies,
florists, bookstalls, a library, billiards, bowling etc. Some hotels provide
a babysitting service as well.

Questions

1. What medical aid is provided in hotels in Russia according to the
Rules for Providing Hotel Services?

2. How are medical emergencies dealt with?

3. What additional medical service can be provided by hotels?

4. Does the medical insurance cover the additional medical services?

5. What recreational facilities are there in hotels?

6. Which of them are provided free of charge and which of them are
chargeable?

7. In what way can the payment for these services be made?

8. What kind of entertainment can hotels offer?

IHpakTuyeckoe 3ansitue Ne 14
Tema: [IpaBuna perucrpanyuu HUHOCTPAHHBIX TOCTEN.
Heab: 3akpenuTh HCHONB30BAHUE JIEKCUYECKUX CEIOUHUI B PEUM.
AKTHBH3UPOBATh HABBIKW THAJIOTHYECKON U MOHOJIOTUYECKOUN peyH.
IIponomxuteabHOCTH padoThi: 90 MUHYT.
MarepuajbHO-TeXHHYECKOe olOecmedeHue: ydyeOHoe  mocoOue,
pa3gaTOuHBIA MaTepuall, CIIOBApPH, ayAuO-BU3YyaJlbHBIE CpEJICTBA,
MIPE3EHTAUH.

3ajaHus K NIPAKTHYECKOMY 3aHATHIO!
Ex. 1: Read about hotel checking in procedures and describe them.
The Guest™s experience: Arriving at the Hotel

The shuttle dropped Sam Munroe off Mr. Monroe tlpped the driver in
front of the hotel.
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Can | carry
your bags,
sir?

Don, the bellhop, Sam followed Don through the revolving door and
into the Mr. Munroe‘s lobby bags.

gave him a tip.

Welcoming a Guest with a Reservation

Welicome to
the Pine
Ridge Hotel.

I'd like to
check in,
please. | have
a reservation,

J

Alberto came out from the staff room and greeted the guest
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Monroe.
Sam Monroe.

Could | have
your confirmation
number, Mr.
Monroe?

| have you
down for 3
nights. Is that

And that's a
non-smoking

He checked that the information in He confirmed that Mr. Monroe had
the system was correct. non-smoking room.

Welcoming a Guest without a Reservation

Enjoy
your stay!

Sorry to keep
you waiting,
ma‘am!

Sandra Randall waited in line at the Pat apologized for the delay.
front desk.
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A smoking
king room, or
a non-smoking
double?

Do you have
any vacancies
for tonight?

Sandra chose the king room. Pat created a new record for
Sandra on the computer.

Filling out a Registration Form

Alberto printed out Mr Munroe‘s ~ The software automatically filled
details on a registration form. in some of the fields.
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Sam corrected the Sam did not have a car Sam signed the form.
error license

Ex. 2: Speak on the following topics.
[1JRegistering foreign guests
[11Methods of payment
[1[JAssigning rooms

IIpakTnueckoe 3ansaTue Ne 15
Tema: Buasl u kareropuu Bu3. [lonaTHE MUTPAalMOHHON KapThl.
Hean: 3akpenuTh WCHOIb30BAHUE JIEKCUYECKUX EJUHUI] B PEYMU.
AKTHUBU3UPOBATH HABBIKYU JUATOTUYECKON U MOHOJIOTMYECKOM peyH.
I[IpomomxureabHOCTH padoThi: 90 MUHYT.
MarepuanbHo-TeXHMUYECKOe o0ecneueHue: yueOHOe mocolwue,
pa3IaTOYHBIA MaTepuall, CJIOBapH, ayAuO-BU3yalbHBIE CpEJICTBA,
MIPE3EHTALINH.
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3ajaHNs K NIPAKTHYECKOMY 3aHATHIO:
Ex. 1: Study the vocabulary
a visa — Bu3a
an entry — spe3aHas
an exit — Bele3gHas
a guest — rocreBas
a business — genoBas
a multiple — maoropazosas
a tourist — rypuctuyeckas
visa Support — Bu3oBas moaaepikKa
to extend (visa, stay) — mpoaneBathb (BU3y, IIPOKUBAHHKE)
passport details — macoptHbIe JaHHBIC
valid — aeiicTBuTeIBHBIN (0 IMACIIOPTE, BU3EC)
personal information — nuuHbIe cBEACHUS
the date and place of issue — kem 1 koraa BbIJIaH ACIOPT
an extra bed (cot) — nonoHUTETBLHAS KPOBAThH
a migration card — MurpanroHHas Kaprta
VAT (value added tax) — HAC (uajor Ha 100aBICHHYIO CTOUMOCTD )
a credit card imprint — oTTuck (KOIHs) KPEAUTHON KapThI
Ex. 2: Practise the speech patterns.
1. A: You are welcome here. We are glad to see you in our hotel.
B: Good morning! | have a reservation for a single room for three
nights at your hotel.
2. A: | reserved a room by telephone (fax, on-line booking).
B: Could I have the confirmation number? I‘ll check it on the
computer...
A: Here's the reservation confirmation.
B: I'‘m dreadfully sorry, but I can‘t trace your reservation
confirmation. What name is the reservation under?
3. A: A. You are booked two adjoining singles single room with bath,
aren‘t you?
B: Yes, thats right.
A: What floor is the room on?
B: Your room is on the executive floor.
4. A: May I have your passport? I‘ll have to check the passport details.
B: Here you are.
A: Why do you need my passport?
B: I need your passport and migration card for registration. You‘ll get
your passport back in an hour.
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5. A: What type of visa do you have?

B: Tourist visa.

A: Your visa is valid for 30 days. If you‘d like to stay longer be sure to
extend your visa.

6. A: You reserved a room for three nights, didn‘t you? If you‘d like to
extend your stay with us let us know in advance.

B: Sure, 1 will.

7. A: Here‘s your registration card. Will you check the details?

B: Everything seems to be all right.

8. A: What is the room rate?

A single room with bath is ... per night.

Does the room rate include VAT?

Yes, the rate includes VAT and service.

9. A: Could you put an extra bed for a child?

B: Yes, we charge ... for an extra bed.

10. A: I“d like to stay in your hotel. But I have no reservation.

B: What room would you like?

A: I‘d like a single room for two nights.

B: Just a moment, please. I‘ll just check what rooms we have available.
... Unfortunately, no single rooms are available. We can offer you only
a twin shared room.

11. A: How will you be settling your account?

B: Do you accept Visa cards?

A: Yes, we accept all credit cards.

12. A: May I take an imprint of your credit card?

B: Sure. Here you are.

13. A: What is the room rate per night?

B: Here‘s our price list. All the rates are quoted including VAT.

A: Do you give any discounts?

B: Rack rate doesn‘t provide any discounts.

14. A: You‘ll have to fill in the registration form. Will you use block
letters, please?

B: What should I write here?

A: You should write your full name, home address, citizenship,
occupation, arrival and departure dates, date and place of birth, passport
details, duration of stay.

15. A: Here‘s your guest card. You‘ll find here all the information
about the hotel services. You should carry it all the time. You‘ll need it
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as identification in the hotel restaurants and bars if you want meals and
drinks charged to your account.

B: Thank you very much.

16. A: Here‘s your key-card.

B: Thanks a lot. Can anyone show me how to use it?

A: The bellboy will escort you to the room and show how to use your
key-card. He will also give you all the necessary information about hotel
facilities.

17. A: What about my luggage?

B: Don‘t worry. You luggage will be taken up to your room in a few
minutes. If you have any problems, ask the floor attendant or call up the
reception. | wish you a pleasant stay in our hotel.

18. A: Let me introduce myself. [‘m the group leader of the group from

We are booked 10 singles and 5 twins in your hotel.

B: Could you give me the original voucher to be checked against the
travel agency‘s copy?

19. A: How many tourists are there in your group? How many males,
female and married couples are there in the group?

B: Here s the name list and rooming list of the group.

A: Would you collect the tourists® passports and fill in the registration
forms?

B: Sure.

20. A: The check-out time in our hotel is 12 o°‘clock noon. We‘ll have
to remind you that all the rooms are to be vacated by this time.

B: But our flight is only in the evening.

21. A: Where can | leave valuables for safe-keeping?

B: A safe deposit box is available free of charge. We‘ll have to remind
you that the hotel assumes no responsibility for the money and valuables
left in the guestroom.

Ex. 3: Make up your own dialogues.

IpakTuueckoe 3ansitue Ne 16
Tema: Breaenue nekcuku mo teme «OpraHuzanys B3aUMOJICUCTBUSA
COTPYJIHHKOB C TOCTSIMH NpPH IPUEME, PETHCTPAlUH, Pa3MEIICHUU U
BBIITMCKYU HA AaHTJIMHCKOM SI3BIKE).
Hean: 3akpenuTh MCIOIB30BAHUE JIEKCUYECKUX EIWHHUI] B pPEYM.
AKTUBU3HPOBATh HABBIKA THAIOTUYECKON U MOHOJOTHYECKOW PEYH.
IIpoao/kuTeIbHOCTH padoThi: 90 MUHYT.
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MarepuajbHO-TeXHHYECKOe o0OecredeHue: ydeOHoe mocobwe,
pa3aToO4YHBIM MaTepuaa, CJIOBapU, ayJIuo-BU3YalbHbIE CPEJCTBA,
pe3eHTAIUH.

BanaHm{ K IPAKTHYC€CKOMY 3aHATHIO.

Ex. 1. Look at the following advice for dealing with guests. What is

considered polite in your country? How is it different from other

cultures?

When dealing with guests you should always:

[1[Jaddress a guest by his/her title and surname or say sir or madam

[11show that you are listening and understand

1 1be patient and answer all the guest‘s questions

[1[Jsay please when asking the guest for something

[1[Jsay thank you when the guest replies

Ex. 2: Look at the examples and complete the information below.

[1JMaking polite requests

Could you spell your surname for me, sir?

Would you mind showing me your passports, please?

Do you mind waiting here?

[1JMaking polite offers

Would you like me to call your room?

Would you like the porter to help with your luggage?

Ex. 3: Complete the dialogue with polite questions.

Receptionist: Can | help you, sir?

Guest: Yes, I‘d like to check in, please.

Receptionist: Certainly, sir. 1

Guest: It‘s Van Rooyen.

Receptionist: Ah, yes, Mr Van Rooyen. Single room for two nights.
2

Guest: Non-smoking, please.

Receptionist: 3

Guest: Yes, here it is.

Receptionist: Thank you. | need to put your details into the computer.

Guest: That‘s OK. I don‘t need my passport right now so | can leave it

with you and come and get it later this evening.

Guest: That‘ll be fine 4

Receptionist: Oh, yes, please. They‘re a bit heavy. Thanks.
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IpakTuueckoe 3ansitue Ne 17
Tema: Pa3Burtue nekcuuecknx HAaBBIKOB. Bpems 3ae3ma u Bwie3na.
Pacuernbiii yac. [Ipoueaypsl ¥ MOJUTHUKA PAHHETO 3a€3/1a U IMO3IHETO
BbIE3/1A.
Heab: 3akpenuTh WCHIOJb30BAHUE JICKCUMYECKUX C€IUHUI[I B PEUM.
AKTHUBU3UPOBATh HABBIKU TUATIOTUYECKON U MOHOJOTUYECKON PEUH.
IIpoao/kuTeIbHOCTH PadoThi: 90 MUHYT.
MartepuajibHO-TeXHHYECKOEe o0ecmedeHue: ydyeOHoe  mocooOwue,
pa3gaTOYHbIA MaTepual, CJIOBapH, ayJAuO-BU3YAIbHBIE CPEICTBA,
PE3CHTALIUH.

3aaHus K NIPAKTHYECKOMY 3aHATHIO:

Ex. 1: Study the vocabulary.

1. checking in — perucrtparus

2. check-out time — pacueTHbIi yac

3. a receptionist, room clerk — perucrparop

4. a register — sxypHaJs perucTpaluu

5. a registration card — perucrpainoHHas KapTodyka

to fill in, complete a card — 3anmoaHUTE KAPTOUKY

6. an authorization letter — aBTopu3anKMOHHOE MHCHMO

7. a hotel voucher — Bayuep Ha npoxuBanHwue

the original voucher — opurunan Bayuepa

to check the original voucher against a copy — cBeputh OpuUTHHAI
Bayuyepa ¢ KOIUeEn

Ex. 2: Complete the text with the words from the box.

checking in welcome registration check in (x2)

assigns checking-out available to provide

checks out reservations (x2)

When hotel guests arrive, they expect the front office clerks to offer
themanicel . They will want someone to helpthemin2 . The
front office is in the lobby of a hotel. It consists of the 3 department
and the reception desk or the front desk. The front desk provides sale of
rooms, guest 4 | key service, message and mail service, guest
accounts.

Each employee in the front office has got a specific task. The 5
clerk will help the guest to arrange a booking. The receptionist or the
room clerk will help the guestto 6 . When the receptionist watches
the guest arrive, he meets and greets him. The receptionist asks the guest
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to fill in a registration form and 7 a room to him. Before the
receptionist does it, he

or she will check the guest‘s booking and the 8  accommodations.
Most hotels offer single and double rooms. There are also some fine
suites. A guest may ask the receptionist 9 an extra bed in a double
room for his family member.

A hotel guest always wants someone to take care of his room key. The
front desk will do it. There is often a key drop at the desk. When the
guest 10 |, he wants someone to help him with accounts.

The cashier at the front desk will do it.

Every hotel manager relies on his front office to provide brief and
convenient 11 and 12 .

Ex. 3: Retell the text.

Ex. 4: Make up dialogues

IIpakTuueckoe 3ansitue Ne 18
Tema: IIpaktuka yctHOUW peun. COCTaBICHUE AUAIOTOB Y CTOWKHU
agMuHuCcTpaTopa. HMHpopmupoBaHue TOCTEl O pacdyeTHOM dace,
MOJIMTUKE PAHHETO 3a€3/1a U MO3IHETO BhIE3/a.
Hean: 3akpenuTh MCIOIB30BAHUE JIEKCUYECKUX E€IUHHI] B PEYM.
AKTHUBU3UPOBATh HABBIKYU TUAJOTUUECKON U MOHOJOTUYECKOU PEUH.
IIpoxomxuTeabHOCTh padoThi: 90 MUHYT.
MarepuajbHO-TeXHHYECKOe olOecmedeHue: ydeOHoe mocoOue,
pa3aTO4YHBI  MaTepuan, CJOBAapU, ayJauO-BU3YaJIbHBIE CPEJICTBA,
pPE3CHTAIIUH.

3ajaHus K NIPAKTHYECKOMY 3aHATHIO!
Ex. 1. Read the training guide for hotel employees.
Guide to Checking—in and Welcoming Guests to the Royal Point
Hotel
Step 1 Find an available room
For Walk-in Guests:
Ask the guest about the following information:
[1JPreferred room type
0 single 0 double o0 smoking o non-smoking
[1JNumber of guests
[1]Length of stay
Use the information to look for a vacancy.
For guests with reservations
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Ask the guest about the following information:

[1[JName or reservation number

Step 2 Room Assignment and Registration

Assign a room to the guest. Then ask the guest to complete a
registration form.

Step 3 Damage Deposit

Collect credit card information or cash for the damage deposit

Step 4 Issue Room Key

Give the guest the room key and wish him or her a nice stay at our
hotel.

Ex. 2. Make up dialogues using the information from ex. 1.

Ex. 3: Put the words in the correct order to make responses to
check-in problems.

1. your room / ready / isn‘t / you/ I‘'m afraid / yet / for

2. as soon as / your room / is / housekeeping / me / to inform /I‘ll ask /
ready

3. take / your luggage / will / of / the porter / care

I‘m / overbooked / really / tonight / we‘re / but /sorry

reserved / /for / at / next door / the hotel you / a room / I‘ve

don‘t seem / reservation / we / your / to have

space / parking / I‘m afraid / don‘t have / available / a / we

car park/ public / the hotel / opposite / there‘s / a /a just

XN B

IHpakTuyeckoe 3ansitue Ne 19
Tema: Pasurue HaBblKOB ycTHOW peuu. [IpenBapurenpHas omuara.
CnocoOsl orIaThl: HAIMYHBIE JEHEXKHBIE CPEICTBA, OAHKOBCKUE KAPTHI,
O€3HaJTUYHBIN pacueT ¢ OpraHu3alusIMH.
Ieanb: 3akpenuts HUCHIOIB30BAHUE  JIEKCHYECKUX CIWHUIl B PEUH.
AKTUBU3HPOBATh HABBIKHA THAJIOTHYECKON U MOHOJIOTHYECKON PEUH.
IIpoao/kuTebHOCTH padoThi: 90 MUHYT.
MarepuanbHoO-TeXHMYEeCKOe o0ecmeyeHue: yuyeOHOe  mocoOwue,
pa3IaTOYHBIA MaTepuall, CJIOBapH, ayAuO-BU3yalbHBIE CpEJICTBA,
PE3CHTALHH.

3aaHus K MPAKTHYECKOMY 3aHATHIO:

Ex. 1. Study the vocabulary.

1. a credit card holder — nep>xarens KpeTUTHOM KapThI

2. authorization — aBropuzanus

to obtain authorization — moayuuTs paspernieHre Ha aBTOPU3AIUIO
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to authorize — pa3pemaTh, CAaHKIIHOHUPOBATH
3. valid — nelicTBuTenbHbIN
to validate — y3akoHuTh, cACNaTh ACHCTBUTEILHBIM
invalid — uegelicTBUTEIBHBIN
4. to clear — omauMBaTh IO YEKaAM
clearance — ocyiecTBIICHHE PacdeToB 110 YeKaMm,
KIIMPUHT YCKOB
5. 10 iSSUe — BBIMUCHIBATH
6. an expiry date — ucredyeHue cpoka JACHCTBUSA KapThI
7. the amount to be charged — B3umaemas cymma
8. to exceed the limit — npeBbIIaTh TUMUT
9. to damage a card — noBpeauTh KapTy
10. traveler*s cheques — 1opoxxHbIE YEKN
11. a credit card statement — Beimrcka cuera
12. a printout — pacreuaTtka
13. to transfer — mepeBoAUTH ICHBIH HA CUCT
14. Electronic Fund Transfer System — cucrema 3JEKTPOHHBIX
ACHCIKHBIX IICPCBOA0B
15. a bank multifunction card — 6ankoBckass MHOTO(YHKITHOHAJIbLHAS
KapTOYyKa
16. transaction — czaeinka, oneparius
over-the-counter — ¢uHaHCOBas omeparys Yepe3 OneparruoHuCTa
17. to charge a commission on a transaction - B3uMaTh
KOMHUCCHOHHBIC C COBepHIGHHOfI CIACIIKU
Ex. 2: Read and then retell the text.
Methods of Payment

There are different methods of payment which a payer can use
nowadays.
They are cash, personal cheques, traveler‘s cheques, credit cards, charge
cards, multifunction bank cards, Electronic Funds Transfer System.
Cash 1s a commonplace and simple method of payment. It‘s easy to use
— customers don‘t need any cashing facilities. When you say that you
will pay in cash, it means that you have the necessary amount of money
in notes and coins.
Normally national currency of the country will be expected.
According to the law you will be obliged to change your money for the
local currency when you travel abroad. The exchange rate is displayed at
the bank or exchange offices. The exchange rate is the value of the
money of one country compared to that of another. A buying and a
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selling rate is shown. A commission is usually taken by the bank which
IS a percentage for the transaction.

In tourism and hospitality it‘s convenient to pay in cash when you
owe small amounts. Cash is fine when you leave tips to porters and
waiters, pay for taxis or buy gifts. Nevertheless, it‘s not convenient to
pay in cash for expensive goods and services. In this case electronic
payments like credit cards, charge cards, bank multifunction cards, smart
cards etc. are preferable.

More and more companies accept cards as a method of payment. They
establish relationships with credit organizations and install the electronic
equipment to service their customers — card holders.

A credit card is a plastic card with which the card holder borrows
money from the bank or another credit company and purchases goods
and services up to a certain limit without immediate payment. The
supplier gets paid immediately by the bank or the credit company. The
card holder then pays off his debt if he doesn‘t pay it in full. Visa is the
world market leader among credit cards. Then come MasterCard and
Access.

American Express and Diners Club are not credit cards. They are
charge cards. With charge cards you are not allowed to take out a new
credit before you have paid off the total amount charged at the end of
the month. With credit cards you are not obliged to pay your bills in full
at the end of the month. You have to pay just some minimum balance
which will be shown in the statement. Then you can get a new credit.

Both credit and charge cards are used to pay for goods and services
and can be cashed in local currency. Cash can be received with over-
the-counter transactions or in ATM (cash dispensers).

The card bears the name of the issuing company and its type, its number
which is the account number, the date —Valid froml, the expiry date,
and the name of the card holder.

When a card is used, it will be —swiped| through an electronic
payment terminal and the imprint of it will be taken, or a sales voucher
IS made out, which the customer will be asked to sign. The staff member
will compare the signatures on the card and on the sales voucher.

When the card is used, its holder is asked for his or her passport or
other identification document. Both charge and credit cards have the
expiry date which is the end of the period when the holder can use them.
When the card is out of date, the holder must obtain a new one.

One of the electronic methods of payment is the Electronic Funds
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Transfer System. Payment there takes place when you insert your
credit or bank card in a terminal connected with a bank computer and
type your PINcode which validates the transfer. This system has already
replaced a lot of banking papers and cheques.

There‘s a new type of credit cards — smart cards. In smart cards the
information is contained in a microchip, while in other cards it is
contained in a magnetic stripe. With those cards it is not required to use
a PIN-code for online identification. However, smart cards were not
widely accepted by the market at first. It was estimated that the
production of smart cards was four times as costly as bank multifunction
cards.

A bank multifunction card is a card issued by the bank which
authorizes the customer to withdraw cash to use it for different
functions and there is no limit on each payment. The money will be just
transferred from your bank account to the account of the payee. They
are known as —Switchl, —Connectl and —Deltal.

Traveller‘s cheques are very convenient as a method of payment in
tourism. They are used to pay bills in hotels, restaurants and shops.
Traveller‘s cheques are cheques which you can change for foreign local
cash money at an overseasbank when you travel abroad. A commission
of 1 to 2 per cent will be charged on traveler‘s cheques by the bank for
the transaction. They don‘t have any expiry date. Once they are
bought, they are valid for an unlimited period of time. You can take
them any time you travel overseas.

With traveler‘s cheques you don‘t have to carry large amounts of cash
because they are very safe to carry. When the buyer signs them at the
moment of buying, it means they will be protected from forgery,
because he has to countersign them in front of the staff member who
will compare the two signatures before accepting them. If they are lost
or stolen they can‘t be used by another person as long as they bear the
signature of the buyer but not countersignature.

When traveler‘s cheques are cashed, the customer is asked to produce
his or her passport for identification. Beside, all traveler‘s cheques are
numbered and a special record or sales advice is given to the buyer with
all the traveler‘s

cheques numbers. The buyer is recommended not to keep the cheques
and the sales advice together in one place and not to countersign them
in advance. In case the cheques are lost, their numbers and amounts are
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preserved. Thus, they can be refunded or replaced by the issuing
company.

IHpakTuueckoe 3ansitue Ne 20
Tema: [IpakTrka ycTHOW U MUCbMEHHOM peun. CocTaBIE€HHUE NUATOTOB
y CTOMKH aaMmuHucTtparopa. IIpeaBapurenbHasi orwiata pa3iddyHBIMU
croco0amu.
Heab: 3akpenuTh WCHIOJb30BAHUE JICKCUMYECKUX C€IUHUI[I B PEUM.
AKTHUBU3UPOBATh HABBIKA TUATIOTUYECKON U MOHOJOTMYECKOUN PEUH.
IIpoao/kuTeIbHOCTH PadoThi: 90 MUHYT.
MartepuajibHO-TeXHHYECKOEe o0ecmeyeHue: ydyeOHoe  mocooOwue,
pa3IaTOUYHBIM MaTepuall, CJIOBapH, ayJauo-BU3yalbHbIE CpEJICTBA,
MpPE3CHTALIUH.

3ajaHus K NIPAKTHYECKOMY 3aAHATHIO!
Ex. 1: Practise the checking-in conversations.
1
Receptionist: Good afternoon, sir. Do you have a reservation?
Guest: No, I don‘t. Do you have a double room for two nights?
Receptionist: Yes, we do.
Guest: Oh, good.
Receptionist: I‘ll just check what rooms we have available. Just a
moment, please.
Guest: Oh, OK, thanks.
Receptionist: Yes, now, let‘s see... room 414 is free. It‘s on the fourth
floor and it has a sea view with twin beds.
Guest: Oh, that sounds fine. How much is it?
Receptionist: Well, the cost is $150 per night, including buffet
breakfast.
Guest: Oh, fine.
Receptionist: Would you fill out the registration form, please?
Guest: Oh. Yes, sure.
Receptionist: Thank you very much. Could I see your passport, please?
Guest: Here it is.
Receptionist: Thank you very much. How will you be paying for your
room?
Guest: By Visa.
Receptionist: May | have your credit card, please?
Guest: Certainly, here you are.
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2

Receptionist: Good afternoon. May | help you?

Guest: Yes. I have a room booked. My name 1s O‘Neill.

Receptionist: Ah, yes, Ms O‘Neill. Yes, it‘s a single room with a sea
view until Saturday, is that right?

Guest: Yes. How much does it cost?

Receptionist: Well, it's $95 a night but that does include buffet
breakfast.

Guest: OK. I‘ll be paying by MasterCard.

Receptionist: Fine. Would you just fill out the registration form?

You‘ll be in room 301, which is on the third floor.

Here‘s your key and your key card.

Guest: Oh, thank you.

3

Receptionist: Good morning. Welcome to Kimuni Hotel. May | help
you?

Guest: Good morning. | want to check in.

Receptionist: Do you have a reservation/Have you got a reservation?
Guest: Yes, under (the name of) Chris Scott.

Receptionist: Please wait a moment. | will check it first. Yes, Mr Scott.
We have your reservation for one deluxe room.

Check in today and check out on January 03, total 7(seven) nights. Is
that correct (in order)?

Guest: Yes, It‘s correct.

Receptionist: Could you fill in this registration form, please?

Guest: Here you are.

Receptionist: Thank you. How will you pay (settle) your bill?

Guest: Can I pay by credit card?

Receptionist: Sure/Certainly. We accept Amex, Visa, Master, BCA and
JCB card.

Guest: | will pay by Visa Card.

Receptionist: Could | imprint your card, please/Could | take an imprint
of your credit card, please?

Guest: Sure. Here you are.

Receptionist: Thank you. Here you are.

Guest: Mr Scott, your room number is 4425. Here is the room key. Our
bell boy will escort you to the room. Enjoy your stay with us. / Have a
nice stay with us.
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4
Receptionist: Welcome to the Beachside Inn. How may | help you?
Guest: Id like a room, please?
Receptionist: Would you prefer a single or a double?
Guest: A double, please. How much is that?
Receptionist: It's $145.00 a night. How many nights will you be
staying?
Guest: Just tonight.
Receptionist: OK. One night comes to $145.00 plus tax. May | have
your name please?
Guest: It‘s Davies. Robertson Davies
Receptionist: And how do you spell that, sir?
Guest: It‘s D-A-V-I-E-S.
Receptionist: So that‘s D-A-V-I-E-S. How would you like to pay for
the room?
Guest: Do you take VISA?
Receptionist: Yes, we do. We take VISA, Mastercard, and American
Express.
Guest: Great. [‘ll pay with VISA then. What time is checkout?
Receptionist: Checkout is at 10 o‘clock. Your room number is 505.
Is there anything else you would like to know?
Guest: Is there a pool here?
Receptionist: Yes, there is. It‘s on the 2nd floor. But you have to bring
the towel from your room.
Guest: And how about a restaurant?
Receptionist: There are restaurants on the 1st and 3rd floor and there‘s a
café next to the lobby.
Guest: Great. What time does the restaurants close?
Receptionist: They both close at 10:00 p.m.
Guest: 10 p.m.? Thanks. Oh! And can | get a wake-up call for 6:30 a.m.
Receptionist: Sure. No problem. Wake-up call for 6:30 a.m. Enjoy your
stay.
5
Guest: | have a reservation. My name is John Sandals.
Receptionist: May | see your ID, please, Mr. Sandals?
Guest: Certainly. Here it is.
Receptionist: Thank you. Do you have a credit card, Mr. Sandals?
Guest: Yes, | do. Do you accept American Express?
Receptionist: Sorry, sir, just VISA or MasterCard.
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Guest: Here's my VISA card.
Receptionist: Okay. You're in room 507. It's a single queen-size bed,
spacious, and nonsmoking. Is that suitable?
Guest: Yes, it sounds like everything | expected.
Receptionist: Here's your key, sir. If you need anything, just dial 0 on
your room phone.
6
Receptionist: Good evening. May | help you?
Guest: Yes, | have a reservation. The name is Johnson.
Receptionist: Ah, yes. Would you fill out this form, please?
Guest: Here you are.
Receptionist: You‘ve booked a single room for 3 nights, is that right?
Guest: Yes... and | want a non-smoking room please.
Receptionist: Sure, no problem. Your room is on the 2nd floor, Room
233. Here's your key.
Guest: Thanks. By the way, is there a safe deposit box in my room?
Receptionist: Yes, it's inside the closet.
Guest: Great! Is there a place where I can use the Internet?
Receptionist: Yes, there is a business center just around the corner
where you can use the Internet and fax machines.
Guest: Oh great! And is there a restaurant in the hotel?
Receptionist: Yes. It is located to the right of the lobby.
Guest: OK. Until when is the restaurant open?
Receptionist: It's open until 11 p.m.
Guest: Great! Thanks a lot.
Receptionist: You're welcome. Enjoy your evening.
7
Receptionist: Good afternoon. Welcome to the Grand Woodward Hotel.
How may | help you?
Guest: I have a reservation for today. It‘s under the name of Hannighan.
Receptionist: Can you please spell that for me, sir?
Guest: Sure. H-A-N-N-1-G-H-A-N.
Receptionist: Yes, Mr. Hannighan, we‘ve reserved a double room for
you with a view of the ocean for two nights. Is that correct?
Guest: Yes, itis.
Receptionist: Excellent. We already have your credit card information
on file. If you‘ll just sign the receipt along the bottom, please.
Guest: Whoa! Five hundred and ninety dollars a night!
Receptionist: Yes, sir. We are a five star hotel after all.
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Guest: Well, fine. I'm here on business anyway, so at least I'm

staying on the company‘s expense. What‘s included in this cost anyway?
Receptionist: A full Continental buffet every morning, free airport
shuttle service, and use of the hotel‘s safe are all included.

Guest: So what‘s not included in the price?

Receptionist: Well, you will find a mini-bar in your room. Use of it will
be charged to your account. Also, the hotel provides room service, at an
additional charge of course.

Guest: Hmm. Ok, so what room am | in?

Receptionist: Room 487. Here is your key. To get to your room, take
the elevator on the right up to the fourth floor. Turn left once you exit
the elevator and your room will be on the left hand side. A bellboy will
bring your bags up shortly.

Guest: Great. Thanks.

Receptionist: Should you have any questions or requests, please dial ‘0’
from your room. Also, there is internet available in the lobby 24 hours a
day.

Guest: Ok, and what time is check-out?

Receptionist: At midday, sir.

Guest: Ok, thanks.

Receptionist: My pleasure, sir. Have a wonderful stay at the Grand
Woodward Hotel.

Ex. 2: Make up dialogues

IpakTuueckoe 3ansaTue Ne 21
Tema: [IpakTrka yCTHOM W MUCbMEHHOM peur. COCTaBICHHUE OUAIOTOB
y CTOMKHM agMuHUcTparopa. Pabora co cueTamu rocreil: Ha4YMCIeHUE.
Hean: 3akpenuThs MCIOIB30BAHUE JIEKCUYECKUX EIUWHHI] B PEYM.
AKTUBU3HPOBATh HABBIKA THAJIOTUYECKON U MOHOJIOTUYECKON PEUH.
IIpoao/kuTebHOCTH padoThi: 90 MUHYT.
MarepuanbHoO-TeXHMYEeCKOe o0ecmeyeHue: yuyeOHOe  mocoOwue,
pa3gaToOYHbId  Marepual, CJOBapu, ayAuO-BU3YAJIbHBIE CPEICTBA,
[IPE3EHTALMH.

3az(amm K IPAKTHYECKOMY 3aHATHIO.

Ex. 1. State the following statements as True or False.

1. Cash is easy to use — customers don‘t need any cashing facilities.
2. Payments in hotels should be made in any currency.
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3. The exchange rate is the value of the money of one country compared
to that of another.

4. No commission is usually taken by the bank for currency exchange.

5. It‘s convenient to pay in cash for all chargeable hotel services.

6. Cash can be received with over-the-counter transactions or in ATM.

7. A credit card is a plastic card with which the card holder borrows
money from the bank.

8. American Express and Diners Club as well as Visa and MasterCard
are international credit cards.

9. With charge cards you can take out a new credit whenever you wish.
10. Both a charge and a credit card have the expiry date.

11. When a card is used, it will be —swiped| through an electronic
payment terminal and the imprint of it will be taken.

12. With Electronic Funds Transfer System a payment takes place when
you insert your credit or bank card in a terminal.

13. A bank multifunction card is a card issued by the bank which
authorizes the customer to withdraw cash to use it for different
functions.

14. Traveller‘s cheques are not often used in hotels.

15. Traveller‘s cheques are cheques which you can change for foreign
local cash money at an overseas bank when you travel abroad.

Ex. 2. Give the definitions of the following terminology.

= the exchange rate = a card holder = a credit card = charge card = a sales
voucher = a smart card = Traveller‘s cheques = sales advice

Ex. 3: Put the verbs in brackets in the correct form.

Cash

Cash 1s a commonplace and simple method of payment. It‘s easy to
use — customers (not/ need) any cashing facilities. When customers
(pay) in cash, it (mean) that they have the necessary amount of money
in notes and coins.

Normally national currency of the country (expect).

According to the law travellers (be obliged) to change their money
for the local currency when they (travel) abroad. The exchange rate
(display) at the bank or the exchange office. The exchange rate is the
value of the money of one country (compare) to that of another. A
(buy) and a (sell) rate (show). A commission usually (take) by the bank
which is a percentage for the transaction.

In tourism and hospitality it‘s convenient to pay in cash when you
(owe) small amounts. Cash is fine when you (leave) tips to porters and
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waiters, (pay) for taxis or (buy) gifts. It‘s not convenient to pay in cash
for expensive goods and services.

Travelers (not/ recommend) to carry a lot of cash on them because
it’s not safe. There are lots of police records in every country when
money (lose) or (steal) from foreigners.

Ex. 4: Retell the text in the writing form.

IIpakTnyeckoe 3ansaTue Ne 22
Tema: Ilpaktuka yctHOW peun. CoCTaBlIEeHHE AWAJIOTOB Y CTOWKH
aamuHucTpaTopa. KoH(MIUKTHBIE CUTyallMy TIPU pacuyeTax ¢ rOCTSIMU U
AJTOPUTM KX Pa3pECLICHUA.
Heab: 3akpenuTh HCHOIB30BAHUE  JICKCUYECKUX E€IUHUI] B PEUH.
AKTHBH3APOBATh HABBIKY THATOTHYECKON U MOHOJIOTUYECKOW pPEYUH.
HpoaoxureabHOCT padoThI: 180 MUHYT.
MarepuajbHO-TeXHHYECKOe olOecredeHue: ydeOHoe mocoOue,
pa3gaTOYHbIA MaTepual, CIOBapU, AayAuO-BU3YAIbHBIE CPEACTBA,
IPE3EHTAUH.

3aIlaHI/IH K IPAKTHYCCKOMY 3aHATHIO:
Ex. 1. Study the information.

When checking out the guest should settle the full account for
accommodation and chargeable extras.
The payment can be made in cash, by credit card, account to company,
voucher, traveller‘s cheques.
The following charges are entered on the guest®s account: the charge
for the guest‘s room; the extra charges (resulting from the use of
additional services); telephone bills.
The payment for hotel accommodation is charged on the check-out
time (12:00 noon) basis. If the client exceeds the stay agreed upon, he is
charged for the stay in the following manner:
[11no more than 6 hours overstay — charge per hour of stay;
[11from 6 to 12 hours of overstay — half of daily charge;
[10from 12 to 24 hours of overstay — full day‘s charge (unless there is a
system of charging per hour)
When the stay does not exceed 24 hours, the client is charged for a night
(24 hours), regardless of check-out time.
The following checklist is useful when preparing bills:
[11Avoid hidden extras — guests are not happy if they feel overcharged
[1]Display an up-to-date price list at all times

66



[10Include any extra costs and taxes on price lists

[11Deal with bill queries politely and efficiently

[1JRemember that guests can easily forget what services they have used
1"l check our records. It says here there was a call yesterday evening.
[1[1Stay calm, apologize and offer to correct mistakes immediately

Oh, yes, I do apologize, we have made a mistake here. That should be...
Ex. 2: Answer the questions:

1. What are the guests supposed to do when checking out?

2. What are the methods of payment?

3. What charges are entered on the guest‘s account?

4. What basis is the payment for hotel accommodation made on?

5. What are the terms of payment in case if the guest vacates the room
after the check-out time?

6. What tips may be useful for preparing bills?

Ex. 3: Make up dialogues.

IIpakTuueckoe 3ansitue Ne 23
Tema: [IpakTrka ycTHOM M MUCbMEHHOM peun. CocTaBIECHHUE NUATOTOB
y CTOMKHM aaMHHHUCTpaTopa. Pabora co cyeToM TrocCTs: pa3ieieHue,
CKH/JIKa, KOPPEKTUPOBKA.
Hean: 3akpenuTh MCIOIB30BAHUE JIEKCUYECKUX €IWHHI] B PEYM.
AKTUBH3UPOBATh HABBIKU JTHAIIOTUYECKOM U MOHOJIOTUYECKON PEYUH.
HpoxoxureabHOCTH padoThl: 90 MUHYT.
MarepuanbHo-TexHMYECKOe o0ecmeyeHue: yuyeOHOoe  mocoOwue,
pa3aTO4YHbBIl MaTepuali, CIOBApH, ayJuO-BU3YaAJbHBIE CPEICTBA,
NPE3CHTALINH.

3aI[aHI/IH K IPAKTHICCKOMY 3AaHATHIO.

Ex. 1: What happens at check-out? Complete the sentences below.
The guest hands over his key, and says that he wants to out.

The cashier checks to see if there are any that have still to be
added to the . He makes up the complete bill, and hands it over to
the Reception Clerk who gives it to the _ . The Reception Clerk
answers any questions about the bill which the guest wishes to ask.

The guest the bill, and is givena . Then the Clerk marks the
room as vacant but not ready‘ and notifies the other of the hotel
(housekeeping, telephones, etc.) so that they can update their lists.

Ex. 2: Make up dialogues

Ex. 3: Read the hotel bill.
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Thank you for staying at the Royal Point Hotel

Below is a summary of charges for your stay.

Guest: Samson, Oscar 3506 Utrecht Rd, Dallas, TX 98100 USA
Dates of stay: Jan 06 — Jan 08

Guest number: 14021 Room number: 341

Date Description Charges
1/06 Room charge 90.00
1/06 Room service 25.00
1/06 Dining service charge | 5.00
1/07 Rooms charge 90.00
1/07 Long distance calls 80.00

Amount due at check-out: $218.

Please settle the account by paying the total balance at the front desk
at check-out. Cash, credit card or personal check payments are
accepted. To avoid additional charges, please pay the balance and
return the room keys by noon.

Keep this copy of your bill for your records. Direct any questions to
the front desk clerk. We hope you enjoyed your stay. Come back and
see us again soon!

Ex. 4: Answer the questions.

1. What is the purpose of the document?

2. What is true about Mr. Samsan?

3. What is probably true about guests who pay their bills after 12p.m.

IpakTuyeckoe 3ansitue Ne 24
Tema: IlpakTuka ycTHOM M nUCbMEHHOU peud. IIpaBuiia nmoBeneHus B
KOH(QJIMKTHBIX CHUTYyalUsAX C MOTPEOUTENSIMU. AJTOPUTM PadOThI C
*ano0aMu rocTei.
Heab: 3akpenuTh HCHONB30BAHUE JIEKCHUYECKUX €IWUHUIl B PEYH.
AKTUBH3UPOBATh HABBIKU JHAIIOTUYECKON U MOHOJIOTUYECKON PEUH.
IIpopokuTebHOCTH padoThI: 90 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecrmedeHue: ydyeOHoe  mocooOue,
pa3gaTOYHBIA MaTEpUAN, CJIOBAPH, ayAUO-BU3YyalbHBIE CpEJICTBA,
PE3CHTALHH.
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3ajaHNs K NIPAKTHYECKOMY 3aHATHIO!

Ex. 1: Write the instructions according to the problems
 There‘s some dirt in the closet.

* There‘re fingerprints on the window.

* The garbage is full.

* My toilet 1s overflowing.

» We have a stain on the carpet in our room.

* The tap is dripping.

» The shower curtain is ripped.

* The sink is partly blocked and doesn‘t drain properly.

Ex. 2: Make up dialogues

Ex. 3: There are many things to do to clean a guest room. Imagine
you are a housekeeper. Read each numbered item below and match
it to what you must do statement to correct the problem.
The carpet is not clean.

The floor is dirty.

The wastebasket is full.

There is no hotel directory in the room.

The air conditioner is on high in a vacant room.

The furniture and the TV set are dusty.

The coffeemaker is missing from the room.

The sink is dirty.

. There are no towels in the bathroom.

10. The sheets on the bed need changing.

11. A guest left a bathing suit in the room.

12. Dirty towels are on the floor.

©CoNoarwdE

a. | sweep it with a broom.

b. | empty it.

c. | dust them.

d. I vacuum it.

e. | put one on the table.

f. I hang some up.

g. I scrub it.

h. | report the loss to the floor supervisor.

I. | turn it down.

J. I pick them up and deposit them in the laundry bag.
K. | remove them and put clean ones on.

. I call for someone to take it to lost and found.
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IpakTuueckoe 3ansitue Ne 25
Tema: [IpakTka ycTHOW U MUCbMEHHOM peun. CocTaBIE€HHUE NUATOTOB
y CTOMKHU aaMuHHUCTparopa. Omnmnara yciyr. Beinvcka rocrei.
Heab: 3akpenuTh WCHOJb30BAHUE JICKCUMYECKUX C€IUHUI[I B PEUM.
AKTHBH3UPOBATh HABBIKY THAJOTHYECKON U MOHOJIOTUYECKOW PEYUH.
HponomxureabHoCTh padoThI: 90 MUHYT.
MartepuajibHO-TeXHHYECKOEe o0ecmeyeHue: ydyeOHOe  mocooOwue,
pa3gaTOYHbIA  MaTepual, CJIOBapU, AayAuO-BU3YAIbHBIE CPEACTBA,
MPE3CHTAIUH.

Banannﬂ K IPAKTHYC€CKOMY 3aHATHIO.

Ex. 1. Answer the questions in the writing form

1. What are the guests supposed to do when checking out?

2. What are the methods of payment?

3. What charges are entered on the guest‘s account?

4. What basis is the payment for hotel accommodation made on?

5. What are the terms of payment in case if the guest vacates the room
after the check-out time?

6. What tips may be useful for preparing bills?

Ex. 2: Read the situation, fill in the gaps and then discuss

The guest hands over his key, and says that he wants to out.

The cashier checks to see if there are any that have still to be
added to the . He makes up the complete bill, and hands it over to
the Reception Clerk who gives it to the _ . The Reception Clerk
answers any questions about the bill which the guest wishes to ask.

The guest the bill, and is givena . Then the Clerk marks the
room as vacant but not ready‘ and notifies the other of the hotel
(housekeeping, telephones, etc.) so that they can update their lists.

Ex. 3: Read the dialogues and make up your own

Dialogue 1

Reception: Did you enjoy your meal, Mr. Parr?

Guest: Yes, it was very nice indeed. I haven‘t eaten so well for years.
Could I have the bill now, please?

Reception: Certainly, sir. | have it ready for you.

Guest: Ah, thank you. Tell me, is this the total amount here?

Reception: No, sir. That amount is for your food and wine. Then

there‘s an extra fifteen per cent service charge. The total charge is here.
Guest: Good. I see. Do you accept credit cards? I‘ve only got a little
cash with me?
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Reception: That‘s no problem. If you let me have your card, I‘1l get the
sales voucher for your signature.

Guest: Good. There‘s no hurry. I°ll just finish my cigar.

Dialogue 2

Reception: Good morning, Mr. Johnson.

Guest: Good morning. Is my bill ready?

Reception: Yes. Here is your bill and an allowance slip as well.

Guest: Sorry, could you explain what this means?

Reception: This is an allowance slip for five hundred and fifty pesos.
You see there was a mistake in your bill.

Guest: Fine. And this is the bill then?

Reception: That's right. It‘s for one thousand seven hundred and fifty
five pesos. And we have to deduct the five hundred and fifteen pesos
from that amount.

Guest: OK. It all seems in order.

Reception: How do you want to pay the bill?

Guest: In cash.

Reception: In pesos?

Guest: Yes.

Reception: Right. One moment and I‘1l write out a receipt.

IIpakTn4yeckoe 3ansaTue Ne 26
Tema: PaszroBop mno TtenedoHy — TOCTh MBITAETCA OINPEACIUTHCA C
BBIOOPOM OTeJisl B ropoje. BriOupaer Mexay OTelleM B KOTOPOM
paboTaeT aIMUHUCTPATOp W APYTMM OTEJIEM aHAJOTMYHOIO Kiacca.
[Ipocut aamMuHUCTpaTOpa IMOMOYb B BBIOOpE, APryMEHTUPOBAHHO
yoenutb ero 3a0poOHHpPOBAaTH  OTElb, B KOTOPOM  paboTaeT
aIMUAHUCTPATOP.
Hean: 3akpenuTh HCMIOIB30BAaHUE JIEKCUUECKUX €IMHUIl B pEYH.
AKTUBU3UPOBATH HABBIKU JUAIOTUYECKON U MOHOJIOTHYECKON PEUH.
IIpoxomxuteabHOCTh padoThi: 90 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecmedeHue: ydyeOHoe  mocooOue,
pa3aTO4YHBIM  MaTepuan, CJIOBapU, ayJIuO-BU3YalIbHbIE CPEJCTBA,
NPE3CHTALIHNH.

3az(amm K IPAKTHYECKOMY 3aHATHIO.
Ex. 1: Look at these rules of behaviour for using the phone. Which
do you think are the three most important points?
Rules for using the phone — some DOs and DON’Ts
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1. Have all the documents you need before you dial the number.

2. Speak clearly so that the other person can understand you easily.

3. Always confirm each point of information you are given. Don‘t

pretend that you have understood when you haven‘t.

4. Speak in a polite and friendly voice — the client can‘t see what a nice

Person you are.

5. Behave in an efficient way, even if you‘re just taking a message.

6. Make notes during a call — don‘t rely on your memory. Read all the

important details back to the client from your notes.

7. Let the other person finish what they want to say — don‘t interrupt

them.

8. Send a follow-up fax or letter to confirm any important details

(especially prices and dates), so that you both have a written record of

them.

Ex. 2: Read the text.

When you have been asked to find a venue and organize a conference,

there are certain points you should know before you can actually make

the booking.

The first, the most important point, is the number of attendees. Is it a

big conference — say for fifty or 100 people — or a small board meeting

for just six, because it makes a big difference to the size of room and all

the arrangements. So number one is the number of delegates.

The next thing to decide is what you actually want to achieve with your

conference: either it is a training session or a sales lunch. You may get

all your sales people together and you show them a new product. That is

very different from a training session.

Then you have to decide how long your conference is going to last and

what time of the year you want to hold it. The type of activities and

functions can depend on the weather, for instance, if you intend to hold

an evening garden party.

Another point is where the conference is going to take place. Before you

can decide on this, you must know where the people that you are

expecting to attend will be coming from. Will it need to be reasonably

central — near to an airport, near to good railway connections, or easy to

get to by road?

Are there adequate car parking facilities?

And of course you need to know who is actually paying for the

conference. Are the delegates paying for themselves or is the company

paying? Usually the company pays for the main part of the conference
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and the delegates pay for their drinks and telephone calls and extra
services.
Once you‘ve decided on all that and you‘ve found your venue, you‘ll
have to think about the things that you‘ll require while you‘re there:
things like conference room size, how you‘re going to want the room
laid out. If it‘s very informal you won‘t need a very big room, but if you
need everybody with desks you‘ll need a larger room. If you have a very
large meeting in the ballroom you may need people sitting in rows like
in a lecture theatre. You‘ll also have to decide whether you need
syndicate rooms — that‘s small rooms for fifteen to twenty people, and
if you‘re going to use syndicate rooms, how many rooms you‘ll need.
You then come onto your conference equipment. If someone is giving a
presentation, they will need overhead projectors, flip charts, slide
projectors.
You also need to know what refreshments your delegates will require. If
you‘ve got your delegates sitting in a conference all morning, by the
time they get to lunch time they‘re going to be very thirsty, so you need
a break in the middle for a cup of coffee and a chance for the delegates
to stretch their legs.
You need to find out the dining requirements — will they be
privatelydined or is it okay for them to sit at small tables in the main
dining room?
Perhaps you want a gala dinner on the last evening to make it more of
an occasion.
Then you can get down to the menu arrangements — what are you
actually going to eat? At lunch time delegates often have only forty-five
minutes to an hour, and so they‘ll want a fast buffet service. If the
delegates need to work through lunch you can have a finger buffet
brought in.
Another thing to consider is accommodation and how many of the
delegates will be staying. Perhaps some of the guests are very important
people, so you‘ll want to put them into better rooms than the ordinary
delegates. So you must work out a rooming list.
And finally if it is a residential conference, are the delegates going to
have any leisure time? Perhaps they want to go out and see the local
sights, perhaps they want an organized sporting activity. If the delegates
are here for a long time they might want to go to a local pub. Will they
want a disco or a casino set up, or will they want a party?
So, when you have all this information you can go about booking.
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Ex. 3: Work with a partner. Role play the situation using the
information from the text.

Student A: You are the guest who is looking for the hotel.

Student B: You are the administrator. Your task is to persuade the guest
to choose your hotel.

IIpakTuueckoe 3ansitue Ne 27
Tema: 3acenenue rocts walk-in. I[Ipocut amMuHHCTpaTOpa O TOM, UYTO
eciu 1o TesiepoHy UM OyJeT MHTEPECOBATHCS KTO-TO W3 TOJIMIIMH, HE
TOBOPUTH, YTO OH MPOKUBAET B JAHHOM OTeJe (KpeAUuTHAsl KapTa HE €ro,
MOTOM MPOCUT 3aIUIATUTh HATUYKOM ).
Hean: 3akpenuTh HCIOIL30BAaHUE JIEKCUYECKUX €JIWHUII B PEYH.
AKTUBU3UPOBATH HABBIKM JHATIOTHYECKON U MOHOJIOTHYECKON PEUH.
HpoaoxureabHOCTH padoThI: 90 MUHYT.
MarepuajbHO-TeXHUYECKOe oOecredeHue: ydyeOHoe  TmocooOwue,
pa3aToO4YHBI MaTepuaa, CJIOBapU, ayJauo-BU3YaJbHBIE CPEJCTBA,
IPE3CHTALINH.

3a)IaHI/IH K IPAKTHYCCKOMY 3aHATHIO:
Ex. 1: Study the speech patterns
1. Can | speak to ...? — MoHO OIPOCUTH K TeaehOoHy ...?
2. Who is calling? — Kto 3BoHUT?
3. John (is) calling. John (is) here. John (is) speaking — 1o roBopuThH
JIx0H.
4. Speaking — S Bac ciymaro. (I'oBopuTe.)
5. You are wanted on the phone — Bac x Tenedony.
6. Extension 305, please — Jlo6aBounsrit 305, moskairyicra.
7.You are through. Go ahead — Bac coequnawmmm. I'oBopure.
8. Hold on! Hold the line! — He Bemmaiite TpyOKy.
9. Hang up! I’ll call you back — He Bemaiite TpyoOKy.
10. Speak up, please. I can’t hear you — I'oBopute rpomue. S Bac He
CJIBIITY.
11. You are very faint — Bac He cibIIHO.
12. The connection is poor — Ces3b 1Ioxasl.
13. We were cut off — Hac pazsenunmim.
14. Is there any message for me? — Mae YTo-HUOYIH MPOCHIIN
nepeaaTh?
15. What’s the code for Moscow? — Kakoii Koz roposga MockBbI?
16. The line is busy (engaged) — Homep 3ansr.
74



EXx. 2: Practise the telephone conversations.

1

- Hello, Mr. Brown'‘s office.

- Can | speak to Mr. Brown, please?

- I'‘m afraid, Mr. Brown is on the other line. Will you hold on?

- OK. I“1l hold on.

2

- Switchboard operator here.

- Could you put me through to extension 1315?

- Hold the line, please... You‘re through. Go ahead.

- Thank you.

3

- Hello, can I speak to Mr. White?

- Mr. White, you are wanted on the phone. Answer the call, please.

- Speaking. Whos calling?

- This is Mary.

4

- We are unable to answer your call right now. Please leave your name,
number and a brief message after the beep, and we‘ll get back to you as
soon as we can.

- This is Susan Brown calling for John. My number is 123 45 76. Please
call me this evening. I need to talk to you about the Taiwan trip. I°ll be
home till 9.30.

Ex. 3: Work with a partner. Role play the situation using speech
patterns.

Student A: You are the guest walk-in. You ask the administrator to hide
him from the police.

Student B: You are the administrator.

IIpakTuyeckoe 3anstue Ne 28
Tema: PasroBop no tenedony — 3anpoc 6ponupoBanus. [Ipssmas OpoHb.
Cembs ¢ paByMms jaeTbMH. [IpenyiouTh BapHaHTHl pa3MEIICHUS,
OCYIIIECTBUTH OPOHHPOBAHUE.
Hean: 3akpenuTh MCIOIL30BAHUE JEKCUYECKUX €JUHHI] B PEUM.
AKTHBU3MPOBATh HABBIKA TUATOTHYECKON U MOHOJOTHYECKOU PeUH.
IIpopokuTebHOCTH padoThI: 90 MUHYT.
MarepuajbHO-TeXHHYECKOe olOecmedeHue: ydyeOHoe  mocoOue,
pa3TaTOUYHBIM MaTepuall, CJIOBapH, ayJauo-BU3yalbHbIE CpEJICTBA,
pE3CHTAIIUH.
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3ajaHNs K NIPAKTHYECKOMY 3aHATHIO!
Ex. 1. Read the text about telephone service in hotels and answer
the questions.
Telephone service
Telephone service may be called in different ways: telephone station,
switchboard or PABX. PABX stands for private automatic branch
exchange. This area is commonly referred to as the switchboard and is
staffed by switchboard / telephone operators.
Most large hotels have room-to-room dialing by which guests in one
room can dial directly to another room. There is the home and outside
line phone in most of hotels.
The greatest duty of a telephone operator is that of transferring calls
from outside the hotel to the appropriate guest room. For security
measurement, operators must do this without giving out the room
number of a hotel guest.
The telephone operator may seldom be face-to-face with guests of the
hotel, but plays an important role in representing the hotel to the guest.
For this position, a friendly and courteous tone of voice is all-important.
The duties of the telephone operator include:
[1JAnswering incoming calls
[11Directing calls to guestrooms through the switchboard / PABX
system
[10Providing information on guest services
[1JProcessing guest wake-up calls
[1JAnswering inquiries about hotel facilities and events
If the guest wants some service such as a wake-up call, room service or
bell service, he may call the switchboard operator. The operator can
connect the guest with any hotel service: the Front Office, the
Housekeeping, the Bell Service, the Room Service or the concierge.
The operator handles outside calls too: local, long-distance and
international.
If the caller asks to put him through to the guest‘s room number and the
guest isn‘t in at the moment, the operator should take a voice or text
message for him. Forms for taking telephone messages read: date, time,
caller‘s name, guest‘s name, room number, operator‘s name.
The guest‘s message can also indicate the following: —Urgent!, —Call
him (her), —Call back laterl etc.
The phone bills are posted to the guest’s account and are settled when
the guest checks out.
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Questions
1. What is hotel telephone service called? What does PABX stand for?
2. What are the duties of a telephone operator?
3. What is the telephone operator supposed to do if the guest the caller is
calling isn‘t in?
4. What method of payment is used to settle the telephone bills?
Ex. 2: Complete the dialogue with polite questions.
Receptionist: Can | help you, sir?
Guest: Yes, I‘d like to check in, please.
Receptionist: Certainly, sir. 1
Guest: It‘s Van Rooyen.
Receptionist: Ah, yes, Mr Van Rooyen. Single room for two nights.
2
Guest: Non-smoking, please.
Receptionist: 3
Guest: Yes, here it is.
Receptionist: Thank you. | need to put your details into the computer.
Guest: That‘s OK. I don‘t need my passport right now so I can leave it
with you and come and get it later this evening.
Guest: That‘ll be fine 4
Receptionist: Oh, yes, please. They‘re a bit heavy. Thanks.
Ex. 3: Work with a partner. Role play the situation using speech
patterns.
Student A: You are the guest with a family. You want to check in.
Student B: You are the administrator.

IpakTuyeckoe 3ansiTue Ne 29
Tema: 3acenenue 1o mnpeaBapuTelbHOM OpoHH. ['OCTh paznpakeH
1oJIETOM U TpaHc(hepoM (He BUHA OTENs), KpallHEe YTOMIIEH.
Heab: 3akpenuTh HUCIOIB30BAHUE  JIEKCHUYECKHX E€IMHUI[ B PEYH.
AKTUBU3HUPOBATh HABBIKA THAJIOTUYECKON X MOHOJIOTUYECKOU PEUH.
IIpopokuTebHOCTH padoThl: 90 MUHYT.
MartepuajbHO-TeXHHYECKOEe o0ecmedeHue: ydyeOHoe mocooOue,
pa3gaTOYHBIM MaTEpUAN, CJIOBAPH, ayAUO-BU3YyaJlbHBIE CpEJICTBA,
PE3CHTALHH.
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3ajaHNs K NIPAKTHYECKOMY 3aHATHIO:

Ex. 1: Read the dialogues

1

Guest: | have a reservation. My name is John Sandals.

Receptionist: May | see your ID, please, Mr. Sandals?

Guest: Certainly. Here it is.

Receptionist: Thank you. Do you have a credit card, Mr. Sandals?

Guest: Yes, | do. Do you accept American Express?

Receptionist: Sorry, sir, just VISA or MasterCard.

Guest: Here's my VISA card.

Receptionist: Okay. You're in room 507. It's a single queen-size bed,

spacious, and nonsmoking. Is that suitable?

Guest: Yes, it sounds like everything | expected.

Receptionist: Here's your key, sir. If you need anything, just dial 0 on

your room phone.

2

Receptionist: Good evening. May | help you?

Guest: Yes, | have a reservation. The name is Johnson.

Receptionist: Ah, yes. Would you fill out this form, please?

Guest: Here you are.

Receptionist: You‘ve booked a single room for 3 nights, is that right?

Guest: Yes... and | want a non-smoking room please.

Receptionist: Sure, no problem. Your room is on the 2nd floor, Room

233. Here's your key.

Guest: Thanks. By the way, is there a safe deposit box in my room?

Receptionist: Yes, it's inside the closet.

Guest: Great! Is there a place where I can use the Internet?

Receptionist: Yes, there is a business center just around the corner

where you can use the Internet and fax machines.

Guest: Oh great! And is there a restaurant in the hotel?

Receptionist: Yes. It is located to the right of the lobby.

Guest: OK. Until when is the restaurant open?

Receptionist: It's open until 11 p.m.

Guest: Great! Thanks a lot.

Receptionist: You're welcome. Enjoy your evening.

3

Receptionist: Good afternoon. Welcome to the Grand Woodward Hotel.

How may | help you?

Guest: I have a reservation for today. It‘s under the name of Hannighan.
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Receptionist: Can you please spell that for me, sir?
Guest: Sure. H-A-N-N-1-G-H-A-N.
Receptionist: Yes, Mr. Hannighan, we‘ve reserved a double room for
you with a view of the ocean for two nights. Is that correct?
Guest: Yes, itis.
Receptionist: Excellent. We already have your credit card information
on file. If you‘ll just sign the receipt along the bottom, please.
Guest: Whoa! Five hundred and ninety dollars a night!
Receptionist: Yes, sir. We are a five star hotel after all.
Guest: Well, fine. I'm here on business anyway, so at least I'm
staying on the company‘s expense. What‘s included in this cost anyway?
Receptionist: A full Continental buffet every morning, free airport
shuttle service, and use of the hotel‘s safe are all included.
Guest: So what‘s not included in the price?
Receptionist: Well, you will find a mini-bar in your room. Use of it will
be charged to your account. Also, the hotel provides room service, at an
additional charge of course.
Guest: Hmm. Ok, so what room am | in?
Receptionist: Room 487. Here is your key. To get to your room, take
the elevator on the right up to the fourth floor. Turn left once you exit
the elevator and your room will be on the left hand side. A bellboy will
bring your bags up shortly.
Guest: Great. Thanks.
Receptionist: Should you have any questions or requests, please dial '0'
from your room. Also, there is internet available in the lobby 24 hours a
day.
Guest: Ok, and what time is check-out?
Receptionist: At midday, sir.
Guest: Ok, thanks.
Receptionist: My pleasure, sir. Have a wonderful stay at the Grand
Woodward Hotel.
Ex. 2: Make up your own dialogues
Ex. 3: Work with a partner. Role play the situation using speech
patterns.
Student A: You are the guest. You are angry after the fly.
Student B: You are the administrator.
IIpakTuyeckoe 3ansitue Ne 30

Tema: Ilpouenypa BbICENIEHHS, HAIWYHBIE, TOCTh MOJIB30BAJICA
MUHHOApPOM U  JOMOJHUTEIbHBIMH  ycayramu. CropammBaer y
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aIMUAHHUCTPATOPA, TJA€ OH MOYKET MPOBECTH OCTATOK JHS IMOCJE BBIE3/IA
U3 OTEJIA 10 TOro, KaK OTHPABUTCS B a3pOINOPT

Hean: 3akpenuth HUCHOIL30BAHUE  JICKCMUECKUX E€IUHUI[ B PEUH.
AKTHBH3UPOBATh HABBIKM THATOTUYECKON U MOHOJIOTHYECKOU PEYH.
IIpopokuTebHOCTH PadoOTHI: 90 MUHYT.
MarepuajbHO-TeXHHYECKOe olOecredeHue: ydyeOHoe mocoOue,
pa3IaTOYHbIA MaTepuall, CIIOBapH, ayAuo-BU3yalbHBIE CpEJICTBA,
PE3CHTALIUH.

3ajaHNs K NIPAKTHYECKOMY 3aHATHIO:

Ex. 1. Complete the check-out dialogue with these phrases and role
play it.

1 have a good journey

[1is everything else all right

1 how would you like to pay

] that‘s the registration fee

1 here‘s your bill

1 shall I send you

1 would you like to sign

[ that was the international

[1 T think you‘ll find it‘s correct

Reception: 1 , madam.

Guest: Wait a minute. I think there‘s been a mistake

Reception: I‘ll just check it for you. 2 . The total
includes room service.

Guest: But what‘s this fee?

Reception: 3 , Which is obligatory in Russia.
Guest: And what about this amount?

Reception: 4 phone call you made.

Guest: Yes, but it‘s so expensive!

Reception: Well, we do have a satellite line. 5 ?
Guest: Yes, I think so.

Reception: 6 , madam?

Guest: Credit card, please.

Reception: 7 here? Are you planning to visit our city
again? I‘m not sure it depends on work.

Guest: 8 out updated brochure in the new year?

Reception: Yes, OK. Here‘s my address.
Guest: | hope you enjoyed your stay. 9 home.
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Reception: Thank you, goodbye.

Ex. 2: Read and translate the dialogue.

Guest: I‘d like to check out now, please. Room 301.

Reception: Certainly, sir. I‘ll get you your bill. Here we are. How would
you like to pay, sir? Credit card?

Guest: Yes. Credit card. Do you take this card?

Reception: We do indeed, sir. If | could just have your card a
moment...

I‘m sorry, sir but I‘'m afraid this credit card has expired. It expired at the
beginning of this month.

Guest: Oh, dear, that‘s a nuisance. Could | pay by cheque, then?
Reception: I‘'m afraid we wouldn‘t normally accept a cheque without a
valid cheque guarantee card. But don‘t worry, we‘ll soon sort this out for
you. If you‘d like to wait a moment, we‘ll put a telephone call through to
your bank. I expect they‘ll guarantee the cheque for you.

Guest: Actually, you won‘t need to do that. I‘ve just remembered | have
an American Express card as well. Just a moment. Yes, here it is. | think
you‘ll find 1t OK.

Reception: Yes, that‘ll do nicely sir. If you just wait a second I°ll write
out a slip for you, and give you a receipt.

Ex. 3: Work with a partner. Role play the situation using speech
patterns.

Student A: You are the guest. You want to check out. You ask where
you can spend the rest of the day.

Student B: You are the administrator.

IIpakTuueckoe 3anstTue Ne 31
Tema: Ilponeaypa BbICEIEHHS OT TYpUCTHYECKOTO areHTCTBa, T'OCTh
OPOCUT CKa3aTh, KaKyl0 CyMMYy COCTaBJISIET €ro Tapud coriacHo
crienuanbHOMy Tapudy AJisi TYPUCTUYECKOTO areHTCTBRA.
Hean: 3akpenuTh HWCIOIB30BAaHUE JIEKCUUECKHUX €IMHUIl B pEYMU.
AKTUBU3UPOBATH HABBIKU JUAIOTUYECKON U MOHOJIOTHYECKON PEUH.
IIpopokuTebHOCTH padoThl: 90 MUHYT.
MarepuanbHoO-TeXHMYeCKOe o0ecmeyeHue: yuyeOHOoe  mocoOwue,
pa3IaTOYHBIA MaTepUall, CJIOBapH, ayAuO-BU3yaJlbHBIE CpEJICTBA,
PE3CHTALHH.
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3agaHus K NIPAKTHYECKOMY 3aHSITHIO:
Ex. 1: Read and translate the dialogue.
Guest: Good morning. I‘d like to check out. The name‘s Brown, Sara
Brown. Room 201.
Reception: Just a moment, Ms Brown, I‘ll prepare your bill... here you
are, then. That‘s the total amount payable at the bottom there.
Guest: I can‘t believe it. [‘m sure that‘s too much. Perhaps there‘s a
mistake. Could you go through it with me?
Reception: Yes, of course. It‘s an itemized bill, as you can see. If
there‘s a mistake we‘ll soon discover it. A-P-T-S stands for Apartments.
That‘s the basic room rate. You‘ve been heresince Sunday. That makes
five nights and the Apartmentscharge is repeated five times. So that‘s
OK. These charges here are for meals and drinks that you signed for.
Guest: Yes. They look all right. | ate in the restaurant four times in all
and I had a few drinks from the poolside bar. But what*s this T-E-L-S-T-
D? That‘s a lot of money.
Reception: That stands for Telephone, Subscriber Trunk Dialing. That‘s
for long distance calls that you make yourself, without the help of an
operator.
Guest: Yes, but I‘ve only been here for five days and 1‘ve only spent a
little time on the phone.
Reception: Have you made any international calls, Ms Brown? They‘re
rather expensive.
Guest: Well, yes, | phoned London twice and | rang a friend in Seattle
the day before yesterday. But they were all short calls, two or three
minutes at the most.
Reception: Well, I‘ll check the meter reading for you, if you like.
Guest: Yes, that‘s a good idea...
Reception: ... No, there‘s no mistake. 528 units at peso. That‘s 2640
pesos.
Guest: I didn‘t know it was so expensive to make calls from here. I
wanted to pay the bill in cash but I haven‘t got enough on me. Will
traveller‘s cheques be all right?
Reception: Yes, of course.
Ex. 2: Act out the situation.
Student A: You are the receptionist. Deal with the guest‘s bill. Use this
information.
[1 The hotel has overcharged for one evening meal.
1 The amount for phone calls is correct. Show itemized list of calls.
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1 Payment in US dollars is fine. Work out new total.

1 Accept payment in travellers cheques.

1 Give receipt.

Student B: You are the guest. Ask to settle your bill below.

1 Query the amount for phone calls and the number of evening meals
charged for.

1 Ask to pay in US dollars.

1 Pay by dollar traveller‘s cheques.

Ex. 3: Translate into English

3aKIIIOYNUTEIIHLHBIM DTAIIOM TEXHOJIOTHYECKOTO nponecca O6C.Hy>KI/IBaHI/I$[
roCTA ABJISICTCS €TI0 OTHE3 A, WU IIPOLCAYPa BBIIIUCKH I'OCTA.

HpI/I BbIC3IC T'OCTA NPCAYCMATPUBACTCA MOJHBIN pacdeTt C HHM 3a
IMPOKUBAHUC U OKA3aAHHBIC JOIMIOJHHUTCIbHBIC INIATHBIC YCIIYTH.

Pacuersl ¢ mnpoxuBarOmMMU MOTYT IIPOU3BOAUTHCS 3@ HAIUYHBIN
pacdcTt, KpCAUTHBIMH KapTaMH, IIO0 663HaJ'II/I‘IHOMy pacucry (HO
NEPEUYUCTICHUSIM OpraHu3alui, KOMIAHUM, PUPM, C KOTOPBIMH OTEJIb
3aKIIIOYMJI  ONPEAEJICHHBIM JI0rOBOp), Bayudepam (Pa3HOBUIHOCTH
OC3HAIMYHOTO pacuera), JOPOKHBIMU uekaMH (KpailHe peako B
POCCHICKUX TOCTUHUIIAX ).

PacdetamMu c rocTsIMU 3aHMMAaETCsl KacCHp CIyXObl IpuemMa H
pasmenienus. Kaccupbl oCcymiecTBISIIOT 00pabOTKy CUETOB, HAYMCICHUS
IUIATEKEW 3a MPOXKMBAHWE W OKa3aHHble yciuyrd. llepen orwe3mom
rocreu KacCup HnpoBCPACT U IIOATOTABIIMBACT HMX CUCTA, MCIIOJIB3YA HaA
KOMIIBIOTCPC OIAHY H3 IIPOrpaMMm 06H1€ﬁ KOMHBIOTCpHOfI IMpOorpaMMbI
Front office, koropas Ha3wsiBaeTcs «Pacuer» (Check out).

IHpakTuuyeckoe 3ansitue Ne 32
Tema: [IpoxuBaHME TOCTA ONJIAYEHO KOMIIAHWEW, TOCTh BBIEXA W3
HOMEpa, HEe MpeayNnpeauB afMUHUCTpaTopa. ['ocTh moBpenausi Meoens B
HOMEpE.
Hean: 3akpenuTh MCMNOJB30BAHUE JICKCUMYECKUX €IUHMI[I B PEUM.
AKTHBU3UPOBATh HABBIKK JTUAJIOTHYECKON U1 MOHOJIOTHYECKOUN peyH.
IIpopokuTebHOCTH padoThl: 90 MUHYT.
MatepuajibHO-TEXHUYECKOE o0ecnmedyeHue: yuyeOHoe  IocoOue,
pa3gaTOYHbIA MaTepuaj, CJIOBapH, ayJau0-BU3YAIbHBIE CPEICTBA,
MpPE3CHTAIUH.

3az(aHm{ K NPAKTHYC€CKOMY 3aHATHIO.
Ex. 1: Read the dialogue
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RECEPTIONIST: Good morning. May | help you?

CLIENT: Yes, I'd like to check out now. My name’s Adams, room 312.

Here’s the key.

RECEPTIONIST: One moment, please, sir. ... Here’s your bill. Would

you like to check and see if the amount is correct?

CLIENT: What's the 14 pounds for?

RECEPTIONIST: That’s for the phone calls you made from your room.

CLIENT: Can I pay with traveller’s cheques?

RECEPTIONIST: Certainly. May | have your passport, please?

CLIENT: Here you are.

RECEPTIONIST: Could you sign each cheque here for me?

CLIENT: Sure.

RECEPTIONIST: Here are your receipt and your change, sir. Thank

you.

CLIENT: Thank you. Goodbye.

Ex. 2: Make up your own dialogues.

Ex. 3: Answer the questions.

1. What are the guests supposed to do when checking out?

2. What are the methods of payment?

3. What charges are entered on the guest‘s account?

4. What basis is the payment for hotel accommodation made on?

5. What are the terms of payment in case if the guest vacates the room

after the check-out time?

6. What tips may be useful for preparing bills?

Ex. 4: Translate into English.

Pacuer ¢ rocramu IMPOU3BOAUTCA: 34 IPOKUBAHUC, NOIIOJIHUTCIIBHBIC

IJIATHBIC YCIIYI'U, TGJ’IG(I)OHHBIG IICPEroBOPHI.

KoMmmbroTrep aBTOMAaTMYECKM MNOACYUTHIBAET CYMMY 3a IPOKUBAHUE,

YUUTBIBasi CUCTEMY eInHOTro pacueTHoro uaca (check out time — 12.00),

CYMMHUPYET CTOMMOCTh BCEX TeNe(OHHBIX MEPErOBOPOB, YUUTHIBAET BCE

CKHAKH 34 MPOKUBAHUC U JOIIOJIHUTCIIBHBIC ITIJIATHBIC YCIIYTH.

[Ipu BBIMHCKE HEAOCTATOYHO Ha3BaTh UTOTOBYIO cymMmy. HeoOxomumo

IMPOBCPUTb TOYHOCTL CYCTA, IMNPOCMOTPECB BMECTC C TOCTCM BCC

HAYMCJICHUS HA €ro cYeT 3a BpeMs npeObiBaHus B otene. Criemyer

BCCra IMNPOCHTH TI'OCTA INPOBCPUTHL, BCPHBI JIM HAYUCJIICHHBLIC CYMMUBI.

Ecau Obuta qomyiieHa ommoOka, HE0OX0AUMO BHECTU COOTBETCTBYIOIINE

HN3MCHCHHA U ITPUHCCTHU U3BUHCHUS I'OCTHO.

K JOITOJTHUTCIIbHBIM IIJIATHBIM yciayram OTHOCATCA YCIayru,

OKa3bIBaeMbIC TOCTSIM B pecTopane, kade, 6ap, B Ou3HeC-1IeHTpe, OI0Po
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oOcmyxxuBanusi, u T. A. Kaccup npu pacdere 00s3aH NpeabIBUTH TOCTIO
BCE€ CYETa, MOCTYNHBIIME HA €ro MMSI U HOMEp, HAlIOMHUTb TOCTIO,
KOTJIa, TJI€ U Ha KaKyl0 CyMMY OH TMOJY4YMJI 0OCTy>KMBaHUE.

V. Kpurepuu onieHKH NPpaKTH4YECKOl padoThI

baniabl Pemenne Opranmzanmsi SI3pIKOBOE
KOMMYHHUKATHUBHOM BbICKA3bIBAHUSA opopmieHune
3a1a4u BbICKA3bIBAHMS

90-100 | KoMMmyHHKaTUBHAs Bricka3biBanue Hcnonbzyembiit
3a/aya BBITIOJIHEHA | IOTHYHO M MMEET | CIIOBApHBIM 3amac u
MOJIHOCTBIO. 3aBEpILIECHHBIN rpaMMaTHYECCKUE
CopepxaHue  MOJIHO, | XapaKTep;  CPEACTBa | CTPYKTYPhI
TOYHO UM Pa3BEPHYTO | JOTUUYECKOU CBS3H | COOTBETCTBYIOT
OTpa)XkaeT BCE aCIEKThl, | UCIOJIb30BAHBI MOCTABJICHHOU
yKa3aHHbIE B 3aJlaHUU; | IPABUJIBHO; HMEIOTCS | 3a7a4e. Peup
CTWJIEBOE O(OpPMIICHUE | BCTYIIUTENbHAS U | BOCHPHHUMACTCS
peun BBIOPAHO | 3aKJIFOUHUTENIbHAS JIETKO,

NpaBUIBLHO € ydeToM | (hpassl, HEOOOCHOBaHHbBIE

I[N BBICKA3bIBAaHUSI U | COOTBETCTBYIOIIHE nay3bl OTCYTCTBYIOT,

azpecata; COOJIIOJCHBI | TEME. ¢pasoBoe yaapeHue

NPUHATBIE B SI3bIKE U WHTOHAIMOHHBIC

HOPMBI BEKJITUBOCTH. KOHTYPHI,
IPOU3HOILLIEHUE CIIOB
0e3 HapylIeHUH
HOPMBEI.

80-89 | KommyHukaTtuBHas Bricka3piBanne Hcnonb3yembirii
3ajaya BBINIOJIHEHA. | (MMChMO) JIOTUYHO M | CIOBapHBIA 3amac u
Copepxanue MOJIHO | UMEET 3aBEpIIECHHBIN | TpaMMaTUYECKUE
OTpa)xaeT aCIeKThI, | XapaKTep;  CPEJCTBA | CTPYKTYPhI
yKa3aHHBIE B 3aJIaHUU; | TOTUYECKOU CBSI3U | COOTBETCTBYIOT
CTHJIEBOE O(OPMIICHHUE | UCIIOJIB30BaHBI MOCTABJICHHON
peun BBIOpAHO | MPABWJIBHO; HMMEIOTCA | 3a/1a4e. Peub
MPaBUJIBHO C YYETOM | BCTYNUTEIbHAS ¥ | BOCIPUHUMAETCS
I[EJM BBICKA3BIBAaHUS U | 3aKIIOYUTEIbHAS JIETKO,
aapecara; CcoOJIIOCHBI | (hpassl, HE0OOCHOBAHHBIC
NPUHATBIE B SI3BIKE | COOTBETCTBYIOIIIHEC nay3bl OTCYTCTBYIOT,
HOPMBI BEKJITUBOCTH. TEeMe. dpazoBoe yaapeHue

U WHTOHAIMOHHBIE
KOHTYDHI,
HPOU3HOIICHNUE CJIOB
0e3 HapylIeHUN
HOPMBI.
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bajubl Pemenue Opranuzanusi SA3bIkoBOE
KOMMYHHUKATHUBHOM BbICKa3bIBAHUS opopmieHue
3a1a4u BbICKA3bIBAHM S

70-79 | KoMMyHHKaTUBHAs Bricka3biBanue Hcnonbzyembiit
3a/1aya BBITIOJIHEHA. | (MMChMO) JIOTUYHO M | CIOBAapHBIA 3amac u
Copnepxxanue MOJIHO | UMEET 3aBEPIICHHBIN | TpaMMaTUYECKUE
OTpaXKaeT aCIIEKThI, | XapakTep;  CPEJICTBA | CTPYKTYpPhI
yYKa3aHHbIC B 3a/IaHUU; | JOTUYECKOMN CBSI3U | COOTBETCTBYIOT
CTHJIEBOEC O(OpPMIICHUE | UCITOJIH30BAHBI MOCTaBJICHHON
peun BBIOpaHO | MPABHIIBHO. 3ajaye. Peup
MPaBWIBHO C YYETOM BOCIIPUHUMAETCS
IEIN BBICKA3bIBAaHUS U JIETKO.
ajpecara; COOJIIO/ICHbI
NPUHATBIE B  SI3BIKE
HOPMBI BEXKJIMBOCTH.

60-69 | 3amanue BbINOIHEHO HE | BbIcKa3bIBaHUE Nwmerores
MTOJTHOCTBIO: (mucpMO) He Bcerja | JIEKCUYEeCKUe u
COJIEp’)KaHHE OTpPaXKaeT | JOTUYHO;  UMEIOTCS | [paMMaTHYECKUe
HE BCE ACIICKTHI, | HEAOCTATKH / OIIMOKH | OIIHOKH, HE
yKa3aHHbIC B 3a/IaHUH; | B WCIIOJIb30BaHUU | 3aTPYIHSIONINE
BCTPEUAIOTCS CPEACTB  JIOTUYECKOW | KOMMYHUKAIUU.
HapyIlIeHUs1 CTWJIEBOTO | CBsI3M, UX  BbIOOD | Mcnonb3yeMblit
opopMIICHUSI peyu U / | OTpaHUYEH. CJIOBApHBIM  3amac,
WJIU TPUHATHIX B sI3bIKE | Bricka3biBaHUe rpaMMaTHYeCKue
HOPM BEKJIMBOCTH. (MMChMO) B OCHOBHOM | CTPYKTYPHI,

JOTMYHO H  HMeeT | JOHETHYECKOE
JIOCTATOYHO oopmiieHHE B
3aBEPIICHHBIN OCHOBHOM
Xapakrep, HO | COOTBETCTBYIOT
OTCYTCTBYET MOCTABJICHHOU
BCTyNUTENbHAs W /| 3ajade.
WU 3aKIIOYUTETbHAS
¢bpa3za.
3ananue He | OrcyrerByeT noruka B | [lonumanne  Tekcra
BBITIOJTHEHO: MTOCTPOCHUU 3aTpyAHEHO u3-3a
COJIepKaHue HE | BBICKa3bIBaHUSA MHOXECTBa JIEKCUKO-
OTpaXkaet TeX | (MUchbMa). rpaMMaTUYeCKUX U
aCIEeKTOB, KoTophbie | Beicka3piBanue dboHEeTHUECKUX

0-59 yKa3aHbl B 33JaHWU, U / | (IUCbMO) HE HWMeEET | OIHUOOK.

WU HE COOTBETCTBYET | 3aBEPUICHHOIO
TpeOyeMoMy 00BeEMYy. | XapaKTepa;

Peub BocmpuHUMAETCS | BCTYILJICHUE u
C TPYJIOM U3-3a | 3aKJII0YEHUE
OOJIBIIIOTO KOJIMYECTBA | OTCYTCTBYIOT;
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bajubl Pemenue Opranuzanusi SA3bIkoBOE
KOMMYHHUKATHUBHOM BbICKa3bIBAHUS opopmienue
3agaum BbICKa3bIBAHUS

HEECTECTBEHHBIX I1ay3, | CPEACTBA JIOTUYECKOMN
HEBEPHOI PACCTAaHOBKU | CBSI3U MPAKTHUUECKH HE
yAapeHUud U OIUOOK B | UCTIOIB3YIOTCH.

MPOU3HOIICHUH CJIOB.

3anaHue He | BeickaspiBaHue [Tonnmanue
BBITTOJIHEHO. (MMChMO) HEJIOTUYHO, | BRICKA3bIBAaHUS
BCTYNUTEIbHAS u | (mucbma) 3aTpyTHEHO
3aKJTIOYUTENIbHAS n3-3a
(dbpasbl OTCYTCTBYIOT. | MHOTOYHMCIICHHBIX
JIEKCUKO-
rpaMMaTUYeCKUX |
(hOHETUUECKUX
OIHOOK.

V. TeMbl AJIA CAMOCTOATE/IBHOIO U3YYCHUSA

Tema 1.1. Opranmsanmmsi M TEXHOJOTUsI PadOTHI CJIY:KObI
npueMa U pa3MelleHUs ¢ TOCTAMHU HA AHTJIMICKOM SI3bIKeE.
1. CoctaBienue anroputMa paboThl C TOCTEM M0 TelaehOoHYy.
2. CocraBieHrEe aJIrOpUTMA MOBEACHUS B KOH(PIMKTHBIX CUTyalUiX C
MOTPEOUTEIAMU

Tema 2.1. Tema 2.1.OcobeHHocTH PpadOTBI € TOCTAMH
FOCTHUHHUIIBI HA AHTJIHIICKOM fI3bIKE.
1. 3anmonHenune u 00padbOTKa 3asBOK U OJIAHKOB.
2. 3aroJHeHUE PErUCTPAMOHHON KAPTOYKH TOCTH.
3. CocraBiieHHE€ TEKCTOB Ha PYCCKOM M HMHOCTPAHHOM SI3BIKE JJIf
00111eHus 110 TeNe(OHY C KIMEHTAMMU.
4. 3anonHeHue OJAHKOB MJisi MHOCTPAHHBIX TOCTE B MacHOPTHO-
BU30BYIO CITYKOY

Tema 2.2. Opranmsanmusi B3aMMOJAEHCTBHS COTPYAHHUKOB C
rOCTAMM NPH MpPHUeMe, PerucTpanuu, padMellleHu M BbINUCKHA HA
AHIJIHIICKOM fI3BLIKeE.

1. CocraBneHue ajropuTMma IOCEJIEHHS, MEPECEIICHUS W TOICEJICHUS
TOCTEH.
2. Brpimmcka c4eTOB, BHECEHHME HM3MEHEHMH B CUET, MPOU3BOJICTBO
PACYETOB C KIMEHTOM.
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3. CocTaBiieHHE aIrOpUTMa BBITTUCKUA TOCTEH U3 TOCTUHUIIBI.

4. OdopmieHne TpenpoBOAUTEILHON BEIOMOCTH ISl CIAYH BBIPYIKH B
OaHK.

5. OnpeneneHue MOMIMHHOCTH W TIJIATEKHOCTH OYMa)KHBIX JEHEKHBIX
3HAKOB.

6. OdopmiieHrEe CUET-U3BEIICHUS IIPU OILIaTe KPEAUTHOM KapTOM.

7. OdopMiieHre OTYETHBIX JOKYMEHTOB IO pPacydeTy C BIaJelblaMu
MJIATEKHBIX TJOKYMEHTOB.

Tema 3.1. Cranaaptbl 00CHy:XMBaAaHHMSI TOCTedl B Impouecce
TE€XHOJOTMYeCKOr0 MUKJIAa HA AHTJIMICKOM SI3bIKeE.
1. BpImucka c4eTOB, BHECEHHE H3MEHEHUM B CYET, IIPOU3BOJICTBO
PacyeTOB C KIMECHTOM.
2. CocTtaBiieHHE aJITOPUTMAa BBIIMMUCKU FOCTEN U3 TOCTUHUIIBI.
3. CocTaBUTh aITOPUTM MPOBEJACHUSI HOUHOTO ayauTa

KPUTEPHMH OLJTEHKU CAMOCTOSTEJIbHON PABOTHI

Ilokazarenu o

OtMmeTka Kpurepun mkaie ot 0 1o
100 GamioB
5 (OTIMYHO) Pabora BemonHena B mosHoM | 90-100
o0beMe, aKKypaTHO ¥ TPAMOTHO
4 (xoporio) Pabota BemonHeHa akkypatHo u | 80-89

I'PaMOTHO, HO HE B IIOJIHOM 00bEME

3 (YIOBIIETBOPHUTEIHHO) PabGoTta BeImMoONHEHAa HE B mMOJHOM | 60-79
o0beMe M C TIpaMMaTHYECKUMU H
JIEKCUYECKUMU OIUOKaMU

2 (HeynoByeTBopuTenbHO) | PaboTa He BhIMOIHEHA 0-59
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