2 Practical English - At a Hotel

	RECEPCIONIST
	GUEST

	· Greet the guest
	· Say that you have a reservation
· Give your name and surname

	· Ask the guest to spell his/her name
	· Spell it

	· Check the number of nights
	· Agree

	· Ask for his/her passport
	· Say ‘here you are’

	· Ask the guest to sign
· Ask what type of room he/she prefers
(Would you like a single or a double room?)
	· Choose one (A ….room.).

	· Ask what view he/she prefers / smoking or non-smoking / a mini-bar (a view to the …)
	· Choose one

	· Give the key
· Say the room number and the floor
	· Give thanks
· Ask where’s the pool/ restaurant/ breakfast’s time, etc…

	· Answer
	· Ask where’s the lift

	·Say where the lift is. Ask if he/she needs helps with his/her luggage
	· Give thanks and decide

	· Ask if he/she needs anything else
	· Ask if he/she can recommend you a good restaurant to have dinner tonight

	Indicate the name of the place and how to get there
	Say thanks

	Wish a good stay
	(call reception)

	· Answer the phone
	·Greet and say the room number.

	· Ask how you can help him/her
	· Say that you have a problem in your room and explain it.

	·Say sorry and that you’ll send someone.
	·Say thanks.

	
	

	·Asnwer the phone.
	·Greet and say the room number.
·Ask for something to eat.

	· Ask what type/size.
	· Aswer.

	·Ask how he/she would like it with.
	· Aswer.

	·Ask if he/she would like it with something else.
	· Aswer.

	·Ask if he/she wants a drink.
	· Aswer.

	·Ask how he/she would like his/her drink with.
	· Aswer.

	·Say that it’ll be ready soon.
	· Say thanks


.

