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1. Definition of the front Office
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3. Mnkin_g Reservation
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4. Room & Breakfast
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5. Chance Guest (or) walk-in Guest
SO QO S S
6. Registration Card.
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7. Security of the Guest
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8. Check-in the Hotel
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9. Definition of V.V.I.Ps & C.L.Ps
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10. Rooming List
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i1. Occupancy Rate
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12. Giving & Taking message
sertmadoorbaufing BIEES

13. Information
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14. Hotel facilities
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15. Ticketing & Tours Agent
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16. Tours Programme
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17. Hiring a Car
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18. House Keeping Department
BafiesnfBi:Bhicqey

19. Laundry Services
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20. Food & Beverage Department
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21. Catering Service
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22, Production Area or Kitchen
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23. Set Menu & Room Service opo
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24, Beverage o5
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25. What is Martini? 199
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26. What is Sake? JJe
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27. How to Use the Chopsticks! JJ9
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28. Forbidden foods & special diets RJ
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29. Paying the bill & Complaints. 59
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30. Check-out 198
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31. Hotel Culture & Hotel Business Joe
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32, Hotel English Joe
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33. Terms of Hotel Usages Jeo
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