HOTEL FRONT-OFFICE OPERATIONS
T He-3ATRE STRITA

(360)
Time : 2 Hours | [ Maximum Marks : 40
gug ;2 =90l | [ qUiie : 40
Note : All questions are compulsory and carry marks as indicated against each
question.
e wsfi v afEd § SR ves T % oi 3wk are few e

1. Fill in the blanks : 1x10=10
T Tl o
(a) A hotel provides us with ——, —— and —.
e g ——, RG] YT FAAT 2 |
(b) The three main departments of a hotel are , — and —.
et Blea o oA g favm , ec] 2 2|
(c) A room with a single bed and one sofa-cum-bed is known as a room.
T ToTe Sig Ud Tk WHI-TE-9E 9T Hel Hl —— He oh T § ST ST |
(d) A guest is and —— at the reception.
T AT § —— Td —— T He W A S 2
(e) In Whitney system, the reservation slips are arranged in —— order.
feeft foreem & siarfa e afsf=t 1 —— wATgER =i R s 2|
(f/ In the event of no-show, the hotel can charge to the guest for one
night.
Frgatedta i feufa 9 gea il & U Td 1 —— =16l L FhaT 2 |
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(9) Guests wanting to stay in the hotel but do not have reservation are known
as —

glec H 3a o 3oge foheq SR STRE aTel (AU ol —— o &I H ST S 3|

(h) Total number of guests staying in the hotel is known as —— count.

Bt § 3eW a1 et AfdfEt Y e B —— M Fed B

letters.

() A message must always be written in —— person and

Taw Hod —— I8 § Ud —— A # foran S =nfeu |

() Filling in the details of registration cards before the arrival of guests is
known as —.

AT o ST o Jd ISRl 1S o [0 hl Wi W& &l —— o & § ST
ST 2

2. State in your answer-book whether the following statements are True or False :
¥x20=10

FHfiad woF w1’ § A1 2Ec, IO I-Yiear § o

(a) For a guest, the front office is also the last point of contact with the hotel.
U ATy &% fIu, e e Biect & Tueh o Afom a2

(b) A guest bill may be handled at the reception.
us Al w1 fow @ we W fuern S =rtE

(c) An NCR machine cannot be used in smaller hotels.

T NCR U3 =T T30 DI Bt § el fohan S dehar |

(d) Only hotels can change foreign currency into Indian Rupees.

foreft gar o1 i 93 & i Shee gt g @ R s wehr 2
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(e) Restaurant have same bill formats for cash as well as credit sales.

T Fore Td 39N fosma & fou ush & uer & foar-umey o1 w9 a2

(f/ A miscellaneous charge voucher can be used to raise any type of charge.

e fafay =g are=r o1 9o forell off 9om & =TS o gey § a1 S gehdn 2|

(g) The auditing of the day’s transactions is done in the night because the
hotel is closed at that time.

o9 & -39 o1 STheror Td | & TR ST 2, it glee 3H awa 9 g ¢l

(h) The night-auditor posts all unposted vouchers.
qf-3Teherer g+t &<t 9 fohu 7T aE=m 1 @ETeR it 2|

(i)  Night-auditor is so called because he works in the night.

T-37heTeh ! I8 W SHITT {2 T &, iTeh o8 Td & GHT i ohidl 2|

() A bellboy can refuse to work for the reception.

Teh Sol-a19 Ed e & 90 & T ¥ SHhR L GehdT 2|

(k) A group baggage is always tagged for identification.

T WfE S T IEEH o U FHI A @I S g

()  The departure time of a group is always pre-determined.

U UYE 1 TR THY HM U9 -fHeifa gt 2|

(m) A room change can be executed only when the guest has packed all his
baggage.

FHeg-ufada bt qHft wEffoa R ST deRar 7, Safeh SAfafy 3o sie & SR i @
T B

(n) The room change slip is circulated by the bellboy.
FH-qiad w=fl Ja-ata g oAt s 2
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(o) Every hotel has a separate telephone department.

T BIeel 1 Th JoIg Sellhi forwm grefl 2 |

(p) You project an image of the hotel even through a telephone call.

3 Tk SABIT it o Hq1eqq @ off Biedt H Bfa o1 geviq = B)

(g} You should speak loudly over the phone, so that the other person can hear
clearly.

EAHH W IR ol T H FlHT =Y, Mk gET ARk IRl 91 i ¥ &9 9
A |k |

(r) Long distance calls are always routed through the operator.

ATEI W o gl HicT ST AR o H1eAw | U Sa 7

(s) If a drunken guest gets unruly in the lobby, you will beat him up then
and there.

Ifg i It Al gea 1 vl § IegEd SHFer X, 91 A 3\h g Jel U
|
() A dupatta cannot be used as a bandage.
Tk gUS 1 TN S o &9 H &1 R ST wekd |
3. Answer the following questions in brief : 2%x4=10
ffefiad st o 3T 989 § 1§
(a) Describe in brief the meaning of ‘First-aid’.
“mrorferr faferean’ o omer @1 avia G § |

(b) How would you handle the situation if there is a theft of hotel property by
a guest?

g weh Al grea i el awg i = wvear 2, a1 g v feafa & @ e

(c) List out the important functions of the telephone department of a hotel.
T e o eih fam & wegut wrt i gefag )
(d) List out the common items available to the guest at the bell desk (any five).

I STk W AT 1 Iuetey FoRdl uter T SEget i gEes
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4. Answer the following questions : 5x2=10

ffcTRaa el o W 3 :

() How would you handle scanty baggage arrival?

AT T § SIS 37 Sk fEafa o et 3 ke e

(b) What steps should be followed while accepting foreign currency from a
hotel guest?

T Al ¥ faaeft a1 iR wd 999 19 foRd St @ eI W@ ?

* Kk Kk
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