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IHosicHUTEALHAA 3aIIHCKA

Meroanueckue peKOMEHJAIMU 10 OPraHu3alldd W BBINOJHEHUIO NPaKTUYECKUX 3aHSITHH,
SIBJISIFOIITECS. YaCThI0 y4eOHO-MeToaudeckoro komruiekca no aucnurummae OI'CD.03 «MHocTpaHHBII
SI3BIK B IPO(ECCUOHATIBHOM JIeATENbHOCTH (QHTIITMUCKUIN )» COCTABICHBI B COOTBETCTBHH C:

1 denepanbHBIM TOCYIapPCTBEHHBIM 00Pa30BaTEIbHBIM CTAaHAAPTOM IO cneruaibHocTu 43.02.14
I"ocTuHMYHOE N1EeN0;

2 PaGoueit mporpamMmoii y4eOHON JUCITUTIIIMHBI,

3 JloxanbubiMu aktamMu Hosl'Y.

MeTtoauueckre peKOMEHIallMy BKIIOYAIOT ayAUTOPHYIO pabOTy CTYIAEHTOB, IPEIyCMOTPEHHYIO
pabodeii mporpamMMoit yueOHON AUCIUIIINHBI B 00bEMe 166 gacos.

B pe3ynbrare BbINONHEHUS MPAKTUYECKHUX 3aJaHU 00yJaromuiics JOHKEeH YMETh:

- obmarecs (YCTHO M NMHCHbMEHHO) Ha MHOCTPAHHOM S3bIKE Ha NMPO(EeCCHOHAIbHBIE H

ITIOBCETHEBHBIE TEMBI;

- TepEeBOJUTH (CO CIOBApEM) HHOCTPAHHBIE TEKCTHI MPO(EeCCHOHAIBHON HAPABICHHOCTH

- CaMOCTOSITEIbHO COBEPUICHCTBOBAaTh YCTHYIO U IHMCBMEHHYIO PE€Yb, IOIOJHATh

CJIOBapHbIN 3amac.

B pe3ynbrarte BINONHEHUS MIPAKTUYECKHUX 33aJaHUI 00yJaromuiics JOMKEeH 3HATh:

- nexcrueckuit (1200-1400 nexcruuecKkux €AWHUI]) U TPAMMATHYECKUI MUHUMYM, HEOOXOTUMBII
JUISL YTEHHS U TIepeBojia (Co clIoBapeM) HHOCTPAHHBIX TEKCTOB PO(heCCHOHATbHONM HAIIPAaBIEHHOCTH.

B Ilpwioxenusax k MeToauueckuM pEKOMEHIAIMAM TI0 OpraHU3allMd ¥ BBIIIOJHEHUIO
MPAKTUYECKONH pabOThl CTYJECHTOB MPEICTABICHBI:

[Ipunoxxenne Ne 1 Kpurepun oneHKH IpakTUUECKON paObOTHI.

[Tpunoxxenue Ne 2 OCHOBHBIE BUIbI MPAKTUYECKON PabOTHI.

[Ipunoxxenue Ne 3 Metoanuecknue peKoOMEHIAIMHU 10 paboTe ¢ TEKCTaMH U

BBIITOJIHEHUIO TEKCTOBBIX 3aJaHUM:

[Tpunoxxenne Ne 4. [TamsTKa IS CTYICHTOB TI0 paboTE CO CIIOBapEM.

[Ipunoxenue Ne 5 Meroanueckue peKkOMEHAAIMH 10 BBIITOJIHEHUIO JIEKCUKO-TPAMMaTHYECKUX
3a/1aHUM.



2.2 TemaTn4yeckni IJIAH U coJepKaHNe YUeOHOW TUCHUNIMHBI

HaumenoBanue Coaepsxanue yueOHOro MaTepuaJa, npakTudeckue 3ausarus, | O0bém B yacax Kozpl komnereHuuii, popMupoBaHHI0
Pa3iesioB M TeM CaMOCTONITEIbHASI PadoTa 00yJaKIIMXCS. KOTOPLIX CHOCOOCTBYET 2JIeMeHT
NPOrpaMMbl
1 2 3 4

Pa3znen 1 OcHoBHOII pa3ien 74
Tema 1.1 IIpakTHyeckoe 3ansaTue Ne 1 10 OK.01
Nunpycrpust Bunbl npennpuaTuii TOCTHHUYHOIO CEPBUCA U UX OK.02
rocTenpuuMcTBa OTJIMYUTEIIbHBIE OCOOECHHOCTH. OK.03
I'pammaTnueckuii MmaTepual: OK.04
The Present Simple Tense OK.10
Tema 1.2 IIpakTuyeckoe 3ansaTue Ne 2 10 OK.01
Padora B unaycrpuu |IlepcoHanbHbli cOCTaB FOCTUHULL U €0 (PYHKLIUU. OK.02
roCTeNnpUMMCTBA I'pammaTnueckuii MmaTepual: OK.04
The Past Simple Tense OK.05
The Future Simple Tense OK.10
Tema 1.3 IMpakTuyeckoe 3ansaTue Ne 3 10 OK.01
®pouT-0duc, 63k-odpuc |Onucanue u 00s3aHHOCTH cIykObl PpoHT oduca, 63k-oduca OK.02
B OTeJle OTeJsl. OK.03
I'pamMMmaTruecKkuil MaTepHUal: OK.04
The Future-in-the Past OK. 05
Prepositions of Place OK.10
Tema 1.4 IIpakTuyeckoe 3ansitue Ne 4 10 OK.01
JKceTpeHHble cutyanuu |boisesnu. JlekapcrBa. MenuuuHckas momMolins. Bei30B noauuu. OK.02
B oTeJIe. [Tomormp npu moxxape. OK.03
I'pammaTHUECcKHil MaTepHal: OK.04
The Present Continuous Tense OK.10

CamocrosiTebHas paGora Nel 2

CocTtaBieHne NaMITKH 110 Oe30MacHOCTH JUIsl TOCTEH OTesl.

Tema 1.5 IMpakTuyeckoe 3ansaTue Ne 5 10 OK.01
ITuranue B oTeJte. Buabl nutanus B 3aBUCUMOCTH OT KJlacca rOCTUHULBIL. Ena. OK.02
Harmurtkwu. OK.03
I'pammaTHUECKHil MaTepHal: OK.04
The Past Continuous Tense OK.10

CamocrosiTenibHas padora Ne2 2




TpaauIMOHHBIC HAIIMOHAFHBI KYXHH B PA3JIMYHBIX CTPAHAX
MUpA.

Tema 1.6 IIpakTHyeckoe 3ansitue Ne 6 10 OK.01
Cnenunanu3upoBanHble |Buapl mpenocTaBiseMbIX yCIyr B 3aBUCUMOCTH OT Kjlacca OK.02
CJIY:KObI M YCJIYTH TOCTUHHIIBL. OK.03
['pammaTHueckuil MaTepual: OK.04
The Future Continuous Tense OK.10
The Degrees of Comparison (Adjectives)
Tema 1.7 IIpakTuyeckoe 3ansiTue Ne7 10 OK. 05
Jennbru. Baarwora. Henbru. Bamrora. [IpaBuia ocyiiecTBiIE€HHs pacueTOB B OTEJE. OK.10
['pamMmmaTrueckuit MmaTepuan.
The Present Perfect Tense
Pa3nen 2 IlpodeccuonanbHO-OPUEHTHPOBAHHBII pa3aelt 98
Tema 2.1 IIpakTuyeckoe 3ansitue Ne 8 16 OK. 01
CepBuc B roctunuie. |bpoHupoBanue HoMepoB B roctunuiie. [lpuem u pa3menienue OK. 03
rocteil. O6cinyxuBanue Homepos. [Tutanue B otene (6apsl, OK. 04
pecTopaHsbl, 3aKa3 €l B HOMEP). OK. 05
I'pamMmaTruecKkuil MaTepHUal: [IK.2.2
The Past Perfect Tense IK.2.3
The Future Perfect Tense
Tema 2.2 IMpakTuyeckoe 3ansaTue Ne 9 10 OK. 05
Heo0xonnmble [Henoas nokymeHnrauus. [Ipasuiia Hanncanus pestoMe. Ilpasuna OK.10
JAOKYMEHTBI JIJIsl IPHeMa |HAIMCaHUs COMPOBOMTEIHHOTO MHUChMA.
Ha pa0ory. I'pamMmMmaTruecKkuil MaTepUal:
Conditionals
CamocrositeibHas padora Ne3 2
Hanucanue pe3rome 1 COpoBOUTENBHOTO MHUCHhMA.
Tema 2.3 IIpakTnyeckoe 3ansitue Ne 10 10 OK. 05
HurepBbio ¢ [Touck pabotel. O0BsBICHHS O TpueMe Ha padoTy. [IpaBuna OK.10
pabGoTroaartesem. noBeJieHus ¢ paboTtoaareneM. IHTepBbIO ¢ paboToiaTenem.

Pestome (CV).
I'pammaTnueckuii MmaTepuat:
Complex Object




Tema 2.4 IIpakTuyeckoe 3ansaTue Ne 11 10 OK. 01
Perucrpanus rocreii B |Perucrpauus rocreii B orene. [IpaBuna perucrpanuu. OK. 03
oreJe. O06s13aHHOCTH TIepCcOHANA CITYKObI MpueMa 1 pa3MenieHHsl. OK. 04
['pammaTHueckuii MaTepual: OK. 05
The Present Perfect Continuous; [K.1.1
[IK.1.3
Tema 2.5 IIpakTuyeckoe 3anaTue Ne 12 10 OK. 04
IIpoBenenue [TpemocraBnenue 3ana sl MPOBEICHUS KOH(EPCHIIMIA B OTEle. OK. 05
KoHdepennuii B oresie. |O6opynoBanue s koHpepeHizana. [Ipuem 3asBok Ha yyacTue OK. 09
B KOH(pepeHnuu. briank 3asBku (B 371€KTpOHHOM (hopmare). OK. 10
['pamMmaTuueckuii MmaTepua: IIK.1.1
Modal Verbs. Can. May. Must Have to .Could. Might; IK.1.3
Tema 2.6 IIpakTuyeckoe 3anaTue Ne 13 10 OK. 04
Pa6oTra c :xano6amu u |[IpaBuna noBeaeHus mepcoHaga TOCTUHULIBI B CITy4Yae OK. 05
peuieHue npoodJjaemM KOH(IMKTHBIX CUTYalMii. PermaMeHT paccMoTpeHus xajio0 OK. 10
rocteil. Buapl sxano6. BapuanTsl perenus mpobiem ¢ [IK.1.3
KJIIMEHTaMH. [IK.2.2
BapuaHTsl MOpaIbHOM KOMITEHCALIMK 34 IPUYNHECHHBIE [IK.2.3
Heyno0cTBa. OOpasiibl muceM-U3BHHEHUH. [IK.3.1
['pammaTHueckuii MaTepuai: [IK.3.3

Indirect Speech
Tema 2.7 IIpakTyeckoe 3ansaTue Ne 14 10 OK. 04
DyHKIUHU [Ipodeccuonanbubie TpeOOBaHUS K AAMUHUCTPATOPY OTEIIA. OK. 05
aMHHUCTpaTOpa oTenst |{o/KHOCTHBIE 00s13aHHOCTH aIMUHUCTPATOpPa OTEJIS. OK. 09
Opranuzanys B3auMoJeHCTBUSA MEXIY CIyXKOaMu OTens. OK. 10
Pabora B komanne. MHOro3a1a4H0CTh. TIK.1.1
I'pammaTHUeCKHil MaTepHal: [IK.1.3
General questions IK.2.2
Special questions. IK.2.3
Alternative questions. IK.3.2
Tag questions I1K.3.3




Tema 2.8 IIpakTHyeckoe 3ansitue Ne 15 10 OK. 04
YupasJienue orenem |CtpykTypa ynpasieHnus roctununeit. [Ipopeccnonanbabie OK. 05
TpeOOBaHMS K YIPABIAIOINIEMY TOCTHHHUIICH W MEHEIKepaM. OK. 09
JlomkHOCTHBIE 00513aHHOCTH YIIPABIIAIONIETO U MEHEKEPOB OK. 10
ci1y0 roctuHulbl. COBPEMEHHBIN THI YITPaBJISIONIETO. IK.1.1
[TpaBuiia 1€10BOTO STHUKETA. [IK.1.3
I'pammatuueckuii MmaTepua: I1K.2.2
Gerund and its functions. IK.2.3
Participle I. Participle 11. I1K.3.2
[1K.3.3
Tema 2.9 IIpakTuyeckoe 3ansitue Ne 16 10 OK. 04
Cayx6a 6ponnpoBanus |[lepcoHanbHBIN cOCTaB CIy)Obl OPOHHUPOBAHUS B TOCTHUHHUIIE. OK. 05
B OTeJIe DyHKIMOHAN CITY>KObl OpOHUPOBAHMUSL. OK. 09
[TpaBuiia OpoHHPOBAHUS HOMEPOB B OTEJIE. OK. 10
CnocoObl OpOHUPOBAHUS TOCTUHUYHBIX HOMEPOB (110 TenedoHny, IK.1.1
B pexxume on-line mo MuTepHery. [IK.1.3

I'pamMmMmaTruecKkuil MaTepUal:

Complex Subject.
Bcero: 172




COJEP)KAHUE MMPAKTUYECKUX 3AHATHAM

Paznen 1
Tema 1.1WuaycTpus rocrenpunmcrBa (Hospitality Industry)

IpakTnyeckoe 3ansitue Ne 1 ( 10 gac.)

eab: COBEPIICHCTBOBATH YCTHYIO M MMCHBMEHHYIO pPEYb; pa3BUBATh HABBIKH YTCHHS U MIEPEBOIA;
dbopMUpPOBATH CIOCOOHOCTH CTYJIEHTOB OOIATHCS HA AHTJIMICKOM s3bIKE (YCTHO U MMCHMEHHO) Ha
MOBCEIHEBHBIC U MTPO(EeCCHOHATLHBIC TEMBI.

TpeOoBaHMs K 3HAHUSIM U YMEHUAM:

CTyIeHT JOKEeH yMeTh: BECTH JIUAJIOT B CHUTYAIMsIX OQUIIMAIEHOTO OOIICHUS; COOII0IATh JIOTUKY
U TI0CJIeI0BATEIbHOCTh BHICKA3bIBAHUI; PEUEBOTO B3aUMOCHUCTBHS C TAPTHEPOM.

CTyneHT JOKEH 3HATh: HOBBIE JIGKCHUECKUE SIMHULIBI 10 TeMe; SAMHHIIBI PeYeBOT0 ITUKETA,
00CITyKUBAIOUINX CUTYallUH OOUICHHS;TpaMMaTHUYECKU MUHUMYM, HEOOXOTUMBINA JJis OOLICHUS
Ha aHruiickoM si3bike: (The Present Simple Tense)

IlepeyeHb HEOOXOAUMBIX CPEACTB 00yYeHHsA: YUEOHUK, CIIOBAPb, KOMIIbIOTED, paboyast TeTpab.
Conep:xanue 3aJaHUI:

1) KOHTPOJIbHBIE BOMIPOCHI 10 TEME;

2) cocTaBj€HUE AUAJIOTOB;

3) nekcuko-rpammMaTrueckue ynpaxnenus The Present Simple Tense.

OcHoBHbIe TPeOOBaHUs K pe3yJibTaTaM padoThbI:

1) nekcuko-rpaMMaTHYECKasi TPaMOTHOCTb BBICKa3bIBAHUI;

2) MaKCcUMaJIbHas HaIlOJHIEMOCTh BbICKAa3bIBAHUN HOBOM J'IeKCI/IKOI\/’I;
3) CIHOCOOHOCTH K KOMMYHUKATHBHOMY IIAPTHCPCTBY.
Task 1. Test Questions:

1. Classification of the hotels.

2. Types of the hotel rooms.

3. Rights and duties of hotel guests.

4. 4. Structure of the hotel.

5. The main functions of the reception service.
6. Dealing with conflict situations.

7 The order of checking in and checking out.

Task 2. Translate and study the words and phrases “Arriving and check in “(Ilpu6biTuEe B
oTeJb H PEerucTpaImsi)
1.1d like to check in.
2.When did they arrive?
3.Could I have your passport ,please?
4.Do you have any form of identification?
5.Driving license will do.
6.Will you fill in this form, please?
7.How would you like to pay?
8.May | pay in dollars?
9.My company is paying for me.
10.May | have your payment agreement?
11.We need to make a registration for you.
12.Could you sign here, please?



13.Your signature here ,please.

14.Do you have any preferences about the room?

15.Your room is 655.

16.Here is your key.

17.Would you like some help with your luggage?

18.The porter will attend to it immediately.

19.The porter will show you to your room.

20.1f you have valuable items, you should use safe deposit provision.
21.1f you have some valuables, you can put them into the safe.

Staying at the hotel. (IlpeosiBanue B oTeJIE).

1.What time is breakfast, lunch, dinner?

2.Where can | change some money?

3.How do | get to the nearest metro station?

4.How do | telephone to the USA?

5.What is the code of Great Britain?

6.How do | telephone room service?

7.Where is the lift?

8.Where can | rent a car?

9.What if I have a problem with the car?

What should I visit while | am staying here?

I"d like to eat some traditional local food.

What is a good present to the home?

Can | have an extra towel?

Could you book a table for three in the restaurant for me this evening?
How many for?

Could I have lunch in my room now?

Could you tell me your name and room number?

What time would you like a table for?

10 | could order a late supper for you? It could be brought to your room.
11. I'll contact the restaurant and have them prepare a supper for you for 11.00.
12. What would you like?

13. There is a choice of....

14. Could I book the tickets for the show?

15. This is John Smith from room No 65.

16. I am afraid I'm not feeling very well/ | have a headache.
17. Could you, please, send for the doctor?

18. Would you , please, ask someone send up some painkiller.
19. 1 don't have anything with me.

20. Would you like nurse to visit you?

21. I'll have room service send up some aspirin immediately.
22. Can | have a morning call at 5,05?

23. I'd like to have my trousers pressed.

24. 1°d like to have my skirt cleaned.

25. 1'd like to have clean shoes for the morning.

26. The concierge can arrange this for you.

27.You have collect the car from the garage.

28. You can take an excursion if you want.

29. If you have a problem with the car, it will be replaced.

CoNoO~wWNE

Departure and checking out ( OTbe3a u BbInucKa)



1.1d like to check out, please.
2.1'll get your bill.
3.What room are you in?
4.0ne moment, Madam, I will work out the total.
5.Would you like to check it through?
6.1 disagree with the charge .
7. 1 think you have overcharged me.
8.Can you tell me what this item is for?
9.That was the morning papers you had.
10.1 didn’t order any papers.
11.1 didn’t order anything from room service.
12.1 hope you "ve enjoyed your stay with us.
13.Would you like a taxi to the airport?
14.We look forward to welcoming you back again in the future.
15.1 hope you have a pleasant journey

Task 2. Complete the dialogue:

a) “Arriving and checking in “(Ilpu6biTHE B OTEJb H
perucrpanusi)

1.Receptionist: Good morning! Welcome to The Best Hotel!
Client:

2.Receptionist Yes, sir, we have several rooms available for that
particular weekend. And what is the exact day of your arrival?
Client:

3.Receptionist:How long will you be staying?
Client:

4.Receptionist:How many people is the reservation for ?
Client:

6.Receptionist: And would you like a room with twin beds or a
double bed?
Client:

7.Receptionist:Great! And would you prefer to have a room with a
view of the ocean?
Client:

8.Receptionist: Your room is five hundred and ninrty dollars per
night. Now what name will the reservation be listed under?
Client:

9.Receptionist:Could you spell your last name for me,please?
Client:

10.Receptionist: IS THERE A PHONE NUMBER, WHERE YOU
CAN BE CONTACTED?
Client;




10.Receptionist: GREAT! Now | need your credit card information
to reserve the room for you.What type of card is it?
Client:

10.Receptionist:And what is the name of card holder?
Client:

10.Receptionist:Alright Mr QUAID. Your reservation has been made
forthe 24-th of September for a room with a double bed and view of
the ocen.Check in is at 2 o'clock/If you have any other questions,
please do not hesitate o call us.

Client:

11.Receptionist: My pleasure. We |l see you in September. r QUAID
Have a nice day!

Task 3. Compose and play dialogues:
1.Peructpanus (check-in) amMuHUCTpaTOPOM TPYIIIBI TOCTEN Ha

aHrnuiickoMm s3bike. [IpeaBapurenbHoe OpoHHpOBaHKE 3 OJJHO-MECTHBIX HOMEPOB C TUTAHUEM I10
THUITY «3aBTpaK» ObLIO cliesa HO TYPPUPMOI.
2.Brinucka (check-out) agMUHUCTPATOPOM MHIUBUAYATHHOTO

rocts . OmaTa yciayr OCyIIeCTBISIETCS TOCTEM 3a CUET KPEAUTHON KapThl.
3. Beimucka(check-out) agMuHHCTpaTOPOM IPYMIIBI TOCTEH

4. Beimucka (check-out) amMUHUCTPATOPOM BUIT-TOCTS .

5. Beimucka (check-out) aaMuHUCTPATOPOM MOJIOION TAPHI,
OpOHMPOBABIIICH CBOE IPOKUBAHUE B OTEJIC Yepe3 Typpupmy.

6. Beimricka rpymnibl rocteld CHOPTCMEHOB, MTPOKUBABIIINX B OTEIE
MOJHOCTHIO 3a cueT CroptuBHOTrO Komurera .

7. Beimmucka (check-out) anMuHHACTpaTOpOM MHAUBHUIYATEHOTO TOCTSL.
Omutata roCcTeM OCYIIECTBISETCS] HATUYHBIMU JICHEKHBIMU CPEJICTBAMHU.

8. Peructpanus (check-in) agMuHMCTpaTOpOM MHAWBUIYAIBHOTO FOCTS HA QHTJIIMHCKOM SI3BIKE.
[TpenBapuTenbHOe OPOHUPOBAHUE CACTAHO C MTUTAHUEM IIOJIYIAHCUOH.

CnHcok pekoMeH/yeMoil JTuTepaTyphbl:
a) OcHoBHas1 IMTEpaTYpa;

Pozcosa, B. FO. AHramiickuii S3bIK AJ1 TOCTUHUYHOTO OM3Heca. 3amaHus : yueOHoe mocobue
st By30B / B. FO. PoroBa. — Mocksa : M3narensctBo HOpaiit, 2023. — 43 ¢. —
(Boiciiee o6pazoBanue). — ISBN 978-5-534-14564-9. — TekcT : 31€KTPOHHBIH //
O6pazoBarenpHas wiatrdopma KOpaiit [cailT]. —
URL: https://urait.ru/bcode/520186 (mata obpamienus: 28.06.2022)

Tema 1.2 PaboTa B HHAYCTPHHU rOCTENPHUMCTBA

(IMepconanbubIii cocTaB roctunmil U ero Gpyakiuu ( The personnel staff of aHotel and its Functions)
IIpakTuyeckoe 3ansitue Ne 2 (10 yac.)

Henb: coBepHIEHCTBOBATH YCTHYIO M IMCBMEHHYIO PE4Yb; Pa3BUBATh HABBIKM YTCHUS U MIEPEBOJIA;



(dbopMUPOBATH CIOCOOHOCTH CTYIEHTOB OOIIATHCS HA AHTJIHICKOM sI3bIKE (YCTHO U MMCHMEHHO) Ha
TIOBCEHEBHBIC U TPO(ECCUOHATBHBIC TEMBI.

TpeGoBaHus K 3HAHUSIM U YMEHUSAM:

CTyIneHT JOJDKEH YMeTh: BECTH JHAJIOT B CUTYaIMsIX O(HUIMAIBHOTO OOIICHUS; COOJIIOIATh JIOTHKY
Y TIOCTIEIOBATEIBHOCTh BBICKA3bIBAHUIA, PEUYEBOTO B3aUMOJICHCTBUS C TIAPTHEPOM,OCYIIECTBIISATh
1o7I00p ¥ pacCTaHOBKY TOCTUHHYHOTO TIEPCOHANA

CTyIeHT JOKEH 3HATh: HOBBIE JIGKCHUECKUE SIMHUIIBI 10 TEME; SAMHHIIBI PEYCBOTO ITUKETA,
00CITY’>)KUBAIOIIMX CUTYallUU OOIIEHUS ;T PAMMATHYECKUIT MUHUMYM, HEOOXOMMBIH ISl OOIICHUS
Ha aHruiickoM si3bike: (The Present Simple Tense), 3HaTh TOJDKHOCTHBIE HHCTPYKIIMU CTapIIIETO
aJIMAHUCTPATOPA.

IlepeyeHb HEOOXOTUMBIX CPEACTB 00yUeHHA: YICOHUK, CIIOBAPh, KOMITLIOTEP, pabodasi TeTpab.
Conep:kanue 3a1aHuii:

1) KOHTPOJIbHBIE BOIIPOCHI 110 TEME;

2) paboTa ¢ JICKCHYECKHM MaTepHaiOM;

3) cocraBiieHHE JUAJIOTOB;

4) nenoBas urpa «Sl-agMuHuctparopy» .Business game «I am an receptionisty

5) nekcuko-rpammarudeckue ynpaxkuenus 1he Past Simple Tense, Future Simple Tense

OcHoBHbIE TpeOOBaHUS K pe3y/ibTaTaM padoThI:

1) nexcuko-rpaMMaTUyecKas FpaMOTHOCTb BbICKAa3bIBaHMUIA;

2) MakcUMaJbHas HalOJIHIEMOCTh BbICKa3bIBaHUI HOBOH JIEKCUKOM;
3) c11ocOOHOCTh K KOMMYHUKAaTUBHOMY ApTHEPCTRBY.

Task 1.Test Questions:

1. What are the requirements to the reception service?

2. What are the functions of a receptionist, a concierge, a bellboy?
3. What are the duties of staff members??

4. How activities of reception service are planned?

5. Why is it necessary to follow the telephone call etiquette?

Task 2. Match the duties and personal requirements to the hotel staff with their Russian
equivalents

1.to arrange car hire a.PUBETCTBOBATH TOCTEH

2.to welcome guests b.perucrparius 1 BrICEICHHE

3.to verify their reservation C.ITPOBEPSITH 3a0pPOHUPOBAHHBII HOMED
4.to check room availability,if they | d.npoBepsTh, kakue HOMepa CBOOOIHBI, €CIIA TOCTH HE
don't have one 3a0pOHHMPOBAIM KOMHATY JI0 ITpHe3/ia
5.to check in/out €.ITPOBEPSATHh JaHHBIE KPEAUTHOM KapThI
6.to make a reservation for a room f.3a0pOHMPOBATH TOCTHHUYHBIA HOMEP
7.booking confirmation g.MOATBEpXKICHHE OPOHUPOBAHHUS

8.to get credit card information h.oTBeuars Ha TenedOHHBIC 3BOHKH
9.to give a guest the pass card to 1.0TAaTh TOCTIO KITIOY-KapTy OT HOMEpa
10.enter the room

11.to cater J.o0cITy)KMBaTh

12.to take phone calls K.mocturarts nenei

13.to make up a room |.yOoupars KoMHATY

14. to achieve targets M.OOUTUTENBHBIH

15.to be good with people N.JIAJNUTD C JIFOAbMHU

16.communicative 0.HaBBIKH KOMIIbIOTEpA
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17.to compile daily business figures

P.COCTABJIATH CKCAHCBHBIC OU3HEC-TIIaHbI

18.computer skills

(.MMETH J€JI0 C 3aIpoCcaMu 1 JKalmo0aMu

19.a creative person

. TBOpYCCKasA JIMYHOCTh

20.to deal with emergencies

S.HIMETb JI€JI0 C YPE3BBIYANHBIMU CUTYALUSIMU

21.to deal with queries and

t.IpUHUMATD pelIeHus

complaints
20.to do sales promotion U.TIPOIBHYKEHHE TIPOJIAK
efficient V.yMEJIIbIi, KBaTH(OUITUPOBAHHBIH

21.to enter statistics into a database

W.yBCIINYMUBATH 3aCCIICHHOCTh HOMCPOB

22.to handle pressure

W.cnipaBisiThCs C JaBICHUEM

23.highly-skilled

O.BBICOKOKBATH(PHUIIMPOBAHHBII

24.to implement routine checks

Y.BBIIIOJIHATH €KCIHCBHBIC IPOBECPKU

25.to make decisions

Z,3aHOCHUTH CTATUCTUYCCKHNEC CBCACHUS B 63,3y JaHHBIX

26. to maximze room occupancy

BbponupoBars HOMepa

27.to be motivated

@ OBITE MOTHUBHPOBAHHBIM

28.to organize schedules

%OpraHI/BOBLIBaTL paciiuCaHuAa

29.people skills

$uMeTh HaBBIKK PabOTHI C JIFOIbMU

30.to prepare costs

&TOTOBHUTH CUETA

31.to produce routine business
figures

)IIPOU3BOUTH €XKEAHEBHBIC OM3HEC PACUCTHI

32.to reserve rooms

+PYKOBOJANUTH ITIEPCOHAIIOM

33.to solve problems

-pemnatb NpooIeMbl

34.to supervise staff

L.OCYH_IGCTBJ'IHTB IIpOKaT aBTOMOOMJIEH

35.to take new calls

M.ipyHMMATh 3BOHKH

36.to be well-organized

Y .OBbITh OPTaHMU30BaHHBIM

37.to be well-presented

R.ObITH IpecTaBUTETLHBIM

38.to write proposals

B.mucath MPCIJIOKCHUA

Task 3. Is the receptionist talking to a guest checking in or to a guest checking out?

Tick () the correct column.

receptionist

checking in

checking out

Here's your bill.

How would you like to pay?

Enjoy your stay.

Thank you for staying with us.

We hope you enjoyed your
stay.

Let me know if you need
anything.

Would you like an alarm call?

Will you be visiting us again
soon?

Can | see vyour passport,
please?

Breakfast is served from 8 am
to 9 am.

You have to check out before
12 noon.

Your room is on the third
floor.




We look forward to seeing
you next month.

13 bannos

Task 4 Match the definitions with there meanings

1.What facilities do your rooms offer?
2.Smoking and non-smoking rooms
3.Room service.

4.Laundry service/valet service.

5.A self service laundry, launderette.
é.Same-day laundry.

-7.Dry cleaning. Xumuncrka.
8.Shoe-polishing service.

é.Shoe cleaning service.
10.Underground garaging.
il.HoteI-owned car park.

iZ.Car park directly by the hotel.
i3.Car rental.

14.Limousine service.

iS.MedicaI help.
16.English-speaking staff
17.Well-organized entertainment.
18.Animated activities for guests.

19.Evening entertainment.

20.Wake-up /early morning alarm calls.

21.Early morning teas.
22.Morning coffee/snacks.
23.Breakfast for early risers.

24 PanuHuii 3aBTpaK.

A Tlpayeunas camo0OCTy)KUBaHHS
B.Homepa mist Kypsmux U HEKypsIIux
C.mpaueunast

D.Pecropannoe o6cinyKuBaHne HOMEPOB.
E.Oxcnpecc-npayeunas

F.Uucrtka o0yBu

G.Yucrtka o0yBu

H.ITon3zemHubIl rapax

|.Ilpokat mamuH.
J.CoOcTBeHHas MapKoBKa OTEIs

K.MenuuuHckas momMoIiib.

L. AHUMAaIMOHHBIE IPOTPAMMBI J1JIs1 TOCTEM.
M.Yciyru OynviibHHKA /TIO0YIKH.

N.[TapxoBKa HEOCPEACTBEHHO PSAJIOM C OTEJIEM
O.V1pennmnii kode/3akycka.

P.IIpokat aBTOMOOMJISI C BOAUTEIEM

Q.AHIJI0-TOBOPALIMIA EPCOHA.

A.Xopo1110 OpraHu30BaHHbIE pa3BieKaTEIbHbIE
MEPOTIPUITHS

S.BeuepHue pa3BieKaTeIbHbIE MEPOTIPHSITHS
T.Y1pennwuii yaii.

U.lucTaHIMOHHOE yIpaBJIeHUE CBETOM U
curnainamu «Yopatb Homep” U “He
0ecroKOuTh ’BO BCEX HOMEpax

V,Kakue yciyru npegoctasinsier Bamr otens?

W.OTKpBITBIN TEpMUHAT JOCTYNa B UHTEPHET




25..Remote control of lighting and signs for X.CucteMbl KITUMAT-KOHTPOJISI
“Make up room” and “Don’t disturb” in the
rooms.

Y .KoHnunnonnpoBaHue Bo3yxa

26.central heating
Z.llenTpalibHOE OTOILICHUE
27 .air- conditioning

28.Air- conditioning in public areas
29.Air and temperature control system.

30.climate control

31.public internet terminal.

OcHognasa numepamypa:
a) OcHOBHas1 JIUTEPATYpPA;

Pocosa, B. FO. AHTIUICKUI S3bIK 1J11 TOCTHHUYHOTO OM3HEca. 3aiaHus : yueOHOe mocooue
st By30B / B. FO. PoroBa. — Mocksa : M3parensctBo HOpaiit, 2023. — 43 ¢. —
(Bricmiee oopazoBanue). — ISBN 978-5-534-14564-9. — TekcT : 37€KTpOHHBIH //
OO6pazoBarenbHas miatdopma FOpaiir [caiit]. —
URL.: https://urait.ru/bcode/520186 (mata ooparmienus: 28.06.2022)

Mowmnsiea, E. B. AHTIWICKAR SI3BIK TSI H3ydaronux Typusm (A2-Bl+) : yuebHoe mocobue
ISl CpeHero npodeccnonaibHoro oopazosanus / E. B. Mommnsira. — 6-e usn.,
ucrp. u gon. — Mocksa : U3garenbctBo Opaiit, 2023. — 267 ¢. —
(ITpodeccuonanproe odpazoanne). — ISBN 978-5-534-11164-4. — Texker :
anekTpoHHbIN // OOpa3zoBatenbHas miaatdgopma FOpaiirt [caiit]. —

URL: https://urait.ru/bcode/517078 (nara oopamenus: 28.06.2022).

Tema 1.3 ®ponTt-oduc, 63k-o¢uc B oresne (Front Office and Back Office in a Hotel)
IIpakTuyeckoe 3ansiTue Ne 3 (10 yac.)
Heﬂb: COBCPUICHCTBOBATH YCTHYIO U IUCbMCHHYIO PCYb; Pa3BUBATH HABBIKW UTCHUS U IICPEBOAA,

(bopMHUpPOBATH CIIOCOOHOCTH CTYJIEHTOB OOIIATHCS HA aHTJIMICKOM SI3bIKE (YCTHO U MMHUCHbMEHHO) Ha
MOBCEHEBHBIE U MPO(PECCUOHATBHBIE TEMBI.

TpeOoBaHus K 3HAHUSIM M YMEHHSAM:

CryneHT JOKeH yMeTh: BECTH AMAJIOT B CUTYAlMsIX o(pUIIHaIbHOTO OOIIEHNUs; COOI0AaTh JIOTUKY
¥ TIOCJIEI0BATENIFHOCTh BHICKA3bIBAHUHN; PEYEBOTO B3aMMOICUCTBHS C TTAPTHEPOM.

CTyneHT JOKeH 3HATh: HOBBIE JIGKCUYECKHE €AMHUIIBI 110 TEME; €IMHUIIBI pEUeBOr0 ITHKETA,
0OCITY’)KMBAIOIINX CUTYalllX OOIIEHUS ;T PAMMaTHYECKUII MUHUMYM, HEOOXOMMBIIN JJIs1 OOIIEHUS
Ha anrnuiickoM si3bike: (The Present Simple Tense) GpyHkimonan GpoHT u 63k- 0pHCOB.
Ilepeyensb HEOOXOAMMBIX CPeICTB 00yUeHHsI: YICOHHK, CIIOBAph, KOMITBIOTED, paboyvast TeTpab.
Copneprxanue 3a1aHuil:

1) KOHTPOJIBHBIE BOIPOCHI 110 TEME;

2) cnoBapHasi paboTa ¢ KIIIOYEBBIMU MOHATUSAMHU CTPYKTYphI Front Office Ha 0a3e Tekcra;

3) nuchMeHHas TBOpUecKas paboTa :cocTaBiIeHHEe WHCTPYKIMH coTpyaaukam Front Office u Back
Office.

4) nekcuko-rpamMMaTH4yecKue ynpaxHenus 1 he Future-in-the Past, Prepositions of Place.

Task 1.Test Questions:




What is a personnel staff of the Front Desk?

What are the duties of the Front Desk?

What are the responsibilities of the Front Desk?

What is a personal staff of the Back Desk?

What are the duties of the Back Desk?

What are the responsibilities of the Back Desk?

What are the main functions of Front Office in a hotel?

TEXT «FRONT OFFICE»

Front desk is a very important department in the hotel making direct contact with the
guests.

The main function of this department is Reservation, Guest Service, Check in Check,
Checkout, Telephone, Finance &Cashiering, Foreign Exchange, Room Assignment, Inquiry.

The Front office is also called the nerve centre of a hotel. It can be defined as a front of the housing
department located around the foyer and the lobby area of hospitality property. As this department
Is located around the foyer area of the hotel and is visible to the guests, patrons and visitors, they
are collectively called “Front Office”.

A hotel back office is a room or space in a hotel that is set up to deal with some of the
higher-level financial work and other issues facing this type of business. This section of the hotel
also usually houses the offices of higher level personnel. Larger hotels or franchises in a chain may
have more elements set up in the back office than smaller independently run hotels, which
sometimes might not have a back office at all.

1. Significance of The Front Office Department in a Hotel

The front office department of the hotel has a special responsibility when it comes to creating the
ideal guest experience. It is often seen as the hotel’s face. Performing smooth check-ins, handling
queries in a prompt and helpful manner, and responding speedily to resolve any problems will all go
a long way to making a guest’s experience more enjoyable and positive.

As you can see, your front office department plays a key role in creating a good impression. Hotel
trends might change but a hotel’s front office must always maintain smooth and friendly
interactions with customers.

2. Main Responsibilities of a Front Office Employee

The front office department in hotels has many duties on a daily basis. But it is essential to
understand the main responsibilities of the employees to understand how the department functions.
Below are three key duties of a front-office employee.

3.Planning Guest Experience

The clerks at the front desk play a very important role in presenting the hotel in its best light. They
have continuous contact with the hotel’s guests throughout the working day. A clerk’s duties
involve checking guests in and out, handling room payments and payments for services or food and
other items.

It’s important that all these processes are handled smoothly. A front office clerk’s duties extend to
other aspects of the guest experience: recommending local attractions, helping guests plan trips and
activities, and making guests aware of the hotel’s services and any activities offered on-Site.

4.Accommodating Guest Requests

Guests may make various requests during their stay, which will be handled by the front desk. They
may need additional linen or toiletries or may wish to find out how to operate systems such as
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heating, air conditioning, or entertainment systems. Guests may also need to report issues with their
rooms, such as items that don’t work properly or soiled items.

Front office staff may be able to take care of some of these themselves. In most cases, the front
office will need to interact with other departments. For example, they might need to get in touch
with housekeeping or speak to maintenance, then follow up.

5.Secretarial Duties

Front office department staff will also perform a range of secretarial and clerical duties. These
include preparing spreadsheets, drafting letters, memos and other correspondence, and preparing
presentations. They may also perform tasks such as making travel arrangements for senior team
members or managing their calendars.

Front desk personnel are often tasked with photocopying documents, filing, handling
correspondence via email or fax, and ordering stationery and other office supplies. For smaller
hotels, front office staff may also handle some of the smaller accounting tasks, particularly those
that relate to the department’s finances and expenses.

6. Functional Management Roles of the Front Office Department in a Hotel

The front office department in a hotel has eight main management roles. Sometimes these are
handled by the general front office staff rather than dedicated personnel, especially in smaller
hotels.

€ a)Front Office Manager

A front office manager’s role is to oversee the front desk staff. They are also tasked with ensuring a
quality experience for every guest. Front office managers will prepare schedules to ensure full
staffing at the front desk at all times. They may be involved in the hiring and training of new staff.

€b) Guest Service Manager

In some hotels, particularly larger establishments, there may be a separate guest service manager to
oversee the front office staff. This position may involve scheduling, staff training and development,
managing the departmental budget, and maintaining good working relationships with the hotel’s
other departments.

#c)Reservation Manager

The reservation manager’s job is to handle reservation services, maximising efficiency in the front
office department in the hotel. As well as dealing with cancellations and changes, the reservations
manager will be tasked with ensuring that front desk staff are prepared to answer guests’ questions.
They may also coordinate with the sales and housekeeping departments.

¢d)Reception Manager

The reception manager will be the first point of contact for guests arriving at the hotel. It’s their job
to make guests welcome and ensure their comfort and satisfaction during their stay. Reception
managers ensure that reception areas operate smoothly and efficiently. They may also oversee a
reception team.

®¢)Revenue Manager

The revenue manager is tasked with ensuring that guests are charged at the appropriate room rate.
They will also be responsible for periodically reviewing room rates and service charges, comparing
them to other hotels in the area within a similar price bracket, and ensuring that rates remain
competitive.



¢f)Night Audit Manager

In the evenings, the night audit manager is tasked with supervising auditing processes. These are in
place to make sure that all of the day’s financial transactions are properly accounted for and fully
reconciled. They will make sure that all cash taken that day is counted and will check for any
discrepancies.

€g) Concierge

The concierge is responsible for running the front desk. A concierge will coordinate with various
hotel departments to ensure that guests’ needs are attended to. The concierge may also be involved
with staffing the front desk, ensuring that there’s always someone on hand to assist guests.

€h) Housekeeping Manager

The housekeeping manager oversees the housekeeping staff. They are responsible for cleaning and
sanitising rooms so that everything is ready for the next guest. They will also perform housekeeping
tasks in the public areas in and around the hotel: cleaning bathrooms, vacuuming carpeted areas,
etc.

7.What Is Required of a Front Office Employee?

Hotel management will be looking for several key qualities in their front desk employees. A
friendly, hospitable demeanour is one of the more obvious traits. Perhaps more important are
abilities like multitasking, remaining calm under pressure, and the ability to cope with long hours
without flagging. Front desk employees also need a wealth of tact and consideration, as they may be
called upon to handle delicate situations with diplomacy.

Conflict resolution is a vital skill, as is the ability to balance the needs of the guest with the best
interests of the hotel. Tact and diplomacy involve striving to understand people, to empathise with
their needs and feelings. It’s not enough to simply be a people-pleaser, which can result in over-
promising. Staff working in the front office department of a hotel must always be able to approach
guests with courtesy, professionalism and integrity.

8. Tips to Run Your Front Office Department Smoothly

There are certain strategies you can employ to make sure your guests are getting the full experience
of your hotel. The front office is an essential part of their stay, therefore you can ensure the
department is providing all information possible. Here are our tips for exceeding your guests’
expectations.

€2) Bring Local Knowledge to Your Guests

When guests come to a hotel, they are usually in an unfamiliar area. While guide books and tourist
information can be helpful, they’re no substitute for genuine local knowledge. Every team member
working in the front office department should be equipped with sufficient local knowledge to assist
guests with questions about the local area.

They should be able to recommend restaurants, the best shopping, how to find local attractions and
events, and what leisure activities are available. Creating a unique tourist guide for your guests is a
good way to pass along suggestions. Hotels can also offer coupons and discounts, and offer to
handle bookings for their guests.

#4b) Make Sure You Train Your Staff Continuously

Staff training and development should be an ongoing process. Staff will need to be prepared for a
range of eventualities, and regular training will give them the tools they need. Ongoing training and
support create empowered staff members who have the know-how and confidence to respond in a
professional and effective manner to all events and challenges.
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You will need a defined plan to train your staff on both their core skills and additional capabilities,
such as communication skills and time management. The front desk should have an operations
manual to hand that details roles and best practices.

€9. Know Your Guests & Plan For Their Wishes

Getting to know your guests allows you to create excellent guest experiences. As well as noting the
preferences of current guests, you should make an effort to track the preferences of repeat
customers. It’s useful to know if they have a specific room they prefer or small details such as
wanting an extra blanket or a pillow.

It can also be helpful to learn small facts about the guests themselves, such as their profession and
names of family or pets. A hotel PMS (property management system) allows you to store detailed
information on each guest and offer a welcome with a personal touch.

Importance of the Front Office Department Software Technology

Hotel technology is increasingly sophisticated nowadays and offers a range of advantages.
Advanced technology is now indispensable for managing modern hotel. Software systems can
streamline all kinds of functions, from handling incoming reservations to guest communication and
tackling multiple distribution channels.

Without adequate software support, the operation of a hotel is unwieldy and errors are likely to
occur. Front office technology allows you to automate many of the common tasks associated with
processing a booking. A housekeeping app, digital concierge or other platforms also allows you to
read messages from staff and guests in a single location.

Hotel Management Software Solutions

Software solutions for hotels are absolutely vital in the modern hotel industry. Many hotels today
make use of a range of software solutions to facilitate tasks such as handling bookings, review
management, revenue management and tracking housekeeping. From PMS software to reputation
management, there are technological solutions available for almost all of the challenges that a hotel
business may face.

As hotel trends move towards the wider adoption of technology, it’s more important than ever to be
aware of the tools that exist to facilitate hotel operations. In “5S Hotel Management Software
Solutions Every Hotel Needs”, you’ll learn about some of the most important categories of hotel
software.

Hotel Career Tips For Your Future

Whether you’re just starting out in an entry-level position or looking to develop your existing hotel
career, you’ll need some inside information. Working in the hotel industry offers many varied and
rewarding possibilities for those who are willing to work hard and develop their skills.

The industry is a competitive one and the right knowledge can help a great deal. In “10 Valuable
Tips to Manage Your Hotel Career”, you’ll learn vital tips and tricks to get ahead in the industry.
You’ll find out about the training you’ll need and the approaches that can help you succeed.

The Booking Extranet

Booking.com is one of the biggest and most widely used online travel agencies globally. Its
management platform, the Booking Extranet, lets people in hotel management roles oversee
reservations and manage other aspects of their listing on the Booking.com site. Making proper use
of the Booking Extranet can really help boost reservations and increase your hotel’s revenue.



In “Booking Extranet: 10 Strategies to Increase Your Revenue on Booking.com”, you’ll discover
key methods and strategies for creating and managing a listing that will get your hotel noticed, as
well as how you can use the system to make your job easier.

The hotel’s front office department is crucial to providing the ideal guest experience, as well
as handling important data like guest information and room statuses. Proper organisation,
staffing and training are vital for its smooth operation, as is implementing the right hotel
technology.

A hotel back office is a room or space in a hotel that is set up to deal with some of the higher-
level financial work and other issues facing this type of business. This section of the hotel also
usually houses the offices of higher-level management personnel. Larger hotels or franchises in a
chain may have more elements set up in the back office than smaller independently run hotels,
which sometimes might not have a back office at all.

One of the most important functions of a hotel back office is a setup to deal with long-term financial
information. Software companies commonly sell back office software for hotels that will help
provide annual accounting reports or organize long-term financial details. This is in contrast to the
front office, or front desk, of a hotel, where lower-level workers generally keep cash received from
guests, and maintain current information on nightly or weekly financials, as well as credit card data
for recent guests.

Often, larger hotels have a sophisticated database for guest information and archiving data. This is
often housed in the hotel back office or considered part of a back office operation. This kind of
information is important to be able to confirm past stays by a particular guest, and also to help in
generating complex reports on rates of rooms filled, along with all practical expenses for the hotel,
on an annual or long-term bases. A total long-term budget for a hotel would generally be generated
in the back office.

Another comparison between the front desk or front office of a hotel and its back office is based on
the ways that hotel workers are generally arranged. Usually, front desk associates handle current
guest issues, and interact directly with guests. Guests managers may also work from behind the
front desk. By contrast, a general manager for a hotel will usually work out of the hotel back office,
and would rarely interact with the clientele. Special sales managers or others who do not commonly
deal with current guests will also usually work out of the back office area or some other separate
office, along with bookkeepers, and managers of the maintenance or housekeeping staff.

A different way to understand a back office for a hotel is through evaluating franchise hotels that
are part of a larger chain. In these hotels, much of what gets reported to the corporate headquarters
will be housed in the back office. Where the front desk or front office is devoted to customer
service; a back office may have a totally different style based on how the chain of hotels is run from
th

Task 2. Compose Instructions for employees of Front office and Back office.

a) OcHOBHAas JIMTEPATYPA;

Pocosa, B. IO. AHrImMiicKuii S3bIK AJI1 TOCTHHHYHOTO OM3Heca. 3aanus : yueOHOe mocooune
s By30B / B. FO. PoroBa. — Mocksa : U3natensctBo FOpaiit, 2023. — 43 ¢. —
(Bricmree oopazoBanme). — ISBN 978-5-534-14564-9. — TekcT : 2eKTPOHHBIH //
O6pasoBarenbHas miatdopma KOpaiit [caifT]. —
URL.: https://urait.ru/bcode/520186 (mara obpamierus: 28.06.2022)

Mowmnsea, E. B. AHTIHMNACKAN S3bIK TS H3ydaronmx Typusm (A2-Bl+) : yuebHoe mocodue
JUIsL cpeiHero npodeccuonaibHoro oopazosanus / E. B. Momnsira. — 6-e usn.,



ucnp. u gon. — Mocksa : U3garensctBo FOpaiit, 2023. — 267 c. —
(ITpodeccnonanvuoe odpazoBanne). — ISBN 978-5-534-11164-4. — TekcrT :
anekTpoHHbIH // OOpa3zoBatenbHas miardgopma FOpaiir [caiit]. —

URL.: https://urait.ru/bcode/517078 (nata oopamienwus: 28.06.2022).

Tema 1.4 Dxcrpennbie cutyanuu a oresae (Emergency Situations in a Hotel)

IIpakTuyeckoe 3ansitue Ne 4 ( 10 yac.)

Ieab: COBEpPIICHCTBOBATH YCTHYIO U TUCHbMEHHYIO PEUb; Pa3BUBATh HABBIKW YTCHUS U TIEPEBO/IA;
dbopMUpPOBATH CIOCOOHOCTH CTY/IEHTOB OOIIATHCS HA AHTJIMICKOM f3bIKE (YCTHO U MMMCHMEHHO) Ha
MOBCEIHEBHBIC U MTPO(ECCHOHATLHBIC TEMBI.

TpeOoBaHMs K 3HAHUSIM U YMEHUAM:

CTyneHT JOKEeH yMeTh: BECTH JIUAJIOT B CHTYAIUsIX OQUITHAIBHOTO OOIICHUS; COO0IaTh JIOTHKY
U TI0CJIEI0BATEIbHOCTh BHICKA3bIBAHUI; PEUEBOI0 B3aUMOACHUCTBHSI C ITAPTHEPOM, IPUHUMATD
MPABUJIbHBIC PENICHUS B YKCTPEHHBIX CUTYAIUSAX B OTEJIE B COOTBETCTBUU C HHCTPYKIIHSIMH
CTyneHT AOKEH 3HATh: HOBBIE JIGKCUYECKUE €IMHULIBI 10 TeME; €MHUIIBI PeYeBOr0 ITUKETA,
00CTYKUBAIONINX CUTYaIMH OOIICHUS ;TpaMMaTHYECKU MUHUMYM, HEOOXOTUMBIA JJIs1 OOIIICHUS
Ha aHriuiickoMm s3bike: (The Present Simple Tense) dynkimonan GppoHT u 63K- 0oprcoB, 3HATH
MIpaBHJIa TIOBEICHUS U O0S3aHHOCTH MTEPCOHANA B CTydae SKCTPEHHBIX CHUTYAIMi B TOCTUHUIIE.
IlepeyeHb HEOOXOAUMBIX CPeACTB 00yUeHHA: YUEOHUK, CIIOBAPb, KOMIIbIOTED, paboydast TeTpab.
Conep:xanue 3aJaHUI:

1. KOHTPOJIbHBIE BOMIPOCHI 110 TEME;

2. cioBapHasi paboTa C KJIIOYEBBIMH IMOHATHSIMHU SKCTPEHHBIX CUTyanui B roctunuiie (Emergency

Situations in a Hotel) na 6ase texcra «10 Types of Emergency Situations Encountered in

Hotels»:Bomb Threat emergency situation, Fire Threat emergency situation, Death of an In-house
Guests in the hotel,Accident emergency situation, Lost and Found, Theft emergency situation,
Iliness and Epidemics emergency situation,Vandalism, Damage to property by the guest,Handling
drunken guest.

3.muchMEHHas TBOpYecKast paboTa :pa3paboTaTka MaMsTKH [MOBEJACHHS COTPYIHUKOB TOCTHHHUIIBI B
SKCTPEHHBIX CHTYaIMsIX PUBEIEHHBIX B TEKCTE.
4. 71ekcHKO-TpaMMaTHUecKue ynpaxuaenus The Present Continuous Tense

OcHoBHBIC TPeOOBaHUS K pe3yJibTaTaM padoThI:
1) nekcuko-rpaMmMaTHyecKasi TpaMOTHOCTb BBICKA3bIBaHUIA;
2) MakcUMaJbHas HAOJIHIEMOCTb BBICKAa3bIBAHUI HOBOM JIEKCUKOI];

3) cnocoOHOCTh K KOMMYHUKATUBHOMY MTAPTHEPCTBY.

Taskl. Read and translate the text « TYPES OF EMERGENCY SITUATIONS ENCOUNTED IN A
HOTEL»



Types of Emergency
Situations Encountered in
Hotels

Bomb Threat Fire Threat

Death of Guest Accident

Illness and Epidemics Vandalism

Lost and Found Theft

There are different types of emergency situations encountered in hotels during the day to day

operations and functioning of the hotel. These unforeseen emergency situations which can come
across anytime without any notice and the hotel staffs should be well trained to identify such
emergency situation and to be able to act quickly on them.

The various types of emergency situations encountered in hotels are as explained under:

1. Bomb Threat Emergency Situation:

In case of any call received regarding the bomb threat, the hotel should tie-up with the local police
authority and follow their instructions. The person who receives the call should take complete
details of the situation and should even try to note down the voice and accent of the person calling
regarding a bomb threat. Immediately the hotel should inform the anti-bomb squad and should
defuse the bomb after locating the place where it is planted.

Signal the colleague to also listen in the call and try to find out the location through the exchange.
Listen to the caller carefully and make it prolong and get all the information carefully like the place
where planted, time of explosion and strength of explosives.

If possible this call may be taped and note the back noise and try to catch information from accent
and police to be informed. Immediately after disconnection, the G M and security officer has to be
informed. If the location is identified the department head should be also informed People from that
suspected area have to be evacuated from that particular location. After “all clear” signal from the
police, the normal process of the hotel can be continued.

2. Fire Threat Emergency Situation:

Fire is the most common emergency situation which could break in the hotel at any point in time.
The most probable reason for a fire break in the hotels can be a kitchen or faulty wirings in the



hotel. The concerned staff should be immediately informed and fire brigade should be informed
immediately.

Do not panic, If the hotel staff is well versed with the fire fighting equipment then immediately fire
extinguisher should be used. The supply of electricity and gas should be immediately turned off
whenever any news regarding fire comes to the hotel.

3. Death of an In-House Guest in the Hotel:

Whenever information comes regarding the death of an in-house guest the Front Office Manager
should be reported directly who informs the General Manager and the Security Manager. Later on,
the police authority is even told and the hotel doctor is summoned to confirm the death of the guest.

The residential address of the guests is also identified and the relatives are informed. Once the
doctor has confirmed the death and the police has given the permission the dead body is removed
by the help of a stretcher. In the meanwhile, if the deceased guest was under some other doctor
consultation then that doctor is also enquired.

A death certificate is also prepared and a report is prepared to mention the time, room number and
other details related to the deceased guest. The guest room is locked and sealed and after the
permission and clearance of police the room is opened and spring cleaned and can be resold again
after the approval of the local authority.

Read more SOP for Handling Death and Medical Emergency In Hotels

4. Accident Emergency Situation:

Accidents can take place in the hotels at any point of time due to faulty stairs, ramps, and balconies
and even due to the parking places. The hotels should ensure that handrails, the non-slip surface
should be used while framing the architecture plan for the hotels.

3. Lost and found:

This is a term used in hotel parlance to refer to any item which is left by the guest or temporarily
misplaced by the guest but traced later by the hotel staff. Such articles to be handed over to the
housekeeping department which maintained a special locker for this purpose.

If the item belongs to the guest who has already checked out, then a letter has to be sent to the
forwarding address left by the guest while checkout or which is there in the registration card. If no
reply is received by the hotel within a certain time limit, that may be auctioned to the hotel
employees or take a decision as per the hotel policies and rules.

6. Theft Emergency Situation:

The front desk is having cash with them so there is also the possibility of theft. Also, there are
belongings of in house guest. To discourage theft, the front office should inform the guest to deposit
their valuables in the safety deposit locker.

7. lllness and Epidemics Emergency Situation:

There should always be a Doctor on call available for the hotel so that in case if any guest suffers
from any kind of problem he /she can be given the concern treatment as soon as possible.

8. Vandalism:

The front office staff must call the hotel security and order the main door to be locked. If the
situation gets out of the hand then the security manager should call the police immediately.




9. Damage to property by the resident guest:

The front office cashier is instructed to raise a charge for the value of the damages to property, a
responsible guest will never argue but if he does the subject to be referred to the general manager.

10. Handling Drunken Guest:

A drunken guest may disturb another guest. In order to avoid this, the drunken guest should be
escorted to an isolated area like a back office. Hotel staff should calmly handle the situation by
following the SOP for Handling drunken guests.

Task 2 .Pa3paboTaiiTe maMaTKy MOBEICHUSI COTPYAHUKOB TOCTHHUIIBI B SKCTPEHHBIX CUTYaLIUSIX
IIPUBEJEHHBIX B TEKCTE.

a) OcHoBHas1 JIMTEpaTypa;

Pozcosa, B. FO. AHrnwiickuii S3bIK AJI1 TOCTHHUYHOTO OM3Heca. 3amaHus : yueOHoe mocobue
st By30B / B. FO. PoroBa. — MockBsa : U3garenbctBo IOpaiit, 2023. — 43 ¢c. —
(Bricmiee obpazoBanme). — ISBN 978-5-534-14564-9. — TekcT : 31eKTPOHHBIH //
Ob6pazoBarenbHas maatdopma FOpaiit [caiit]. —
URL: https://urait.ru/bcode/520186 (nara oopamenus: 28.06.2022)

Mowmnsea, E. B. AHTIMACKUR SI3bIK IS U3y4arommx Typusm (A2-Bl+) : yueOHoe mocodue
JUTs cpesiHero npodeccuoHanbHoro oopasosanus / E. B. Momnsra. — 6-e u3.,
ucnp. u gon. — Mocksa : U3garensctBo IOpaiit, 2023. — 267 c. —
(ITpodeccnonansruoe obpazoBanne). — ISBN 978-5-534-11164-4. — Tekcr :
aeKkTpoHHbIN // OOpa3zoBatenbHas miargopma FOpaiir [caiit]. —

URL.: https://urait.ru/bcode/517078 (nata ooparienus: 28.06.2022).

Tema 1.5 IIntanue B orese.(Nutrition in a Hotel).

IIpakTuyeckoe 3ansitue Ne 5 ( 10 yac.)
Ieab: COBEpIICHCTBOBATH YCTHYIO M TUCHbMEHHYIO PEUb; Pa3BUBATh HABBIKU YTCHUS U
nepeBoja;hopMUPOBATH CIOCOOHOCTH CTYIEHTOB OOIIATHCS HA AHTJIMIICKOM fA3bIKE (YCTHO U
MUCHhMEHHO) Ha MOBCEAHEBHBIE U MPOPECCUOHATBHBIE TEMBI.
TpeGoBanus K 3HAHUSIM U YMEHUSAM:
CTyneHT AOHKEeH yMeTh: BECTH JHUAJIOT B CUTYaIHsIX OQUIIMAIBHOTO OOIICHHUS; COOMI0aTh TOTUKY
Y TIOCJICIOBATEIIBHOCTh BBICKA3bIBAHUI, PEUEBOTO B3aUMOJICHCTBUS C ITAPTHEPOM, UCTIOIB30BaATh
npodecCHOHATBHYIO TEPUHOIOTHIO CITY>KOBI MUTAHUSI, IPUHUMATh 3aKa3bl HA JOCTABKY MUTAHUS B
HOMED 110 TeJIe)OHY, COCTABIISTh MEHIO, CEPBUPOBATH CTOJL.
CTyneHT AOKEH 3HATh: HOBBIE JIGKCUUECKUE IMHULIBI 10 TeMe; eMHHIIBI PeYeBOT0 ITUKETA,
00CITY)KUBAIONUX CUTYAIMH OOMICHUS ;TpaMMaTHYCCKHIA MUHUMYM, HEOOXOTUMBIA JJIsT OOIIICHUS
Ha aHriuiickoM s3bike: (The Past Continuous Tense) ,TuIbI MUTAaHUS B TOCTHHHUIIE, (DYHKITUOHAT
CITY>KOBI TUTAHHUS.
IlepeyeHb HEOOXOAUMBIX CPEACTB 00yUeHHA: YUEOHUK, CIIOBAPh, KOMITbIOTED, pabodast TETpab.
Conep:xaHue 3aJaHUI:

® KOHTPOJBHBIE BOMPOCHI ;

e croBapHas paboTa ¢ KIIOYEBBIMU MOHATUSIMH YKAKUTE 30HBI CTYKObI MUTAaHUS B
TOCTHHHUIIE;
COCTaBJICHHUE JTHAJIOTOB;
omrcaHue 0I1ro/1a 1o TJIaHYy;
nectoBoe 3aaanue 1 (5 MUHYT);
JeKCUKO-TpaMMaTH4ecKkue ynpakHenus: 1he Past Continuous Tense.



OcHoBHBbIE TPeOOBAHMS K pe3yJbTaTaM padoThbI:
e MpaBUWIbHOE MPOU3HOIICHNE U OETJIOCTh peyH;
e JIUTEpATypHBIN MepeBo] TeKCTa 0e3 UCKaKeHUs Nepejaul CMbICIIa HATMCAHHOT 0 JIEKCUKO-
rpaMMaTu4eckasi [paMOTHOCTb;
® MaKCHMallbHas HalOJHSEMOCTh BBHICKA3bIBAHUI HOBOMH JIEKCUKOI;
e crnocoOHOCTh K KOMMYHUKAaTUBHOMY IIapTHEPCTBY.

Task 1. Test questions:

1.What are the duties of Catering service in a hotel?

2.Give russian equivalents Canteen,Café/ coffee shop,Takeout = take away food — 3aBesncHue,
roToBsee ey Ha BeIHOC, Doughnut bar —6ap, Topryromuii monunkamu,Pub,Diner — 3akycounas,
HPUIOPOKHBIHA pecropan (Baronumk),Fast food restaurant).
3.What are the requirements to Luxury restaurant (The luxury class is characterized by elegance of
services, a high level of comfort, great selection of original, elegance customized and specially
dishes, products for restaurants, a wide selection of custom and branded drinks, or cocktails for
bars.)?

4.What are specifications of the 1-st class catering services? (attractive and comfortable interior,
polite and helpful personal staff, quality dishes, wide assortment to enable the majority of guests to
choose what suites them.)

Task 2. Learn the vocabulary:

bar - sto 6ap co croiikoii, 3a KOTOpO¥ OyIeT CTOATH bartender ¥ rOTOBUTH
beverage

hot kitchen - ropsiauii nex kyxau
cold kitchen - xooaHbIi 11EX

reception desk - crolika perucrpamnuu
cloakroom - rapnepo6nas
pantry - 6yderHas unu KiagoBas
waiter's station - croynmk mim cTorka st OQUITUAHTOB
restrooms/WC - tyaneTHas KOMHaTa

staff room - komuaTa a71s1 IepcoHaina

2) yKakuTe MePCOHAIBbHBIN COCTaB KaxI0H 30HeE.

B pectopane 00b14HO paboTaroT:

manager - MmeHeKep, 0OBIYHO €T0 30BYT €CIIM YTO-TO UET He Tak. Pa3rHeBaHHBIN KIHEHT OyaeT
kpuuaTh «I want to speak to the manager!», a TOT B CBOIO o4epe/b CAeNaeT Tak, 4TOObI HE JOIIIO0
10 kao6 B complaints book 1 KJIMEHTHI BO3BpALIAUCH €LIE U elllE.

assistant manager - nomomHuK MeHeKepa,head-waiter or maitre d-hotel - rmaBubiii odpunmant

supervisor - captain,waiter, waitress - opunuaT/odunmanTka,stewards - ctroaptsi,cleaners —
yoopuiku,hostess - xocrec, kKoTopast Bcrpedaet rocreit. OOBIYHO XOCTEC CIIPAIIMBAET MPO PE3epB
1 OTBC€YACT Ha O6IJ.II/IC BOIIPOCHI.



Ha xyxHe 00bIYHO paboTaroT:

the executive chef - HauanbHUK IPOM3BOICTBA, KOTOPHIH pa3pabaTbiBaeM MEHIO, PEIIacT
HKOHOMHYECKHE BOMPOCHI M BOIIPOCHI, KACAFOIIHECS MEHEKMEHTA

Chef de Cuisine - cam med-nioBap pecropana, The Sous Chef - cy-med

The Line Cooks - med noBapa oreercTBeHHBIE 32 cBoM 30HBI, Commis Chef, Apprentice, commis
- BHUKAIOIIHIA B paboTy KyXHH oBapeHoK,Baker — mekaps,Confectioner —
kouautep,Dishwasher - moiinuk mocyasi

I'maBHBIM 3BEHOM MEX]y PECTOPaHOM M HoceTuTeeM (CUStOmMer) sisisiercst opuumant (Waiter)
onethlid B UNiform ¢ nassanuem pecropana. B ero pykax Bel 00bI4HO BUaNTE 100 notepad Kyna oH
3aIMChIBACT 3aKa3bl, MO0 MO IHOC ¢ 3aka3oM (tray with dishes) wiu cuet mis omatst (Dill

holder).

OdurranT T0JKSH 3HaTh HAW3YCTh MCHIO menu U HHrpeaueHTsl (ingredients) u3 KOTOpbIX
usrorosieHs! 0roma (dishes).

Task 3 . Read and study the text “What are the Types of Meals?”

What are
the Types

of Meals’

www.hoteltalk.app

The most important meals of the day are:

(i) Early morning tea [EMT]: Most often these orders are placed with the room service and it
consists of a choice of tea and coffee served with cookies or biscuits. Service is expected to be fast
and timing of this meal is from 4.am to 6.am in the morning.

(i1) Breakfast: Breakfast, Elevenses, High tea and Supper are considered the subsidiary meals of
the day. Whereas Lunch and Dinner are the two main meals. Although light (lite), the smaller meals
fulfill nutritional requirements of and when required if properly planned, divide the day into even
food breaks. Breakfast is considered as one of the most important meal nutritionally.



(iii) Brunch or elevenses: The word ‘brunch’ comes from a combination of lunch and breakfast. It
refers to a heavy meal eaten around 11 am by guests who wish to skip lunch or those who hate
missed breakfast. Today brunch has become very popular in coffee shops and multi-cuisine
restaurants, especially marketed extensively on these days.

(iv) Lunch and Dinner: These are main meals of the day. All F&B outlets cater to these meals.
The variety of service differs from buffet and pre-plated in coffee shops, silver service in multi-
cuisine restaurants.

¢ Types of food in hotels decoding Al, FB, HB, BB, OB, UAI. All-
inclusive meals: what a tourist needs to know All-inclusive meals

Any Russian tourist planning a trip to popular resorts in the world has heard more than once about
the "All Inclusive™ food system. This concept means the provision of all the necessary services for a
previously agreed amount. The “All inclusive” system allows you to get rid of possible unforeseen
costs. In other words, the tourist does not have to worry about paying for food, drinks, sun loungers
on the beach, entertainment and much more.

The ALLinclusive service is usually provided in 4 or 5 star hotels. Guests of such hotels have the
opportunity to use free of charge not only the bar, but also beach accessories, related equipment and
much more. It is worth noting that the All Inclusive service has several varieties. For example,
many resort hotels in Turkey, Egypt and other countries offer the Ultra Allinclusive service. In such
hotels, a huge number of additional services and services are available to the tourist. Also, hotels
providing services, Mini, Imperial, Mega All inclusive, etc. are successfully operating in many
countries. It should be noted that such a food and accommodation system is especially convenient
for families with children.

Residence

In all-inclusive hotels, the main service is to provide guests with a comfortable stay. As a rule, the
Allinclusive system provides for accommodation in comfortable rooms equipped with all the
necessary infrastructure. In particular, all-inclusive 5-star hotels must have a bed, a bathroom in the
room, a set of bed linen and things, a lounge chair, a hair dryer, a mini-bar, an air conditioner, a set
of dishes, bathrobe, internet access, mini-safe, etc.

In addition, accommodation in 5-star Allinclusive hotels provides for a swimming pool with a
sauna, a beauty parlor, several restaurants, etc. A guest planning to check into a hotel of this type
should clarify in advance what services will be included in the price. Allinclusive often involves the
provision of additional services for a surcharge. In any case, all-inclusive accommodation should be
of the highest standard. This applies not only to the features of hotel rooms, but also to the quality
of staff service. These hotels of this class should have a multilingual staff who is ready to assist
guests at any time of the day.

Food

One of the key factors in choosing an Allinclusive hotel is the quality of food. In the terminology of
the hospitality industry, "all inclusive” means that the price of a hotel stay includes breakfast, lunch
and dinner. Most often, these meals are carried out according to the "Buffet" system. In addition,
the rate also includes the possibility of ordering ice cream, desserts and drinks throughout the day.
Some hotels may offer additional meals. For example, hotel guests can enjoy an afternoon snack,
brunch or lunch.

As for the Ultra All Inclusive system, in this case hotel guests can count on a wider selection of
dishes, drinks and desserts. Moreover, in many hotels operating on the UltraAllinclusive system,



meals are served almost around the clock. In addition, guests of these hotels can look forward to
dining in restaurants, grill bars and night bars, which are served a la carte.

The above food options are most often found in modern hotels in Turkey, Egypt, Cyprus, UAE,
Spain, Thailand and many other resort countries.

Service types

Any tourist, vacationing Allinclusive, knows perfectly well that hotels operating on this principle
provide their guests with an almost unlimited number of services. First of all, it concerns the
opportunity to enjoy delicious dishes, desserts and drinks around the clock. In addition, the range of
services of such hotels includes the possibility of visiting SPA centers, gyms, beauty salons, etc.
Some prestigious hotels may have a water park on their territory with a large number of water
activities available to any guest.Speaking about the service in Allinclusive hotels, it is worth
recalling such a service as animation. Guests of such a hotel will not be bored for a second, because
they will have numerous contests, competitions and entertainment.All-inclusive hotels also provide
the opportunity to relax in comfort on their own beach or around the pool. In order to ensure such
relaxation, the hotel provides umbrellas and comfortable sun loungers. In addition, this
accommodation system may include services such as ordering room service, free bar service, the
possibility of visiting a sauna, training on tennis courts, entertainment in an amusement park, etc.

The drinks

One of the main advantages of Allinclusive is the possibility of free use of any drinks in the bars
located on the territory of the hotel. Moreover, in most hotels this service is available throughout the
day. In particular, the all-inclusive food system provides for the possibility of ordering such drinks
as vodka, gin, white and red wine, tequila, mineral water, juice, Coca-Cola, Fanta and Sprite. In
addition, tea and coffee are always available to hotel guests.Before booking a room at the
Allinclusive Hotel, a tourist should definitely clarify the quality and country of production of
alcoholic beverages. For example, Turkish and Egyptian hotels often serve locally produced
alcohol. Unfortunately, in terms of its taste, such alcohol is significantly inferior to imported
counterparts. By the way, in such hotels, as a rule, you can buy imported alcoholic drinks. However,
this is usually done at an additional cost.

In conclusion, it should be said that in most hotels, drinking alcohol is possible only on the territory
of specialized restaurants and bars. In addition, alcoholic drinks can be present in the minibar
installed in the hotel room.This meat has an elastic structure, so it can be fried several times in a
row.

Task 4. BpIGepuTe MpaBUJIbHBIE CJ10Ba 115 3aBepmenus quanora. Underline the correct
words to complete the dialogue.
a) customer: Excuse me, could you explain the menu, please? (waiter: Yes, of course.

b)customer: What are the smoked salmon blinis? (waiter: Well, this dish is a starter. It contains /
consists of small pancakes with smoked salmon placed on top. The pancakes are made / served
from flour, milk, and eggs.)

c)customer: They sound delicious! And what’s the lobster in mornay sauce?(waiter: This is lobster
and mushrooms, served / contains in a béchamel sauce made with cheese).

d)customer: And what’s the grilled aubergine and red peppers?(waiter: This is a main course. The
aubergine is grilled and it’s made / served warm with peppers, olive oil, and herbs).d)customer:
Hmmm. What’s in the mushroom and red wine paté?(waiter: Well, it contains / consistsmushrooms,
red wine, herbs, and cheese. It’s served / made cold with fresh bread.

Task 5. Study different abbreviations with the services “Nutrition in a hotel” . (Ilntanue B
ortelie).



OB -only bed

0e3 nuTa"Hus

B&B Bed and Breakfast (only breakfast)

TOJIBKO 3aBTpaK

HB —Half Board (breakfast and dinner)

MOJIYIIAHCUOH ,(JIBYXpa30BO€ MUTAHUE (3aBTpaK U
Y>KUH)

FB-Full Board (breakfast, lunch and dinner)

TIOJTHBIH TTAaHCHOH (3aBTPaK,00e1,y’KIH)

CBF-Continental Breakfast

KOHTUHEHTAJIbHBIN 3aBTPAK

ABF-American Breakfast

aMEPUKAHCKUI 3aBTPAK

BBF-Buffet Breakfast

IIBEJICKUIA CTOJ (HA 3aBTPaK)

DNR

Y2KHH 110 MEHIO WJIKM B BUJEC HIBCACKOI'o CTOJJA.

FB-/ExtFB-extended Full Board (includes
local drinks)

paciIMpeHHOe TPEeXpa30BOe MUTAHKE (BKIIOYAET
HAITUTKHA MECTHOT'O TPOU3BOICTBA)

HcALL/High Class All Inclusive (The price
includes everything ,offered by the hotel
except goods from shops, telephone, doctor's,
and hairdresser's services and some
sports,e.g.diving

Bce BritoueHo, BICHINM Ki1ace ( B CTOUMOCTh
BKJIIOUEHO BCE, YTO MpeJlaracT 0Tellb, KpoMe
TOBAapOB U3 MarasuHa, TenedoHa, yciyr Bpaua, U
napuKMaxepa, a Tak’kKe HEKOTOPbIX BUJIOB CIIOPTA ,
HalpuMep, 1alBUHTA.

AP-American Plan (the price includes bed,
breakfast, lunch and dinner

AMepHKaHCKUI TUTaH (I[eHa BKJII0YaeT CTOUMOCTD
HOMepa +Tpexpa3oBoe MUTAHH

Task 6.0nucanue 0aroaa. Ilian orsera:
1.HasoBure 0m1r010.

2.IlepeuncnuTe HHTPEIUEHTHI OJII0/1a ¥ OTMIIUTE CITIOCOO MPUTOTOBJICHUSI.

is fried chicken...
is made with....
3. C ueM nomaercs JaHHOE OI0I0.

served with white wine or garlic

comes with a salad

4. I/ICHOHBSYﬁTe IIpU OITMCAHUU 6)’[10,[[8. KauCCTBCHHBIC ITPpUJIAraTCIIbHBIC.
It served with a delicious white wine sauce.
The chicken is our house specialty.




We wash the sauce from the meat, and the next day we cook it with a new sauce.Pike perch and
squid in the kitchen are canned food.These are canned food, previously soaked in beer.Dishes
with potatoes dominate the menu, as they are very high in calories and keep you feeling full
for a long time.In the kitchen where | work, three people are exclusively busy peeling potatoes all

day. | add potatoes to at least 3 meals a day.

1.Hazosure 0110 10.

2.Ilepeuncnute UHTPEIUESHTHI OO ¥ OMUIIUTE CIIOCOO MPUTOTOBIEHUS.
is fried chicken...
is made with....

3. C yeMm nogaeTcst JaHHOE OJIFOI0.
served with white wine or garlic

comes with a salad
4. I/ICHOHBSYﬁTe HpI/I OIIMCAaHUHU 6J'IIOI[a KAa4CCTBCHHBIC HpI/IJIaFaTeJIBHBIe.

It served with a delicious white wine sauce.
The chicken is our house specialty.



Usually, veal brisket, brisket and a lot of things that you don't like are put into cutlets, so try not to
eat cutlets in hotels, but choose only whole cuts of meat. | repeat: it is better not to eat cutlets.

Let's figure it out. It takes 2 hours to cook 1 kg of "raw Turkish cutlets”. Depending on the number
of guests, at least 20 kg of cutlets must be prepared. All ingredients are kneaded in a large cauldron.
To do this, the younger ones in the kitchen put plastic bags on their feet and climb into this very
cauldron. The consistency is excellent, I don’t know the taste, because I haven’t tried it. But the
guests like it.

€ Continental Breakfast (CBF)

Continental breakfast - the breakfast that our tourists love least of all - it is a breakfast that leaves
behind a feeling of lightness and flight - it consists of coffee / tea, juice, buns, butter and jam.

Such breakfast very often you can come across in France.

@®English breakfast
An English breakfast usually includes scrambled eggs, toast, butter, jam and coffee (tea), juice.

€ ABF American Breakfast

The American breakfast is more hearty than the continental CBF - you will be given additional cuts,
salads, and hot dishes.

Everyone's favorite, richest breakfast:

& Buffet - Buffet Breakfast



N

Test 1. “Nutrition in a hotel” . (Ilutanue B otese). 5 ( min)
€ What does it mean?

1. OB -only bed
a)IOJIyaHCUOH ,(JIBYXpa30BO€ MUTAHKE (3aBTPaK U Y>KHUH)
b)oes mutanus

C)TOJ'ILI(O 3aBTpaKk

2.B&B Bed and Breakfast (only breakfast)
a)IIBEJCKUN CTOJ (Ha 3aBTPaK)

b)oes mutanus

C)TOJBKO 3aBTPAK

3.HB —Half Board (breakfast and dinner)

a)IIBEJICKU CTON (Ha 3aBTPaK)

b)nonaynancuon ,(1Byxpa3oBoe nutaHue (3aBTPaK U YXKHH)
4.FB-Full Board (breakfast, lunch and dinner)

a)IIBEJICKUN CTOJI (Ha 3aBTPaK)

b)6e3 nmuranus



C)IIOJIHBIN TTAHCHOH (3aBTPaK,00€1, y>KHUH)
5.CBF-Continental Breakfast

a)IIOJIyIaHCUOH ,(ZIBYXpa30BO€ IMUTAHKE (3aBTPAK U Y>KHUH)
b)6e3 muranus

C)KOHTHHECHTAJILHBII 3aBTPaK

6.ABF-American Breakfast

a)IIOJIyIaHCUOH ,(ZIBYXpa30BO€ IMUTAHKE (3aBTPAK U Y>KHUH)
b)amepukaHckuii 3aBTpaK

C)KOHTHHEHTAJIbHBIN 3aBTpaK

7.BBF-Buffet Breakfast

a)MOJIYMaHCUOH ,(IBYXpa30BO€ MUTAHUE (3aBTPAK U YKHH)
b)mBeackuii cTos1 (Ha 3aBTpaK)

C)KOHTHHEHTAIBHBIN 3aBTPaK

8.DNR

a)IOJIyaHCUOH ,(JIBYXpa30BO€ MUTAHKE (3aBTPAK U y>KUH)
b)y>XuH 110 MEHIO WJIM B BUJIE IIBEACKOTO CTOJA
C)KOHTHHEHTAIbHBIN 3aBTPaK

9.FB-/ExtFB-extended Full Board (includes local drinks)
a)IOJIyaHCUOH ,(ZIBYXpa30BO€ MUTAHUE (3aBTPAK U Y>KUH)
b)y>XHH M0 MEHIO WJIM B BUJIE IIBEACKOTO CTONA
C)KOHTHHEHTAIbHBIN 3aBTPaK

d)pacuuperHoe Tpexpa3oBoe MuTaHue (BKIFOYACT HAMUTKH MECTHOTO TIPOU3BO/ICTBA)

10.HcALL/High Class All Inclusive (The price includes everything ,offered by the hotel except
goods from shops, telephone, doctor's,and hairdresser's services and some sports,e.g.diving

a)IOJIyaHCHOH ,(JIBYXpa30BO€ MUTAHKE (3aBTPAK U Y>KUH)
b)y»XMH 110 MEHIO MJTH B BUJIE IIIBEICKOTO CTOJIA

C)Bce Bkit0o4eHO, BeIcIINH Ki1ace ( B CTOMMOCTb BKJIFOUEHO BCE, UTO MPEUIaraeT OTellb, KpOMe
TOBApOB U3 MarasuHa, TenedoHa, yciIyr Bpaua, 1 mapukKMaxepa, a Takke HeKOTOPBIX BUJIOB CIIOPTA ,
HalpuMep, 1aiBUHTA.



d)pacirperHoe Tpexpa3oBoe MUTaHue (BKIIIOYAET HAIMMTKA MECTHOTO MTPOM3BOJICTBA)

a) OcHoBHas1 IMTEpaTypa;

Pozcosa, B. FO. AHrnmiicKkuii S3bIK AJI1 TOCTHHUYHOTO OU3Heca. 3amanus : yueOHoe mocobue
st By30B / B. FO. PoroBa. — MockBsa : U3gatenbctBo IOpaiit, 2023. — 43 ¢c. —
(Boicmiee oopazoBanue). — ISBN 978-5-534-14564-9. — TekcT : 31€KTPOHHBIH //
O6pazoBarenbHas wiardopma KOpaiit [caidT]. —
URL.: https://urait.ru/bcode/520186 (mata obopamienus: 28.06.2022)

Mownsea, E. B. AHTIMIACKAN SI3bIK IS U3y4aromux Typusm (A2-Bl+) : yueOHoe mocobue
JUTsl cpesiHero npodeccuoHanbHoro oopasosanus / E. B. Momnsira. — 6-e u3g.,
ucnp. u gon. — Mocksa : U3garensctBo IOpaiit, 2023. — 267 c. —
(ITpodeccnonanvruoe odpazoBanne). — ISBN 978-5-534-11164-4. — Tekcr :
anekTpoHHbIH // OOpa3zoBatenbHas miardgopma FOpaiir [caiit]. —

URL.: https://urait.ru/bcode/517078 (nata ooparienwus: 28.06.2022).

Tema 1.6 Cnieninaiu3upoBaHHbIe CIYKObI M YCJIYTH
(Hotel Specialized Services )

IpakTnyeckoe 3ansitue Ne 6 ( 10 gac.)

Ienb: cOBEpIIEHCTBOBATH YCTHYIO M IMCBMEHHYIO PE4b; Pa3BUBATh HABBIKM YTCHUS U IIEPEBOJIA;
(dbopMHpOBaTh CIIOCOOHOCTH CTYACHTOB OOIIATHCS HA aHTIMICKOM si3bIKe (YCTHO M MMCBMEHHO) Ha
IIOBCECAHCBHBIC U HpO(i)CCCI/IOHaJ'H)HI)Ie TEMBI.

TpeOoBaHus K 3HAHUSIM H YMEHHSIM:

CryneHT J0KeH YyMeTh: BECTH AUAJIOT B CUTYAIMIX O(pUIIMAIbHOTO OOIIEHNUS; COOII0ATh JIOTUKY
U TOCJICZI0BATEIILHOCTh BHICKA3bIBAHUI; PEYEBOTO B3aMMOICUCTBHUS C TAPTHEPOM.

CTYZ[CHT AOJDKCH 3HATB: HOBBIC JICKCUYCCKUC CAUHHUIIBI 110 TEMC, CAMHUIBI pCYCBOI'0 3THKETA,
00CITy>KUBAIOIIMX CUTYallUU OOIECHHS ;T PAMMATHYECKUI MUHUMYM, HEOOXOMMBIH JJIs1 OOIIECHUS
aarimiickoMm si3bike: (The Future Continuous Tense, Degrees of Comparison (adjectives), BHIbI
CHEIMAM3UPOBAHHBIX YCIYT B TOCTUHHUIIE.

Ilepeuensb HEOOXOAMMBIX CPeICTB 00yUeHHsI: YICOHUK, CIIOBAph, KOMITBIOTED, paboyvast TeTpaib.
Conep:xanue 3aJaHNIH:

1) KOHTPOJIbHBIE BOIIPOCHI 110 TEME;

2) cnoBapHasi paboTa ¢ KIIFOUEBbIMH MOHATUSIMHU YKKUTE TUIIOB CIEIUATM3UPOBAHHBIX CITYKO B
TOCTHUHHIIE Ha 0a3e TEKCTA;

3) TBopueckas paboTa :cocTaBlieHHE MAMATKH BHIOB CICIIHATU3UPOBAHHBIX CIYXKO B TOCTUHUIIE.
4) nekcuko-rpaMmaTHueckue ynpaxkuenus The Future Continuous Tense, Degrees of Comparison.

OcHoBHbIe TPeOOBaHUs K pe3yJibTaTaM padoThbI:
1) nekcuko-rpaMmMaTHyecKasi TpaMOTHOCTb BBICKa3bIBaHUIA;
2) MakcUMaJbHasl HalOJIHAEMOCTh BbICKAa3bIBAHUI HOBOH JIEKCUKOI;

3) cnocoOHOCTh K KOMMYHHUKATUBHOMY MTapTHEPCTBY.

Task 1. Teast questions:

Hotel Specialized Services
@ Last minute arrival — Emergency request

# Custom on site Tailoring / Fittings



@ French Laundry

@ Hand finished / Custom packaged bed linen
@ Deep Cleaning — Volume discounts available
@ Bed Bug Service

€ A Working Space

@ Pick and Drop Services

€ Event Management Facilities

@ Offer a Jogging Area

@ Free Traveling Options

@ Personal Gym Equipment

© Custom-made Soaps & Toiletries
# Outdoor Dining

@ Personalized Plant Setups

Task 1.Describe each type of specialized services:

Hotel Specialized Services

The hospitality industry is all about catering to the needs of your guests. Fluidity and flexibility are
crucial in maintaining high standards and customer satisfaction year after year. Park City is growing
into an international community and the demands on the hotel industry are increasing each season.
At Park City Textiles, we understand those demands and are prepared to meet the needs of your
guests with specialized hotel services and unmatched amenities designed to keep your guests
returning to your hotel each season.

Last minute arrival — Emergency request

Have a guest arriving late with an emergency tailoring job that must be finished by dinnertime
tomorrow? No problem. Last minute alterations and cleanings are welcomed at Park City Textiles.
If it is important to your guests, we make it our top priority to get them exactly what they need,
when they need it.

Custom on site Tailoring / Fittings

Our customized tailoring services are offered through the hotel to give guests an option to have
repairs or alterations made to their current wardrobe, or new clothes bought in the area. From a lost
button to a broken zipper or torn hem, we have a staff of professional tailors on hand to make sure
your guests’ look and feel their best.

French Laundry

French laundry is a term used to describe the art of washing and ironing fine linens and garments by
hand. The handwork of French laundry surpasses the quality of most commercial laundries. This is
especially used in association with white laundry or lace clothing that is easily damaged or spotted.

Hand finished / Custom packaged bed linen



To set your hotel apart from the rest, we provide hand finished and custom packaged bed linens.
This added personalization and handcrafted touch gives your guests a sense of luxury with the finest
linens available to ensure they are comfortable and cared for.

Deep Cleaning — Volume discounts available

Deep cleaning is essential to maintain a professional and beautiful appearance to the rooms and
common areas of your hotels. Our deep cleaning services go beyond typical housekeeping to extend
the life of your furnishings, appliances, and floor coverings.

Bed Bug Service

One bug and one bad review can ruin a hotel’s reputation. We provide bed bug services for hotels
throughout the area to ensure you do not become victim to a one of the worst possible problems to
ruin the reputation and future of your hotel.

Types of Services in the Hotel Industry that Can Attract More Customers

In this article, we will be looking at some great amenities and services that you can offer to keep
your guest more engaged and satisfied.

€ 1. Personalized Greetings
Everyone loves personalization, be it when online shopping or when checking in on a hotel.

Can you imagine the surprise of your guest going into the room and finding a flower arrangement or
a fruit basket with their name? That can change their day.

This is a very simple yet amazing habit to have in place. However, not many hotels do it.

Not only can you welcome your guests in this way, but you can also do it when they go for dinner
or lunch.

For example, you can reserve a personalized table for them with their name and a flower bouquet.
This would be a great gesture, and it will make your guest feel valued.

2. A Working Space

A lot of people work as freelancers, and many are working virtually. Working from home and its
benefits are trending right now, and some people may need to check on their email, manage a
presentation, or conduct a call at any time.

So, it could be very helpful for your customers and guests if you have a laptop, printer, ring light,
and the likes available in their room. If it is not possible to get all of these in the room, you can
provide them in a specific working area with high-speed internet, and the above-mentioned

technology.

€ 3. Pick and Drop Services

Pick and Drop is not very common among the types of services in the hotel industry. However, it is
a fairly easy service to provide, and one that won’t take a lot of your time or space to put in place.

Usually, a Pick and Drop consists of having drivers available to take guests where they want to go.
It works similarly to a taxi cab or Uber, but it is provided by the hotel. To be competitive, you can
always offer lower rates.

You can also offer guided tours to museums, art galleries, and cultural places around you. If done
right, this service can be a game-changer for your hotel and your guests.

In this episode of Hotel Cast Podcast, hotel expert Pablo Torres explains the new segments in travel
demand and how your hotel can benefit from them:



4. Event Management Facilities

A lot of companies are on the lookout for hotels to hold their events and formal meet-ups. You
should have this space set up and be ready to manage all their responsibilities, make your staff
available to help with the organization, and every other demand they may have.

You can also be in touch with local event organizers who can easily provide all the customization
for a successful event.

€5. Offer a Jogging Area

It might be difficult to get space around your hotel for your guest to walk in the morning, go
jogging, or even cycle. However, a path around your property would be a great idea, and can be
done without needing a lot of extra space.

All you need is to look for a 10 to 15 feet wide route around your hotel. It could be within the hotel
boundary. It will not only provide your guests with a chance to go for a walk or go jogging, but it
will give them a beautiful tour of your hotel as well.

Instagram is a great way of showing off your hotel to the world! Learn 5 tips for using this social
media platform in your hotel marketing strategy! [Top 5 Tips To Include Instagram Stories In Hotel

Marketing]

€6. Free Traveling Options

Renting a vehicle when traveling can be a real challenge. Not only do people want to avoid dealing
with paperwork when they’re traveling, but the cost of it can also be off the charts and out of range
for them.

However, some guests and customers love solo traveling in the city and often want to have a car or
bicycle to move around. To provide this amenity to your potential guests, you can partner up with
local vehicle rental stores to facilitate the process.

€7. Personal Gym Equipment

Hotels usually have gyms and physical fitness areas. However, not everyone likes to share the
space, especially now in an almost post-covid world.

That said, you can attract more guests if you have personal gym equipment on demand.

You can provide them with an in-room yoga mat and other physical fitness equipment like
dumbbells, rope, etc. This can allow your guests to perform their daily routine without having to
worry about covid protocols and so on. You can even place some guides or books with exercising
tips.

€8. Custom-made Soaps & Toiletries

Why not surprise your guests with custom-made soaps and toiletries? If you get all the information
on your guests when they make the reservation, you can personalize the shampoo and conditioner
bottles, even wine glasses and towels.

Not many hotels do that, and it can for sure put a smile on your guest’s face. Since the hospitality
industry receives thousands of people per year, you can save this tip for VIP guests, that usually like
to be pampered a little bit.

49. Outdoor Dining

This is a must-have in the current state of the world. According to findings by Assignment
Assistance UK, more than 50% of people, look for a better environment for dining.

An open-air space takes care of that, and it also shows guests that you’re following hygiene
protocol by giving them a safe space to enjoy themselves.

I



Although it is necessary to have a proper area for dining, an open-air area would be an added
facility loved by most of your guests.

? In this episode of Hotel Cast Podcast, Zana Usher, CEO & Founder of Zana Divine Hospitality,
shares how you can drive sales through staff training, especially in restaurants: Types of Services in
the Hotel Industry that Can Attract More Customers

In this article, we will be looking at some great amenities and services that you can offer to keep
your guest more engaged and satisfied.

€ 1. Personalized Greetings
Everyone loves personalization, be it when online shopping or when checking in on a hotel.

Can you imagine the surprise of your guest going into the room and finding a flower arrangement or
a fruit basket with their name? That can change their day.

This is a very simple yet amazing habit to have in place. However, not many hotels do it.

Not only can you welcome your guests in this way, but you can also do it when they go for dinner
or lunch.

For example, you can reserve a personalized table for them with their name and a flower bouquet.
This would be a great gesture, and it will make your guest feel valued.

€2. A Working Space

A lot of people work as freelancers, and many are working virtually. Working from home and its
benefits are trending right now, and some people may need to check on their email, manage a
presentation, or conduct a call at any time.

So, it could be very helpful for your customers and guests if you have a laptop, printer, ring light,
and the likes available in their room. If it is not possible to get all of these in the room, you can
provide them in a specific working area with high-speed internet, and the above-mentioned

technology.

€ 3. Pick and Drop Services

Pick and Drop is not very common among the types of services in the hotel industry. However, it is
a fairly easy service to provide, and one that won’t take a lot of your time or space to put in place.

Usually, a Pick and Drop consists of having drivers available to take guests where they want to go.
It works similarly to a taxi cab or Uber, but it is provided by the hotel. To be competitive, you can
always offer lower rates.

You can also offer guided tours to museums, art galleries, and cultural places around you. If done
right, this service can be a game-changer for your hotel and your guests.

In this episode of Hotel Cast Podcast, hotel expert Pablo Torres explains the new segments in travel
demand and how your hotel can benefit from them:

4. Event Management Facilities

A lot of companies are on the lookout for hotels to hold their events and formal meet-ups. You
should have this space set up and be ready to manage all their responsibilities, make your staff
available to help with the organization, and every other demand they may have.

You can also be in touch with local event organizers who can easily provide all the customization
for a successful event.



€5. Offer a Jogging Area

It might be difficult to get space around your hotel for your guest to walk in the morning, go
jogging, or even cycle. However, a path around your property would be a great idea, and can be
done without needing a lot of extra space.

All you need is to look for a 10 to 15 feet wide route around your hotel. It could be within the hotel
boundary. It will not only provide your guests with a chance to go for a walk or go jogging, but it
will give them a beautiful tour of your hotel as well.

Instagram is a great way of showing off your hotel to the world! Learn 5 tips for using this social
media platform in your hotel marketing strategy! [Top 5 Tips To Include Instagram Stories In Hotel

Marketing]

€6. Free Traveling Options

Renting a vehicle when traveling can be a real challenge. Not only do people want to avoid dealing
with paperwork when they’re traveling, but the cost of it can also be off the charts and out of range
for them.

However, some guests and customers love solo traveling in the city and often want to have a car or
bicycle to move around. To provide this amenity to your potential guests, you can partner up with
local vehicle rental stores to facilitate the process.

€7. Personal Gym Equipment

Hotels usually have gyms and physical fitness areas. However, not everyone likes to share the
space, especially now in an almost post-covid world.

That said, you can attract more guests if you have personal gym equipment on demand.

You can provide them with an in-room yoga mat and other physical fitness equipment like
dumbbells, rope, etc. This can allow your guests to perform their daily routine without having to
worry about covid protocols and so on. You can even place some guides or books with exercising
tips.

8. Custom-made Soaps & Toiletries

Why not surprise your guests with custom-made soaps and toiletries? If you get all the information
on your guests when they make the reservation, you can personalize the shampoo and conditioner
bottles, even wine glasses and towels.

Not many hotels do that, and it can for sure put a smile on your guest’s face. Since the hospitality
industry receives thousands of people per year, you can save this tip for VIP guests, that usually like
to be pampered a little bit.

49. Outdoor Dining
This is a must-have in the current state of the world. According to findings by Assignment
Assistance UK, more than 50% of people, look for a better environment for dining.

An open-air space takes care of that, and it also shows guests that you’re following hygiene
protocol by giving them a safe space to enjoy themselves.

Although it is necessary to have a proper area for dining, an open-air area would be an added
facility loved by most of your guests.

€10. Free Books & Movies With Snacks

It’s not a bad idea to have a reading space and promote movie sessions. People love to relax with a
good book or while watching movies.



You can sell popcorn and other snacks, and even engage your future guests on social media by
asking them what they want to watch. It will make them give good reviews about your hotel.

€ 11. Personalized Plant Setups

While I was working with Dissertation Assistance two years back, we conducted a survey. We
found that most people prefer personalized planting in their rooms and living places.

For this, you can add questions to your online survey before your guest checks in to your hotel. Get
their room decorated with their favorite flowers and make them feel special.

Do you want to learn how hotels are performing in customer service, sales, and reservations?
Asksuite’s 2022 Report offers an insider’s view with data shared by hoteliers worldwide. Download
now. It’s free!

Task 2 tBopueckas paboTa :coCTaBlICHHUE MaMSITKH BUIOB CICIIMAIN3UPOBAHHBIX CITY)KO B
TOCTUHULE.

OcHosHnas numepamypa:

a) OcHoBHAas JIMTEPATYPA;

Pocosa, B. IO. AHrnuiickuii S3bIK JAJI1 TOCTUHHYHOTO OM3Heca. 3ajanus : yueOHoe mocooune
muis By30B / B. FO. PoroBa. — MockBa : U3natensctBo FOpaiit, 2023. — 43 c. —
(Bricmiee oopazoBanme). — ISBN 978-5-534-14564-9. — TekcT : 3MeKTPOHHBIH //
O6pazoBarenbHas maatdopma FOpaiit [cailt]. —
URL: https://urait.ru/bcode/520186 (nara oopamenus: 28.06.2022)

Mowmnsea, E. B. AHTIMIACKUR SI3bIK TS U3ydaromux Typusm (A2-Bl+) : yueOHoe mocodue
JUTs cpeqiHero npodeccuoHanbHoro oopasosanus / E. B. Momnsra. — 6-e u3.,
ucnp. u gon. — Mocksa : U3garensctBo IOpaiit, 2023. — 267 c. —
(ITpoeccronansrnoe odpazoBanue). — ISBN 978-5-534-11164-4. — Texkcer :
anekTpoHHsid // OOpazoBarenbHas miatdopma IOpaitt [caiit]. —

URL: https://urait.ru/bcode/517078 (nara oopamenus: 28.06.2022).

Tema 1.7 Jlennru. Bamora. (Money and Currency)

IIpakTuyeckoe 3ansitue Ne 7 ( 10 yac.)
I_Ie.m): COBCPUICHCTBOBATH YCTHYIO U TIMCbMCHHYIO PC€Yb, Pa3BUBATH HABBIKHW UTCHUSA U

nepeBojia;opMUPOBATH CIOCOOHOCTH CTYIEHTOB OOIIATHCS HA aHTIIMICKOM fA3bIKE (YCTHO U
MMCHbMEHHO) Ha MOBCEAHEBHBIE U MPOPECCUOHANBHbBIE TEMBI.

TpeGoBanus K 3HAHUSIM M YMEHHSIM:
CryaeHT JOKeH yMeTh: BECTH AMAJIOT B CUTYAlMsIX o(pUIIHaIbEHOTO OOIIEHNUs; COOMI0aTh JIOTUKY
U TI0CJIEI0BAaTEIbHOCTh BHICKA3bIBAHUI; PEUEBOT0 B3aUMOCHUCTBHS C TAPTHEPOM, UCTIOJIb30BaTh
npoecCHOHANBHYIO TEPUHOJIOTHIO TUIATEKHBIX CHCTEM.
CTyneHT JOKEH 3HATh: HOBBIE JIEKCUYECKUE €IMHULIBI 10 TEME; €MHUIIBI peYeBOr0 STUKETA,
00CITy’)KUBAIOIIMX CUTYallUU OOIEHUS ;T paMMaTHUECKUII MUHUMYM, HEOOXOUMBIHN 11 OOIIEHUS
Ha aHriuiickoMm s3bike: (The Past Continuous Tense) ,BUIIbI HHOCTPAHHBIX BAJIIOT,CIIOCOOBI OMJIATHI
B TOCTUHHUIIE.
IlepeyeHb HEOOXOAUMBIX CPeACTB 00y4eHHA: YUEOHUK, CIIOBAapb, KOMIIbIOTEDP, paboydas TeTpaib.
Copneprxanue 3a1aHuil:

® KOHTPOJIbHBIE BOIPOCHI ;



e croBapHas paboTa ¢ KIIOYEBBIMU MOHITHSIMH OCYIIECTBICHUS TUIATEKEH
e SWAOT analysis of hotel payment systems based on the given information;
e JONOJHHEHHE perunk auajora “Ormiata cueros” (Paying Bills).

e JIEKCHKO-TpaMMaTHuYecKkue ynpaxuenus The Past Continuous Tense.

OcHoBHBbIE TPeOOBaHMS K pe3yabTaTaM padoThbI:
e MpaBWIbHOE MPOU3HOIICHHE U OETJIOCTh peyH;
e JIUTEpATypHBIN MepeBo] TeKCTa 0€3 UCKaKEeHUs Nepejaul CMbICIa HAITMCAHHOT 0:JIEKCUKO-
rpaMMaTu4eckasi [paMOTHOCTb;
® MaKCHMaJlbHas HalOJHSEMOCTh BBHICKA3bIBAHUI HOBOM JIEKCUKOIA;
e crnocoOHOCTh K KOMMYHUKAaTUBHOMY IIapTHEPCTBY.

Task 1 Test questions:

. What is money?

. What system was used in primitive societies?

. In what way are goods in barter economy traded?
. What objects did people use to serve as money?

. How many functions does money perform?

. What is the first function of money?

. What is a medium of exchange?

. What is the second function of money?

. What is called currency?

10. What is the third function of money?

11. Why money is a store of value?

12. In what forms can people keep their wealth?

13. Why do we need money?

14. What determines the state of the economy?

15. What does the quantity of money affect?

16. What types of money do you know?

17. What new means of payment are introduces in the modern world?
18.. What rules the world?
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Task 2 Describe each method of payment.

Cash payment

Some guests prefer to pay room charge by cash. Guests living for shorter periods of
time have such tendency. They don't expect to extend their in-house credit by shopping or
having food in a hotel.

If a guest wishes for cash payment, then in times of registration, the front desk agent
should acquire full room rate, taxes and some anticipated usage amount ( such as room
service, in room phone etc) to avoid fraud. If any guest don't wish to pay anticipated amount
in times of registration, then he will be charged and have to pay every time he purchase and
use any service from hotel.
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Different Methods of Guest Payments...
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Different Methods of Guest Payments...

It is the most common method of
payment. Some of the well-known
brands are American Express,
Diner’s Club, Visa, Master Card, JCB
etc. The agent obtains the card in
times of registration and has an
imprint.

P ) 2:08/4:40 - Credit Card Payment Method =B £ Youlube




The agent obtains the card in times of registration and has an imprint. In all the hotel
there is a computer system

Through the computer system, the
agent can know whether the card is
valid, or not, with sufficient amount of
money. This is referred to as Card

Approval. Computer automatically
calculates, anticipated amount of
money, to be charged by calculating
room rate, and amount of stay.




@ () -

O Bugeo CMoTpeTb no3xe [logenutbecs

Different Methods of Guest Payments...
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Task 3: lonmonuure perutiku auasiora “Ormuiata cueto” (Paying Bills).
IMpakTHYecKHe PeKOMEHIANMH 110 BHINOJIHEHHIO:
-CoBMmectute perukn 1-9 ¢ a—ias noctpoenus auajiora.(Match phrases 1-9 with a—i to complete

the sentences in the dialogue);

a) for you, Mr Devangelo. Here it is ,
1.Guest: Excuse me, I’'m leaving now.
2 Guest: Have you included the drinks | b) the minibar and my dry cleaning?
from...
3 Receptionist: Yes, sir. Everything... C) Mastercard, and American Express
4 Guest: And is.. d) How would you like to pay?

Different Methods of Guest Payments...
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5 Receptionist: Yes, both service and VAT | e) Could I have the bill please?,
are included. How ...

6 Guest: Do you accept... f) Here’s my card

7 Receptionist: Yes, we accept Visa, ... 0) Thank you. Here’s your receipt.
8 Guest: | have Visa. h) is itemized.

9 Guest: | have Visa. i) credit cards?

TASK 4 .Learn more about the hotel payments and compose SWOT analysis of Hotel
ment systems bases on given information.

What is split payment and how it works

The split payment, also known as the split of payments, provides that the private supplier collects
the invoice net of VAT to the debt, which will be paid directly by the Public Administration body to
the Treasury.

The 2015 Stability Law commissioned by the Gentiloni government introduced the payment split
system, in which for the sales of goods and services made to the Public Administration, VAT must
no longer be paid to the supplier, but must be paid to the Treasury directly from the Public Body.
The tax document (invoice) that is issued will report a dedicated item:

How a Hotel must operate to issue an invoice in split payments to the
Public Administration
Even accommodation facilities such as hotels and inns are among the subjects obliged to apply the

VAT split payment (provided for by article 17-ter of Presidential Decree 633/1972 as amended by
Legislative Decree 50/2017 and Legislative Decree 148/2017).



To fill in and issue an invoice in SP, a hotel must first issue an electronic invoice which must
necessarily include the wording split payment.

Below is a facsimile of an invoice issued in “split payment” mode which highlights the non-
computed VAT component.

Subsequently, the hotelier will be responsible for sending the electronic invoice to the SDI which
will carry out the relevant checks, the electronic invoice must therefore be sent to the interchange
system as a normal electronic invoice.

It should be noted that invoices issued in paper form cannot be considered valid against the Public
Administration.

The register of VAT payments will contain a dedicated section summarizing the amounts of VAT
not collected because they belong to tax documents issued in the split of payments.

Manage split payment with Slope

Slope is able to respond to the need to issue an electronic invoice to the PA and apply split
payment.

The functionality is very simple, it is perfectly integrated into the system and does not differ much
from the issue of a very normal electronic invoice.

Once you have selected the reservation for which you want to proceed with the invoice issue, you
will select the company registry, the items to be included in the tax document and finally you will
mark the checkbox “Apply splitting of VAT payments (Split payment) «.

In this way, the Slope management will apply the split of payments, providing the summary that the
customer must pay with the non-calculated VAT component and the total of the tax document.5
essential features of an automated hotel payment system

5 essential features of an automated hotel payment system

The possible features of a hotel payment system are endless. They range from security options to
types of payment methods, pre-authorizations, multi-currency settlements, compliance, payment
splitting and so much more.

While an automated system is key to avoid human error, it also helps provide a better first
impression at your hotel because your front desk staff can focus on providing the best possible guest
experience upon arrival instead of having to deal with the sensitive topic of money as soon as the
guest arrives.

In this article, we’ll help you understand what features to look for when choosing an automated
payment system so that you can make the best possible decision when it comes time to set your
hotel up for smooth payments.

What to look for when choosing an automated hotel payment system

Choosing an automated hotel payment system is no easy task, and that’s why we’re here to
demystify your search. Keep reading to find out the must-have features and find out why these key
functionalities will help set your hotel apart from the competition.

& Security

No feature of a hotel payment processing tool is more important than security. This is why you
should look for special security features like those offered by Mews Payments.

Mews takes security seriously, allowing you to process electronic transactions with the
highest security standards thanks to end-to-end encryption, which stores and processes guest data
safely.



Since no raw data is stored in the Mews system, and with 3D secure authentication, the potential for
fraud is reduced.

Security features like these allow peace of mind not only for your guests but also for your staff
who don’t have to worry about handling payments upfront.

With pre-authorization, there is no longer the awkward moment of when a guest’s card is denied.
Pre-screenings can ensure that the guest has the funds available to pay for their hotel stay before
they even arrive at your hotel.

In a sector like the hospitality industry where sensitive data is handled on a daily basis, it’s
important to make sure your guests and your hotel are protected from potential situations
that would compromise your brand’s reputation and your guests’ identity, and this is why
security features are paramount.

@ Diversity of payments
In a global economy, another key feature to look for is being able to offer diversity of payments.

This means being able to offer multi-currency settlements, or the right payment method in the right
currency based on the guest’s chosen channel.

This type of customization is fundamental to be able to offer the most personalized guest experience
from the time they check in until the time they check out.

The future of payments is going in the direction of online payments that simplify the purchase
process, offering Uber-like charges where once payment information is collected, you are
automatically charged when you book a ride.

This “tap-and-go” experience creates added value to you and your customer. For your customers
it’s easier and quicker, and for you as a hotelier, ease of payments makes the possibility of upselling
all the more likely.

It’s important to understand these trends and changes in the way people are handling and
diversifying payments so that your hotel can be up-to-speed with the most modern technology and
current trends to make this possible.

You may also like:

The best payment processing software
Benefits of hotel payment automation
Why should your hotel use a smart payment system?

Accept PayPal, Apple Pay and Google Pay

With the future of the hospitality industry going more and more mobile, it’s important to have a
system in place to support popular mobile and cloud-based payments.

Google Pay, Apple Pay and PayPal. Google Pay and Apple Pay are smartphone-generated purchase
methods, which make checking out in apps and websites easier while also streamlining in-person
charges by simply holding up your smartphone to the charge terminal.

Customers can also unlock different cards saved to their different Google accounts, opening up
more possibilities for your business. This is why it’s important to have your payment system
integrated to accept these popular ways of paying, so as to unlock as many popular
functionalities as possible that will stimulate the purchase.

These types of payments are also more secure because they usually require double authentication
such as a one time code, Face ID, Touch ID or a passcode. This way, your hotel staff don’t have to
handle sensitive data because there is no need to process a physical credit card.

Learn more about the importance of mobile technology in the hospitality industry.
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€ Track payments and update inventory automatically

There are other interesting features to look for in an automated system, such as the ability to have a
real-time view of all transactions being carried out at any given moment during the day, and then
have your inventory be updated automatically once a transaction is processed.

Reporting that allows you to track transactions and run customized reports enable you to keep
on top of your finances, thereby ensuring smoother operational efficiency.

& Pay at different times during the guest journey

Another key feature to look for is the ability to offer guests the ability to pay during different phases
of the customer journey.

Not all guests are created equal, and giving the flexibility to pay during different periods of the
guest journey is paramount to ensure guest satisfaction.

Some guests might prefer to pay once they reserve, directly from the booking engine, while other
guests might feel more secure paying at check-in or check-out through a classic countertop terminal
(this is especially true of older guests).

With online check-in and check-out, you will also want to have a system that allows you to validate
and settle the final bill from the comfort of their own room before check-out.

If your hotel decides to have a check-in kiosk, make sure that the tool allows you to accept
payments directly from the kiosk.

Finally, another feature that provides flexibility is the ability to automate payment requests.

By having flexible payment options and different kinds of automations, by allowing guests to pay at
different phases of their journey and making security a priority, you can ensure that your hotel has a
smoother process towards converting one-time website visitors into regular loyal customers.

With a constantly-evolving digital world, it’s important to keep on top of the latest trends in
order to ensure that your hotel offers the most state-of-the-art technology across all
touchpoints.Integrated payments are at the heart of successful hotel operations. By having a
payment terminal that easily connects with your other hotel software, hoteliers can reduce the
amount of manual tasks, which also reduces the possibility for human error. By connecting your
payment process with special countertop and kiosk terminals, you can streamline your processes
and ensure the smoothest possible check-ins and check-outs.

With so many transactions and payments being processed on a daily basis at a hotel, it’s key that all
operational components and the staff in charge of those processes work together like a well-oiled
machine. In this article, we’ll look at what integrated payments are, why your hotel needs an
integrated payment terminal, and the six key benefits that it presents to your hotel.

What are integrated payments?

Integrated payments mean that payment processing can be easily connected with your hotel’s
PMS and other software in order to make it faster and easier to process payments and other
vital services at your hotel. The more integrated your different processes are — especially when it
comes to something as important as payments — the better you can serve your guests and provide a
top-notch customer experience.

Read ten simple ways to improve the customer experience.

The more integrated your payments and the more streamlined processes are at your hotel, the easier
it will be for you to upsell and cross-sell because you can encourage guests to purchase additional




services or upgrades and easily charge them with little or no extra effort on behalf of your guests or
your front desk staff.

Why does your hotel need an integrated payment terminal?

An integrated payment terminal is the best way of optimizing hotel payment processing by
connecting the process with special terminals and kiosks that make it easy to manage payments
at any phase of the customer journey, whether it be at check-in, check-out, or throughout the guest’s
stay.

A terminal that is well-connected allows you to optimize your operations across the guest journey,
with an enhanced point of sale system and the help of technology. In the case of a kiosk terminal,
guests can check in or out at any time without having to wait in line and even without the help of
any staff.

Learn how to go contactless without sacrificing the quest experience.

In the case of a countertop terminal, guests can simply touch their phone to the terminal and use the
payment method of their choice, whether that be a major credit card, debit card, or a digital wallet
like Apple Pay, Samsung Pay or Android Pay. This also means that payments and transactions
are automatically available within your payment or operations tool if you choose the right
product with integration possibilities.

6 benefits of an integrated payment terminal in hotels

Now that we’ve looked at the importance of an integrated payment tool and integrated payments in
general, let’s take a look at the five different benefits of the best payment terminals in hotels.

€ 1. Integrate with your other software

If you choose an integrated payment terminal that’s connected to your operations and payment
software, you have the chance to automatically access payments and connect with your
operations while taking the manual work away from your front desk.

You then have the information and data readily available in order to improve other areas of
operations such as accounting, marketing and customer service.

€ 2. Streamline your operations

With an integrated terminal, you can better serve your guests by automating otherwise time-
consuming tasks like manually processing credit cards.

Furthermore, you can process payments more easily, making the lines at the front desk shorter and
even giving guests the chance to check themselves in and out with a self-service kiosk. Learn about
the advantages of a self-service kiosk.

€ 3. Improve the guest experience

By automating processes related to payments and other operational tasks, the front desk has more
time to focus on providing excellent customer service.

Not only are your front desk staff happier, leading them to provide better service, but a smoother
check-out and shorter lines increases guest satisfaction and gives a good first impression. First
impressions are important in order to turn first time guests into regulars.

You may also like:

1. The biggest security threats to hotel payments
2. The best security methods for online payments in hotels
3. 7 Best hotel payment tools




€ 4. Save time and money

Integrated terminals that automatically connect with your other hotel software save you time and
money.

With a terminal for processing payments that connects to your other software, you can immediately
access transactions at the time of sale, making accounting easier and more accurate. This allows you
to better make decisions based on real time data about prices and other decisions that will affect
your bottom line.

When processes are manual, you need more front desk staff in order to reduce wait time, but when
you automate processes you can have fewer front desk staff dedicated to manual tasks, allowing
them to spend more time on important tasks that will help improve your hotel’s reputation.

Time is money and the more time invested in your guests, the more opportunities you will have to
serve more guests, leaving a positive impression.

45. Reduce mistakes

When your front desk team is in a rush, this leads to errors, and errors cost you money. You have to
spend time reconciling and making sure your expenses and charges add up. Whether you charge a
guest too much or too little, either way, it looks bad on your hotel’s reputation to make mistakes.

Integrated payments allow for peace of mind, eliminating the risk of potentially costly errors by
automating processes.

€6. Go contactless

More and more guests are looking for a contactless experience, and with integrated payments, this
is possible.

Whether guests pay by simply holding their phone up to the countertop terminal, by going through a
totally contactless check-in experience with a kiosk, or use mobile check-in that automatically syncs
with your PMS, giving guests the option of a contactless journey is great for increasing guest
satisfaction.
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Tema 2.1 CepBuc B roctunune. bponnposanne Homepos.Ilpuem u pazmeenne.Pecropansi,
0apsl, odcaay:kuBanue Homepo. (Hotel services. Booking ,Cafe. Restaurants, Rooms.)
Jlekcnueckuii MmaTepual 1no TeMe.

I'pamMaTHyeckuii MaTepua:

The Past Perfect Tense

The Future Perfect Tense

IpakTnyeckoe 3ansitue Ne 8§ O0bem yueOHoro Bpemenu: 16 yacos.
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eab:coBepPIIEHCTBOBATh YCTHYKW) U NHCHBMEHHYH) pedb; Pa3BUBATh HABBIKH YTEHHUSl U
nepesoaa; GopMUPOBATh CIIOCOOHOCTH CTYACHTOB OOINAThCS HA AHTIIMHCKOM SI3bIKE (YCTHO W
MUCHbMEHHO) Ha MOBCEAHEBHBIC U MPOPECCHOHATBHBIC TEMBI.

CTyIneHT T0JDKEH yMeTh: BECTH JHAJIOT B CUTYyalusIX O(QUIIMAILHOTO OOMICHHUS; COOI0IaTh
JIOTUKY M TTOCIIEJIOBATEILHOCTh BHICKA3BIBAHUI; PEYEBOTO B3aMMO/ICHCTBUS C TAPTHEPOM.

CTyIeHT J0DKEH 3HATh: HOBBIC JIGKCHYECKHE IMHUIBI 110 TEME; CIIMHUIIBI PEYEBOTO

ATHKETA, 00CTYKUBAIOIIUX CUTYAIIMH OOIIEHUS;TPAaMMATHYECKHII MUHUMYM, HEOOXOTUMBINA ISt
0OIIIeHNs Ha aHTJIMICKOM SI3BIKE: TIpaBMIIa ynotpeOaeHus apTukiei (a/ the),ucuucisemsie u
Hencuncisiembie cymecTButenbHbie (The Past Perfect Tense, The Future Perfect Tense)
IlepeyeHb HEOOXOAUMBIX CPEACTB 00y4eHHUs: YUeOHUK, CJI0BAPb, KOMIIbIOTEP, padoyast
TeTpalb.

Conep:xanue 3aJaHNIH:

OIMCAaHUE TOCTUHHIIBI;

onucanue 0o/ 1o IJIaHy;

PCHICHUC CUTYAIIMOHHBIX 3aaa4 ;)KaHOGBI KJIIMCHTA, IUTAaHUC B I'OCTUHHIC, U T.I.
JIMAJIOTH

BBITTIOJTHCHHUE JICKCUKO-TPAMMATUUYCCKHUX pra)KHeHI/H\/JI.

OcHoBHbIE TpeOOBaHUS K pe3y/ibTaTaM padoTh:
® TIPABWIHLHOE MPOU3HOIICHUE U OETIIOCTh PeUH;
JTUTEpaTypPHBIN MEPeBO] TEKCTA 0€3 UCKAKEHUS TIepeIadyl CMbICIIa HAaIMCAHHOTO:
JIEKCUKO-TpaMMaTH4eCKasi FPaMOTHOCTb;
MaKCHUMaJbHasl HAMOJIHIEMOCTh BbICKa3bIBaHUI HOBOI JIEKCUKOM;
CHOCOOHOCTh K KOMMYHUKATUBHOMY MAPTHEPCTBY.

Task 1. Memorize the meanings.
Inn -~UCII0JIB3YCTCA B aHTJIMHCKOM 151 0003HaYeHNsI TOCTHHUYHOT'O 6H3Heca, cHuHOHUM K hotel- a
building where people stay for a short time, paying for rooms and meals.
WE stay in a hotel. ( peus naet o 31anun)
WE stay at the HILTON (peub ugeT o MECTOHAXO0XKICHUH ).
I work at a hotel as a concierge ( eciu BbI pabOTHHK OTEIsN).

Task 2. Describe a hotel according to the recommended plan and word combinations.

Hazpanue otensi. Kateropus otens.
MecTopacnosioxKeHue.

Ornucanue BHEIIHETrO BUAA OTeNs, a TAK)Ke HHTEpbepa.
KonmuecTBO HOMEPOB pa3HOW KaTErOpHH.

VYceayru, npenocTaBisieMble TOCTSIM B OTElIe.

VY no6cTBa B HOMepax. Onrcanne 00CTaHOBKA HOMEPOB.
Bun u3 okna.

CTOUMOCTh HOMEPOB.

The name of the hotel is....

It’s a three-star hotel.

It is located in a very convenient location....

It’s in the centre of town......

It’s not far from......

It’s situated near.....

The exterior of the hotel is......

The hotel offers unique interiors....

The hotel has got a stunning interior.....



The hotel stuff provides excellent service.

There are ....single rooms, .....double rooms and ....rooms for more than two people.
There is a swimming pool, a restaurant......

The rooms of the hotel are well-equipped.

There is an air-conditioning....... in every room

The rooms have got excellent furnishings.....

The rooms of the hotel overlook.....

The price of the room is about ....

It’s an expensive hotel. It’s a deluxe hotel

TASK 3.Read the text about the hospitality industry and make your monologue using italic
words.

The hospitality industry is made up of thousands of exciting organizations including hotels,
restaurants, food service management, fast food, coffee shops and pubs, bars and nightclubs. It
involves an array of job roles from waitressing to event coordination, and management positions
too. It’s an industry that offers a unique working environment, and as it is public facing it offers a
sociable and dynamic working life. If you don’t fancy a traditional 9 to 5 office job, then a career in
hospitality can give you that variety you need. The industry rewards the hard-working and
dedicated with wonderful opportunities, and career progression is often quicker than other
industries. Check out the industries within hospitality to see what's on offer. With a total of
180,000 hospitality businesses in the UK, the hospitality industry is a workforce that offers
variety. There are many sub industries within hospitality, from hotels to visitor attractions, as well
as multiple vibrant career paths to choose from.

1.What facilities do your rooms offer? A.Ilpayeunas caM000CTyKUBaHHUS
2.Smoking and non-smoking rooms B.Homepa 11st Kypsiiux v HEKypALIMX
3.Room service. C.mpaveyHas

4.Laundry service/valet service. D.Pectopannoe o0ciyKuBaHHE HOMEPOB.

5.A self service laundry, launderette. E.Oxenpecc-npayednas

6.Same-day laundry. F.Hucrka 00yBr

i . G.YUuctka 00yBH
7.Dry cleaning. Xumuncrka. P

. ) H.IToazemubli rapax
8.Shoe-polishing service.

|.IIpokaT mamuH.

9.Shoe cleaning service. J.CoOcTBeHHas MapKOBKa OTesIs
10.Underground garaging. K.MeauuuHcKast moMoIIIb.

il.HOtel-owned car park. L. AHMMAaIMOHHBIE TPOTPAMMBI JIJISl TOCTEH.
iZ.Car park directly by the hotel. M.Ycnyru OynunbHHUKA /TOOYIKH.

13.Car rental. N.[TapxoBKka HEMOCPEJICTBEHHO PSJIOM C OTETIEM
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14.Limousine service.

iS.MedicaI help.

16.English-speaking staff
17.Well-organized entertainment.
18.Animated activities for guests.
19.Evening entertainment.

éO.Wake-up [early morning alarm calls.
21.Early morning teas.

22.Morning coffee/snacks.

23.Breakfast for early risers.

24 .PanHMi1 3aBTpaK.

25..Remote control of lighting and signs for
“Make up room” and “Don’t disturb” in the
rooms.

26.central heating

27 .air- conditioning

28.Air- conditioning in public areas

29.Air and temperature control system.

30.climate control

31.public internet terminal.

O.¥YTpennuii koe/3akycka.

P.IIpokaT aBTOMOOHJIS C BOJAUTEIIEM

Q.AHTI0-TOBOPSAIINI TIEPCOHAI.

A.Xopo1110 OpraHu30BaHHbIE Pa3BIEKATEIbHbBIE
MEpOTPUSITHS

S.BeuepHue pazBieKaTeNbHbIE MEPOTIPUATHS

T.YTpeHnuii yai.

U./lucTaHiMOHHOE yIIpaBJieHHE CBETOM U
curHasiamu «YOpatb Homep” u “He
OCCIIOKOUTH "BO BCEX HOMEpax

V,Kakue ycinyru npepocrasnser Bamt otens?

W.OTKpBITBIN TEpMUHAT JOCTYNA B UHTEPHET

X.CucreMsl KIIMMAT-KOHTPOJIA

Y .KonauunonupoBaHue Bo31yxa

Z.llenTpanbHOE OTOIJICHUE

Task 4. Study different abbreviations with the services “Nutrition in a hotel” . (Iluranue B

ortelie).

OB -only bed

0e3 mUTaHus

B&B Bed and Breakfast (only breakfast)

TOJIBKO 3aBTpPaK

HB —Half Board (breakfast and dinner)

TTOJTYTIAHCHOH ,(JIByXpa30BO€ MUTaHUE (3aBTPaK U
YoKHH)

FB-Full Board (breakfast, lunch and dinner)

TIOJIHBIM MaHCUOH (3aBTpaK,00€e/1,yKHIH)




CBF-Continental Breakfast

KOHTHHEHTAJIbHBIN 3aBTPaK

ABF-American Breakfast

aMEpPUKAaHCKUH 3aBTPaK

BBF-Buffet Breakfast

IIBEJICKUI CTOJ (HA 3aBTPaK)

DNR

YKHH 110 MCHIO WJIK B BUAC IIBCACKOI'0O CTOJIA.

FB-/ExtFB-extended Full Board (includes
local drinks)

pacumpeHHoe TpeXpa3oBoe MUTaHUE (BKIIOYAET
HAIUTKUA MECTHOTO MIPOU3BOJICTBA)

HcALL/High Class All Inclusive (The price
includes everything ,offered by the hotel
except goods from shops, telephone, doctor's,
and hairdresser’s services and some
sports,e.g.diving

Bce BritoueHo, BbICIINHN KJ1acC ( B CTOUMOCTb
BKJIIOYEHO BCE, UTO IIPEUIAraeT OTellb, KpOMe
TOBapOB U3 Mara3suHa, TeneoHa, yciayr Bpada, 1
IapuKMaxepa, a Tak’ke HEKOTOPbIX BUJIOB
CriopTa , Haupumep, J1aiiBUHTA.

AP-American Plan (the price includes bed,
breakfast, lunch and dinner

AmepukaHCKuil 1iaH (1ieHa BKIYaeT CTOUMOCTh
HOMEpa +TpEXpa3soBoe MUTAHUE

Task 6.Study the vocabulary:

baked [IEYEHBIH

beef roBsIMHA

chef me-moBap
cuisine KyXHS

a dessert Jecept

a dish 0JIr0 10

to eat out €CTh BHE J0OMa
eateries 3aKyCOUYHbIE
fried KapeHbIH
garnished C TApPHUPOM

to give a tip JlaBaTh YaeBbIC
goat cheese KO3UH CBIP
grilled TOTOBHTH HA TPHUJIE
herbs CIIEINH

herring Celblb

lamb STHATHHA

a main course OCHOBHOE€ OJIF0/10
a menu MEHIO
moderately-priced CpeHSIS 1IEHOBasi KAaTErOpHsl
mushrooms TpHOBI

mussels MUIUU

to offer the best value

npeajaraTthb Jydymec KauCCTBO

to order a meal

3aKa3bIBaTh OJIIOI0

oysters YCTPHIIBI
parsley NeTPYIIKA
poached TYIICHBIN
pork CBHHUHA

Task 7.Study the vocabulary:




baked TICUCHBIH

beef TOBSIIMHA

chef nred-mmosap
cuisine KyXHS

a dessert Jecept

a dish 0111010

to eat out €CTh BHE JJOMa
eateries 3aKyCOYHBIC

fried KapEHBIN
garnished C TapHUPOM

to give a tip JlaBaTh YacBbIC
goat cheese KO3HUH CBIP

grilled TOTOBHTH Ha IPHUIIE
herbs CHCIUU

herring Cellbllb

lamb SITHATHHA

a main course OCHOBHOE OJIF010
a menu MECHIO
moderately-priced CpeIHsIs [IEHOBasK KaTErOPHs
mushrooms rpuObI

mussels MUIHH

to offer the best value npeIaraTh Jiydiinee KauyecTBO
to order a meal 3aKa3bIBaTh OO0
oysters YCTPHLbI

parsley HeTPYIIKa

poached TYIICHBIN

pork CBHHHMHA

Task 8.0Onucanue 0aroaa. Ilinan oreera:

1.HazoBure 0mr010.

2.Ilepeuncnute HHTPEAUEHTHI OJII0/1a ¥ OTUIIIUTE CITIOCOO MPUTOTOBJICHUSI.

is fried chicken...
is made with....

3. C yeM mojmaercs JaHHOE OJIFO1O.
served with white wine or garlic
comes with a salad
4. Vcnonp3yiiTe Mpu ONMKUCAHUH OJ10/1a KaUeCTBEHHBIC MpUIaraTeabHbIe.
It served with a delicious white wine sauce.
The chicken is our house specialty.
Task 9.7Ka00b1 KiIHeHTA:
It is too hot
It is too cold
They are overdone
The service is too slow
It is too expensive
B cooTBeTcTBHE € CHTYallUSIMH MCIIOJIB3YHTE CIEAYIOLINME BHIPAXKEHUA Pa3pelieHus
KOH(}IMKTOB B pecTopaHe:
Thank you for bringing this matter to my attention.
I’'m (very/terribly ) sorry.
I do apologies for the inconvenience.



What seems to have happened is that.....
There’s been a misunderstanding.

There has been a mistake

There seems to have been a problem/ a mix-up.
We’ll look into the matter.

I suggest that we.....

I’ll see to it straight away.

I will check the bill

We will deduct it from the bill
I will be with you in a minute
I will deal with it right away

O¢uunanr:
What can | do for you?
Can I help you?
Can I take your coat?
Have you booked a table?
How many are you?
Would you follow me, please?
Can I take your order, sirfmadam?
What would you like to start with?
What would you like to drink?
What would you like for dessert?

How would you like your steak? (rare, medium,
well done)

Do you want a salad with it?
What kind of dressing?
Anything to drink?

Do you want a dessert?

The burgers are very good.
Sorry, the hamburgers are off.
Is everything all right?

Did you enjoy your meal?
Are you paying together?
May I show you to a table?

If you wait, there'll be a table for you free in a
minute.

Do you want vegetables with it?
Why don't you try the pizza?
It'll take about 20 minutes.

IMoceruTensn:
A table for two, please.
May we sit at this table?
The menu, please.
What's on the menu?
Do you want fish?
What's Irish Stew like?
We're not ready yet.



The steak for me, please.

Can you bring me the ketchup, please?

A salad, please.

I'll have the same.

That's all, thank you.

Can I have the bill (AE: check), please?

This is on me.

Here you are.

The rest is for you.

Have you got wine by the glass?

I'd prefer red wine.

Please bring us another beer.

Could I have chips (AE: French Fries) instead of salad?
What can you recommend?

Please bring me the bill (AE: check) with my coffee.
| think you've made a mistake.

Task 10. Learn dialogues:
Dialogue 1. Booking a room in a hotel
- Good afternoon. Queen’s Hotel.

- Hi. This is Joanna Stewart from Madrid calling. | would like to
arrange accommodation for our company’s visiting professors. And [ am
going to learn a bit about the facilities that your hotel offers.

- Isee, Miss Stewart. Well, Queen’s Hotel is a 4-star hotel and we are
located 10 minutes from the centre of London.

- Does this mean that the hotel is too crowded and noisy?

- Not quite because the guests’ rooms are on the quiet side of the
building.

- That’s fine. And is there a restaurant in the hotel? Do you serve any
food there?

- Sure. There is a small restaurant here which caters our residents. We
also have a bar and a snack-bar.

- | see. And do you have a swimming pool or a sauna?

- Yes, the sauna is rather popular with our guests. Unfortunately there
isn’t a swimming pool here.

- Well, thank you for the information. Can | make a booking for 2
people then, for the 10th of June, please?

- Ok. How long are they going to stay?

- I hope, for 3 nights. But they may stay a bit longer.

- Would you like a double or a twin room? With a bath or a shower
cabin?

- A twin room with a bath and an air-conditioner will be fine. And how
much is the room? Is breakfast included?

- Our hotel offers half board or bed and breakfast. Which variant do you
prefer?

- Bed and breakfast will do. And | hope there isa TV set, a fridge, a
kettle and a hair-drier in the room.



- Oh, it goes without saying. So the room number 355 is available on the
third floor. You can see the room on our web-site and in case you decide
to change it, please, let us know as soon as possible. So price of the
room is 150 dollars per night. The price is inclusive.

- OK. We’ll take it. Can we pay by a credit card?

- Certainly. May | have the names of the visiting persons, please?

- That’s Mr. Manuel Alonso and Mr. Antonio Solana.

- OK. Our check-in time is at 1 p.m. and our guests should come to the
reception desk to fill in the forms and get the keys. Thank you for
choosing the Queen’s Hotel. Good bye.

Dialogue 2. Talk with Administrator

Administrator: Hello, how can | help you?

Guest: Hello. I would like to stay at your hotel.

A: Have you booked the room in advance?

G: No, but I hope you will find something for me.

A: Now I'll look. So ... We have several free rooms. There is a suite,
there is a single standard and a double economy.

G: And what is the cost of the rooms?

A: The suite costs $ 30 per night, the "Standard" room - $ 20 per
night, and the "Economy" for two - $ 15 per person.

G: I would like to have a single room. I do not want to live with a
stranger. I'll take the room for $ 30.

A: Good. We have a room with mountain view, and there is one with
a view of the park. Which one would you prefer?

G: I really like greenery. | have a beautiful view of the forest from my
window at home. And the mountains are not mine. I'm afraid of heights.
Give me a room with a view of the park.

A: All right.

G: What about food?

A: Breakfast is included in the room price. Standard continental
breakfast.

G: And where can | have lunch and dinner here?

A: There is a small restaurant on the 1st floor of the hotel. There you
can eat at any time.

G: Great.

A: If everything suits you, please fill in the application form and write
down all the data.

G: Here you are. Is it all right?

A: Yes, all is well. Here are the keys to your room. You will be taken
to the room and shown how to use the devices.

G: Is there a mini bar in the room?

A: Yes, there is. But you need to pay extra for everything there.

G: I see. And another question. I need to send a few emails today. Do
you have the opportunity to do this?

A: Our hotel has free Wi-Fi. Moreover, we have a business center
where you can not only send letters, but also print out everything that
you need.

G: Great. Thanks for the info.

A: Have a nice rest.



Dialogue 3. Can I help you?

- Good morning. This is room 365. Could you send breakfast to my
room, please?

- Certainly, madam. What would you like to have?

- A glass of orange juice, one serving of bacon and eggs, a toast with
some butter and marmalade and a cup of black coffee, please. How long
will it take?

- Well, about 15 minutes.

- That would be fine. I’'m going to take a nap after breakfast. So is it
possible to get a wake-up call at noon, please?

- Sure. I’ll call you at 12 o’clock. Would you like anything else?

- Yes. I’d like to know which floor the swimming-pool is here.

- The swimming-pool, the sauna and the gym are on the first floor.

- Great. Thanks. And do you have laundry service? Could you send
someone to pick up the laundry from my room?

- Sure. I’'1l ask the housekeeping staff to pick it up right now.

- Sounds good. And another thing is - my room is quite messy. Could
you, please, clean it and change the bed sheets?

- OK. We shall do it after lunch then.

- Thank you very much. Is it possible to have an extra blanket, please? It
was quite cold at night.

- No problem, madam. I’ll send it to your room right now.

- Thanks a lot. | appreciate your help.

- You are welcome.

Dialogue 4 Sunny Hotel

Welcome to the Sunny Hotel. How can | help you?

- Good morning! We’d like to check in. Our names are Sam and Rita
Gordon. We have a reservation for a double room at your hotel.

- OK. Let me check the record of your booking... Yes. We have a double
room for you reserved for 2 nights. Is that right?

- Yes. A room with a balcony facing the Central Square.

- Absolutely right. Could I see your passports, please?

- There you are.

- OK. You need to fill in these registration forms and put your signatures
here, at the bottom of the guest cards.

- Sure thing. Here you are. Shall we pay now or at checkout?

- Don’t worry. You have already paid a deposit on the first night. The
rest must be paid at checkout.

- Fine. By the way, what is the checkout time?

-11.30 a.m. If you need any assistance, please, feel free to call the front
desk or you can find a concierge on your floor.

- Thank you. What time is the restaurant open for lunch?

- It will be open in half an hour.

- I see. Is it possible to have lunch in our room today, please? We are too
tired after the flight.

- Certainly. Our room service is available 24 hours. Your food will be
delivered in about an hour then.

- Thank you very much. And what time do you serve breakfast here?

- We serve breakfast from 7.30 till 9.30 a.m. Do you need a wake-up call
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tomorrow?

- Yes, please. At 7 in the morning would be fine.

- OK. No problem. So, here is your room key. Your room is on the third
floor.

- Where are the lifts?

- They are over there, on your left. When you get off the lift, turn right.
Your room is at the end of the corridor.

- Sorry. The last question. Does the hotel have a wireless internet
connection?

- Yes, sure. The wi-fi is free here. Here is your password. Do you need
anything else? Would you like the bellboy to help with your luggage?
- The thing is that my wife’s luggage was lost at the airport. So it must
be delivered to your hotel.

- I’'m sorry to hear that. And of course we’ll let you know about the
delivery as soon as possible.

- Thanks again.

- Enjoy your stay at our hotel!

Dialogue 5 Hello. Pizzeria Tricolore

Hello. Pizzeria Tricolore. Can I help you?

- Hello. I would like to book a table, please.

- What day and what time do you want to come?

- Tomorrow evening at 7 p.m. Do you have any free tables?

- Yes, we do. We have a couple of tables available for tomorrow. And
how many people are there in your party?

- | hope there will be five or six of us.

- Would you like to reserve a private dining-room?

- No, thanks.

- OK. A table for six then. Would you like smoking or non-smoking?
- Non-smoking, please.

- Right. Can I get your name, sir?

- Bond. James Bond.

- Is there anything else | can do for you, Mr. Bond?

- Well, we have a couple of vegetarians in our group, but I don’t think
that would be a problem, wouldn’t it?

- You’re right. We can offer a special vegetarian menu with a wide
selection of food in our restaurant.

- Fine. That’s all I think.

- So you have a reservation for tomorrow at 7 p.m. If there’s anything
else you need, you can let us know. Just phone the same number and ask
for me. My name’s Helen.

- Sure. Thank you, Helen.

- Thank you for calling. See you tomorrow.

- Good bye!

Dialogue 6 Finding address

Excuse me, could you tell me how can 1 find this address?

- Let me have a look... Yes, of course, I know this house.

- Oh, I have luck! I can't find it for two hours.

-Aren’t you a native dweller? Have you come here recently?

-Yes, I’ve come on a mission and I really have to carry out a personal
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charge.

-This house is not far from mine, that’s why it’s familiar to me. You
need take bus number 201.

-Will it take a lot of time to get there?

-No, only four stops. You will get off at “Park Avenu” stop.

-And where shall | do then?

-You will be in front of the crossroad. Go straight along the main road
for another two blocks and then turn to the right.

-Shall I cross the road?’

- No. Keep always the right side. Next you will see a large store. This is
a supermarket. By the way, if you need to buy something, you can surely
go there. This is the best shop in that area.

- Thanks for advice. I will certainly do it.

-So, passing by the store, you will see a two-storey grey building. This
is the house you need. If I'm not mistaken, the entrance is directly
opposite the store.

- Thanks a lot! Now I will surely find the address | need!

-Not at all. Can | help you with anything else?

- Yeah, if you can, just tell me where the nearest pharmacy is.

-Are you unwell? Shall I call an ambulance?

- No, thank you, you are so kind. | was a little cold yesterday and today |
feel sick. I want to buy some pills for the cold.

-Of course, there's a very good pharmacy not far from here. You will
find there everything you need. Just turn left the corner and go for one
block. The pharmacy can’t be missed. It’s a small colorful building with
a beautiful sign on it.

- Thank you a lot for the help. Good bye.

- Good bye. Good luck.

Dialogue 7. Passport control.

Good morning, sir. Can | have your valid passport and your landing
card, please?

- Good morning. Here they are.

- OK. Sorry but you are not allowed to use your mobile phone or your
camera in this area.

- Sure. No problem.

- Thanks. So... what is the purpose of your visit to the United Kingdom,
Mr. Vronsky?

- Tourism and visiting my friends here during my vacation.

- Are you travelling alone?

- Yes.

- Are your friends meeting you?

- Yes. They are waiting outside.

- Do you have a girlfriend here?

- No. They are just my friends.

- How long will you be staying in the UK?

- For two weeks.

- Where will you be staying? Do you have any hotel reservations?

- I’'m going to stay at my friend’s place. He lives in an apartment. This is
his address in Brighton.

- Are you going to work here?



- No. Just tourism, sightseeing and visiting my friends.

- Do you have a return ticket?

- Yes. It’s for August 15th.

- May | see it?

- Sure. Here it is.

- Thank you. What’s your job?

- I’'m a wholesale trader at a building materials warehouse.

- How much money are you bringing?

- I have 3000$ in cash and my credit cards as well. I'm going to cover all
my expenses in the country.

- Do you have your recent bank statement with you? May | see it?

- OK. Here you are, sir.

- Have you visited the United Kingdom before?

- No. this is the first time I’ve arrived here.

- Fine. Welcome! And enjoy your stay!

control

Hello! Is this the Lost Luggage Office?

- Yes, that’s right, sir. What can I do for you?

- Well... My bag hasn’t arrived. And I don’t know what I should do now.
- Please, calm down, sir. Where was your flight from?

- | have arrived from Deli, India.

- OK. Are you sure that your luggage isn’t on the carousel?

- Yes, of course. I’ve been waiting for an hour there. All the other
passengers have already gone. And there are no more bags coming out.
- I see. Well, I need some personal details, please, to fill in the report.
Could I have your surname and first name?

- I’m Nicholas. And my surname is Patterson.

- OK. May I see your boarding pass and your baggage ticket, please?

- Sure. Here they are.

- Thank you. And I need the description of your suitcase. Could you tell
me what it looks like?

- It’s quite small. And it’s dark green.

- Is it all dark green? And the handle as well?

- Mmmm ... [ really can’t remember. I think the handle is made of black
plastic.

- All right. Anything else? Is the bag with trolley wheels?

- Oh, yes. It’s got two wheels. And there must be an orange label on the
bag with my surname.

- OK. Is that all?

- Yes, that’s everything I suppose. Look! I really need that bag. I’ve got
some necessary papers and my pills inside.

- Don’t worry, sir. I’'m sure we’ll find it. Now you should wait a couple
of minutes while I’m making some phone-calls. Please, fill in this lost
luggage form now.

- OK, sir.

- And please, be sure to write down your home address or the hotel
address, and your correct telephone number.

- Why?

- Well, it’s just in case if we aren’t able to find your bag right now. So
when it finally arrives we’ll deliver it to your address.

- Thank you so much. Please, do your best. Hope to get my suitcase back
soon.



- We’re really sorry about this problem, Mr. Patterson.
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Tema 2.2 Heo6xonumble 10KyMeHTHI 17151 npuema Ha padoty (Necessary document for Hiring)
(JdenoBass  npoxkymentanusi. IIpaBuna wnHanucanusi pesiome. IlpaBuiaa Hanucanus
CONPOBOIUTEIBHOTO MHCHbMA.

I'pammaTHueckuii MmaTepuait:

Conditionals

IIpakTuyeckoe 3ansaTue Ne 9 Oobem yueoHOoro Bpemenu: 10 yacos.

Ienab: coBepHIEHCTBOBATH YCTHYIO M IMCBMEHHYIO pe€4b; Pa3BUBATh HABBIKM YTEHUS U NIEPEBOAA;
dbopMUpOBaTH CIOCOOHOCTH CTY/IEHTOB OOIIATHCS HA AHTJIIMICKOM S3bIKe (YCTHO U MUChMEHHO) Ha
IIOBCCAHCBHBIC U HpO(i)eCCI/IOHaJ'II)HI)Ie TEMBI.

YMeHus:- BECTU JUANIOT B CUTYyalUsAX o(UIIMaIbHOTO OOLIEHHS ;- COOI0IaTh JIOTUKY U
MI0CJIEIOBATEIBHOCTD BBICKAa3bIBAHUI; PEUEBOI0 B3aUMOICHCTBUS C ITAPTHEPOM.

3HaHUs:

- 3HAHUC HOBBIX JICKCUUCCKHUX CIHWHMUII 10 TEMC;- CAMHUIL] PCUCBOI'0O 3TUKECTA, O6CJIY)I(I/IBaIOHII/IX
CUTYaIluu OOIICHHUS,

- 'rpaMMaTuiCcCKOro MMHUMYyMa, HGO6XO)II/IMOFO JJIsA O6HI€HI/I$I Ha aHTJIAHCKOM S3BIKE: (MOI[aJ'II)HI)Ie
riarojisl can, may, must, need, have to, should, to allow, to be able to.) Present Perfect Tense.
Conep:xaHue 3aJaHUI:

® OmnucaHHe TOCTUHUIIBL;

omrcaHue 0I1ro/1a 1o IJIaHy;
pellieHre CUTYAI[MOHHBIX 3a/1a4 ;Ka’io0bl KIIMEHTa, MUTAaHUE B TOCTUHUIIE,H T.1.
HaIMCaHKe JIENOBbIX MTUCEM;

MIpaBHJIa HAITUCAHUSI PE3IOME;

ImpaBuJjia HallMCaHW COIIPOBOJJIMUTCIBHOIO IMMChMaA.

OcHoBHbBIC TPeOOBaHUS K pe3yJIbTaTaM padoThI:
® [IPaBWJIbHOE NPOU3HOILIEHUE U OETIIOCTh Peun;
JUTEepaTypHBIN MEpPeBO]] TEKCTa 0€3 NCKaKEHUS Mepeadn CMbICIa HallMCaHHOTO:
JIEKCUKO-TpaMMaTHYecKasi F(PaMOTHOCTb;
MaKCHMaJIbHas HAOJIHSIEMOCTb BBICKAa3bIBAHUN HOBOM JICKCUKOM;
00BEM nrcbMa — He 0oJiee OJJHOM cTpaHULIbl popmaTa A4.

® COOTBETCTBHUE COACPKaHUA IIHMCbMa YCTAHOBJICHHBIM MCKAYHAPOAHBIM CTaHAapTam
HaITnCaHUusA )IeJIOBOﬁ AOKYMCHTAUH, CTPYKTYPE U PECKOMCHAAIWAM HAIHUCAHHA OCIOBBIX
nceM (pe3roMe, COMPOBOJUTEIBHOE MMUCHMO).

° COOTBETCTBHE COJIEPKAHUS TTUCEM TPeOyeMoMy 00BEMY.
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° CoOroneHne CTUWIMCTAYECKUX OCOOEHHOCTEN.

Task 1 .Study the active vocabulary and useful expressions for writing a Curriculum vitae
(CV:

personal details

date of birth,place of birth

nationality

objective

to obtain a full time position

to offer experience in a high standard of customer care

education

qualification

employment history

to present date

additional information

references

available on request
Task 2.Read the CV and translate it. Pay attention to the structure of the letter.

Curriculum Vitae

Carla Hennessy

Personal details

131 Nelson Court, London W16, UK.

Telephone: +44 (0) 20 7946 0002

Email: clhennessy@mhp.uk

Date of birth: 13/3/1982

Place of birth: Hammersmith, London.

Nationality: British

Objective

To obtain a full-time position as waiter on a cruise liner that offers experience in a high
standard of customer care.

Education and qualifications

1998: GNVQ Leisure and Tourism Diploma, Acton Tertiary College, London.

1996: 4 GCSEs — English, French, math and biology, Acton Comprehensive School.

Employment history

1999 to present date: cocktail waiter, Magpie Hotel, Ealing, London.
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1998: aerobics instructor, Acton Vale Youth Club, London.

1996 to 1998: shoe shop assistant (Saturdays only), Beta Shoes, Ealing, London.
Additional information

Active member of an amateur theatre group. Excellent computing skills.
References

Available on request.

Task 3.Highlight the active vocabulary and useful expressions in the letter.

Task 4.Study the following writing tips of writing a CV.

Use wide margins and leave lots of white space.

Use a clear, easy-to-read typeface. Don’t use italics or a small type size. Be consistent with
the typefaces you use.

Make the section headings clear and leave a clear space between sections.

Separate each part of your work experience and education clearly.

Don’t assume the reader will known what some abbreviations and acronyms mean. If in
doubt, use the full name.

Don’t exaggerate your talents but don’t underestimate them either. Remember to sell
yourself by using positive adjectives.

Watch out for grammar and spelling mistakes. Do a spell and grammar check on your
computer when you finish your CV and ask someone else to check it for you.
Task 5.Study the following structure of composing a CV.

Heading

Begin your CV with Personal details including your name, address, telephone, email address
and date of birth. Some people also include their place of birth, nationality and identity number.
Your CV can also include an objective, describing the type of work you are hoping to do.

Body

The middle section of your CV gives details of your work experience and education. List
your training, qualifications and work experience in reverse chronological order.

It’s difficult to known what to write early in your career. If you don’t have a lot of work
experience, concentrate on your relevant free-time activities or unpaid experience.

Conclusion

End with other relevant information and your references. For example your special skills,
free-time activities, any experience in voluntary organizations or participation in sports. Offer
references, although it is optional to give names and addresses. People often write References
available on request.
Task 6.Imagine that you are going to apply to a particular kind of job. Use the given
recommendations, the structure of a CV , the information below and compose your own CV .

Cruise ship vacancies



Royal Mediterranean International are looking for staff to work on our newest and largest
ship afloat due to be launched in July. Interested?? Well, so are we!

Positions available:

Gift shop sales assistants, waiter, youth staff, casino cashier, assistant purser, shore
excursion manager, disc jockey, bartender, fitness staff. We are looking for highly motivated,
energetic, outgoing, friendly and professional employees with a positive attitude. We need people
committed to customer service excellence. Send us your CV today!

Task 7 .Study the guidelines for writing a formal letter.

Avoid expressing a date numerically as it can lead to confusion (03/04/02 is 3 April in the
UK and 4 March in the USA).

The opening salutation is Dear + title and name of the person. Use Mr for a man (never
Mister). Mrs for a woman and Ms (which does not reveal marital status) if the woman has already
used this title when writing to you.

When you don't know the name of the person write Dear Sir/Madam.

If you begin the letter with the name of the person end Yours sincerely. If you begin Dear
Sir/ Madam end with Yours faithfully.

Pp is used when the letter is signed by someone different from the person who wrote the
letter. The letter below was typed for Emily While and signed by Patricia Hughes in the absence of
Emily White.

Enc. means that a document is enclosed with the letter.

Task 8.Read the letter and translate it. Highlight the active vocabulary and useful expressions
in the letter.

The letter of complaint

Arthur Grundy

41, Sefton Road

Manchester

M19 8 RU

15th April, 2002

Dear Sir/ Madam

I am writing to complain about the terrible organization of a holiday recently booked with
Med Tours.

My wife and | had chosen to stay in Bugibba, Malta from 19-26 June (ref: BMT 532) in
order to celebrate our wedding anniversary together in peaceful and relaxing surroundings.

Our troubles began at the airport where our outward flight was delayed for over four hours.
The check-in staff was unhelpful and there was no representative from Med Tours present to help
deal with the situation. We finally took off at 3.15 pm and eventually arrived at the hotel in the

evening, tired and frustrated with having wasted the first day of the holiday.



The hotel was reasonably comfortable but the food lacked variety and the service was poor.
Although advertised as 'a stone's throw from the beach’, the hotel is in fact situated on the other side
of a busy main road and is at least 20 minutes' walk away. The shops in the resort were crowded
and expensive and there were a lot of noisy road works in the town.

Last but not least, the return flight was scheduled for 9.10 am which meant having to leave
the resort at dawn to get to the airport on time. As a result, the stay is certainly not seven days as
advertised and certainly cannot be described as 'a haven of peace and tranquility’ | am therefore
looking for compensation for the inconvenience and distress of a ruined holiday.

Yours faithfully,

Arthur Grundy

Task 9. Study the active vocabulary and useful expressions.
I’m writing in reply to your advertisement in the ( name of newspaper).
I would like to apply for the position of ( job title).
I have experience in (types of duties and responsibilities).
I’m a (positive adjectives to describe you) person.
| am available for interview (days and times).
I look forward to hearing from you.
Task 10.Read the covering letter and translate it. Pay attention to the structure of the letter.
Charles Piper
41, Sefton Road
Manchester
M19 8RU
chazpiper@hotmail.com
15TH April, 2002
Dear Sir/Madam

I am writing in reply to your advertisement in the Manchester Evening Times on Wednesday
12 April. 1 would like to apply for the position of assistant Purser with Royal Mediterranean
International.

I am an outgoing and motivated person and | also have strong communication and
organizational skills. I have not worked on board a cruise ship before but | have experience as a
hotel receptionist and I have the GNVQ Diploma in Leisure and Tourism.

Please find enclosed a copy of my CV. | am available for interview at any time. | look
forward to hearing from you.

Yours faithfully,

Charles Piper
Task 10 . Study the following structure of writing a covering letter:

Say where you saw the advertisement



Say what job you are interested in
Emphasize what makes you the right person for the job
Say when you can attend an interview
Write a concluding sentence
Task 11. Study the following writing tips:

In a personal letter you can put your name, address, telephone number and email on the
right-hand or left-hand side of the letter.

There are different ways of writing dates: 15 April 2002, or 15/4/2002 but in US English the
month comes first, e.g. 4/15/2002

If you don’t know the name of the person you are writing to, start with Dear Sir/Madam.

Write in short paragraphs so that the letter is well organized and easy to read.

When you don’t know the name of the person you are writing to, close with Yours
faithfully, followed by a comma.

Remember to write your full name clearly after your signature.
Task 12.Imagine that you are going to apply to a particular kind of job. Use the given

recommendations and the structure of a covering letter. Compose your own covering letter.
Task 13. Study the active vocabulary and useful expressions given below.

The letter of complaint.

I'm writing to complain about terrible organization

I am looking for compensation

Our trouble began...

I want to complain about...

A number of things went wrong. To start with....

What’s more....

Another complaint I have is....

Another problem we had was.....

I believe I ‘m entitled

flight was delayed

staff were unhelpful

there was no representative

food lack variety

service was poor

uncomfortable

dissatisfied

disappointed

noisy road works

ruined holiday

busy roads, streets



Task 14. Study the structure of the letter.
address — oOpatTHBIi agpec OTIIPaBUTENS
date — qara MOArOTOBKHM MHUChMa
addressee — aapec mosydarens
reference (Ref) — ccouika
salutation — mpuBeTcTBUE
regarding (Re)/ subject — Tema
problem — cyts mpoGieMsr
closing — 3akirounTenbHast YacTh
ending — koHer| muchbmMa
signature — moanucey
poSition — TOJDKHOCTH OTIIPABUTENS
enclosue (Enc) — npusioxenus

Task 15.Answering to the letter - request
Useful expressions:
Thank you for your letter/ fax of (date)...
In reply to your letter/ fax of (date)...
We specialize in catering for...
Please find enclosed...
If you need any further help or information please do not hesitate to contact us.
I look forward to hearing from you.
requesting information
touring holiday
to enclose a brochure
a wide selection of tours
a coach tour
a self-drive tour
to look in particular at...
round trip
deluxe air-conditioned tours
major sites
holiday of your choice
travel consultant
to be delighted to help you
to answer any queries
look forward to welcoming you...
to be available to connect with...
guarantee
surcharge
to be sure of real value for money

a) OcHOBHAas JIMTEPATYPA;
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Tema 2.3 UuTepBbio ¢ padoroxarenem (Interview with the employer).

Jlekcuyeckuii MatepuaJ no reme. I'pammarnueckuii marepuan: OopasoBanue u
HCnoJb30BaHue riaroiioB B Present Perfect Tense.
IpakTnyeckoe 3ansitue Ne 10 O6bem yueOHoro spemenu: 10 yacos.
Hean: coBeplieHCTBOBATh YCTHYIO M MUCBMEHHYIO PE€Yb; Pa3BUBATh HABBIKHM UTEHUS U MEPEBOJIA;
dbopMUpPOBaTH CIOCOOHOCTH CTYIEHTOB OOIIATHCS HA AHTJIIHMICKOM f3bIKE (YCTHO U MMChMEHHO) Ha
MOBCE/IHEBHBIE UTTPOPECCUOHATBHBIE TEMBI.
CTyaeHT JOJKEH YMeTh: BECTH AUAJIOT B CUTYAIUAX OPUIIMATIBHOTO OOIIEHUS; COOTI0IaTh JIOTUKY
U TI0CTIEI0BATEILHOCTh BBICKA3bIBAHUI; PEUEBOTO B3aUMOICHUCTBHS C TAPTHEPOM.
CTyaeHT 10KEeH 3HATh: HOBBIC JIEKCUUECKHE CIMHUIIBI TI0 TEME; €IMHUIIBI PEUYEBOT0 ITUKETA,
00CITyXKUBAIOUINX CUTYyallUU OOLICHHS; TPAaMMATHYECKU MUHUMYM, HEOOXOIUMBIN 111 OOLICHHS
Ha anrnuiickoM s3bike: (Complex Object )

Conep:xanue 3aJaHU:

U3yUYEHHE TUIaHA TUATOTUYCCKOTO BBICKAa3bIBAHHS,

(donernyeckas orpaboTKa ¢ppa3 UCIOIb3YEMbIX B UHTEPBBIO;

MOHOJIOTHUYCCKOC BBICKA3bIBAHUC HA TEMY «H[[eﬂbHafI pa60Ta JJIA MCHSI»,

u3ydeHue oOpasia HanboJiee yIauHOro HHTEPBHIO C pad0TOIaTEIEM C MOCIEAYIOIINM
UCTIOJIb30BaHUEM Ha TIPAKTHUKE.

e BBINOJHEHHE JIEKCHKO-TpaMMaTHIeCKuX yrpaxuenuit mo reme Complex Object.

OcHoBHbIE TpeOOBaHUS K pe3yJbTaTaM padoThl:

MPaBHJILHOE MPOU3HOILIEHUE U OETIIOCTh Peun;

TUTEPATypPHBIN MEPEeBO]] TEKCTa 0€3 NCKAKEHUS Tepeadn CMbICIa HAllMCAHHOTO:
JIEKCUKO-TpaMMAaTH4eCKasi TPAMOTHOCTb;

MakKCHUMaJIbHas HAITOJTHIEMOCTD BBICKa3bIBAHWI HOBOM JIEKCHKOM;

CIOCOOHOCTh K KOMMYHUKATHBHOMY MapTHEPCTBY.

Task 1.CobecenoBanne npu npueme Ha padory. Interview with employer.
Il;1an AMAIOrHYecKOro BHICKA3bIBAHMA.
@ [IpuBercTBUE.
@ Ornricanye BAKAHTHOW JTOJKHOCTH U OPTaHU3AINH B [[ETIOM.
@ Bompocs! paboroaaresist 0 TpoeCCHOHANBHOM TOTOTOBKE COMCKATEIISI, MTPEIBIAYIIEM OITBITE
paboThI U HaBbIKAaxX paboThI B chepe Typu3Ma.

@ Borpocs! pabotoaareist 0 Cia0bIX U CHIBHBIX CTOPOHAX COMCKATENS, a TAK)KE MOTHBALIS



YCTpOMCTBAa NMEHHO Ha MPEIIaraeMyro JOKHOCTD.
@ Bompocsl couckatesst paboToIaTesio 0 CoaepKanuu Oy ayIei paGoThL.

@ 3aBepiueHue codece0BaHus. Y TOYHUTE CPOKH ITOTYYCHHS OTBETA.

Task 2. Translate the situational phrases used in interviews with employer and give possible answers.
Can you tell me about yourself?
Why do you want to work in the travel industry?

Do you have any previous work experience?
What kind of salary are you looking for? When would you like to start?
Where would you like to work?

How many languages can you speak?

How did you find out about the job?

How soon will you let me know?

What about the salary? How big is it

Will 1 be provided with a salary package?
What are my duties?

What are the other benefits working here?
What can you offer me?

I’d prefer to work in catering.

Task 3. Compose a monological expression:

An ideal job formeisajob. ..
that suits my personality
with prospects of promotion
that gives independence
well-paid
risky
exciting
that encourages thinking and developing
calm and steady
which is connected with communication
prestigious
part-time
without long business trips
with educational opportunities
with good work conditions

Task 4. Complete the sentences (My future profession)

1. There are many professions in the world. It’s hard to choose the one that you want to pursue.
When | was a child, | wanted to be
2.1 always knew that my mom was an economist, but or some reason that sounded

3.Now I’'m
4.I’ve learned that it’s economy that rules
5.I’m interested in the way markets




6.1 decided that | want to be an economist, just like

7.There is a lot of competition in that field, because an economist’s career is very
I

8.Without hard work and patience you can't !
9.Your profession is what shows your way of
10.Understanding economy makes it easier to understand
11.1 need to study and work a lot to become an economist, but I know
12.My dream is to study at a top university, so | can have a successful
13. Becoming a well-known and respected hotel manager is my life

Task 5. Study the successful interview.

1.Tell me about myself.

A.I’d describe myself as a goal-oriented and hardworking person with good organizational skills
and strategic thinking.

Furthermore, I’'m a good speaker and even a better listener — that’s why I’ve always been able to
get along with different types of people. | have over six years of experience in sales. After working
the past four years as a sales manager, I’ve developed a number of important skills, including
decision-making and multitasking. That background will help me achieve all goals you have set for
this position.

In my free time | enjoy reading and bicycling. It provides me with a good balance in my life.
2.What are your strengths?

A. My strengths are excellent written and verbal communication skills. I can usually win people
over to my point of view. Also, I'm competitive and like to excel at everything I do. My goal is to
achieve results beyond the expectations of my supervisor. And last but not least, I'm very flexible
and adaptable to new situations. Regardless of the situation I have the ability to adapt and work
under any circumstances. These skills seem to be directly related to the job.

3.What are your weaknesses?

A.I admit being a bit of a perfectionist. Sometimes when I’'m working on a big project, I focus too
much on the details. But I’ve learned that it’s not always possible or even practical to try to perfect
your work.

4.Why should we hire you?

A.My years of experience in this industry make me sure I can do this job and bring added value.
I’ve gained a reputation as a key player when it comes to negotiations. In my last job | was able to
negotiate profitable business deals. | know this business from the ground up, and you can be assured
that I know what I’d be getting into as a sales manager here.

5.Why should you left your job?

A.My potential for growth in this area is limited at AAA because of the size of the company and the
fact that expansion is not a part of its current strategic plan.
2. | am interested in a position with a stable company where | will have room for growth and an
opportunity for advancement.
3. I relocated to this city due to family circumstances that is why | had to leave my previous
position.
4. T wanted a new challenge. There wasn’t room for growth with my previous employer.
5. This job seems like an excellent match for my experience and skills. | was not able to fully
utilize them in my previous position.
6. look forward to a position that offers more opportunities to work with corporate clients. |
have had a few opportunities to do this with my current (previous) employer. I’ve read about
the company’s future projects that are designed to move the company forward towards

I



achieving its mission. | want to be a part of this company because | believe | can be of
assistance in its growth.

7. Why do you want this job?

e | see the next few years here at BBB as an opportunity to gain the skills and knowledge to
run one of the departments in this company. If | continue working in the department where
this position is, | hope to be a senior manager and participate in shaping the strategic plans
for development in B2B sales and marketing.

7.What are your goals for the future?
A.l am interested in finding a position where | can use my professional skills and abilities and
build a good career. I’m sure that you’re offering a salary which is competitive in the market.

8.What are your salary expectations?

A. According to my experience, | think that $30000-45000 per year is a typical salary in the
market. | would need to know more about your salary structure and how often you review
salaries as well as your entire package before I could discuss salary ranges. Could you provide
me with more information before we discuss this subject?

9.Tell me about an accomplishment you are most proud of.

A.l improved the inquiry management system at the company where | previously worked. |
decided to set up a system grouping inquiries according to region. This approach enabled the
entire  marketing team to come up with more efficient solutions to our distribution problems.

10. Do you have any questions?

How many employees work for the organization?

Please tell me a little about the people with whom I'll be working most closely .
Will 1 work independently or in a team?

Where I'll be working?

How advanced is the hardware and software | will be expected to use?

How did this job become available?

a) OcHoBHas1 IMTEpaTYpa;
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Tema 2.4 Peructpauusi TypuctoB B oteJsie (Tourist registration in the hotel).

Jlexcuyeckuii matepuan no teme. 'pammarudeckuii matepuan: Present Perfect Continuous
IIpakTyeckoe 3ansaTue Ne 11 O6bem yyedHoro spemenn: 10 yacos.

Perucrpanus rocreii B oreJe.



I'pammaTrueckuil MaTepuan.
The Present Perfect Continuous;

Llesb: COBEpIICHCTBOBATH YCTHYIO M IMCHbMEHHYIO PEUb; pa3BHBATh HABBIKUA YTCHUS U NIEPEBOJIA;
(dbopMUPOBATH CIOCOOHOCTH CTYIEHTOB OOIIATHCS HA AHTJIIMICKOM sI3bIKE (YCTHO M MMMCHMEHHO) Ha
TIOBCEHEBHBIC U TPO(ECCUOHATBHBIC TEMBI.

YMeTh:- BECTH JUAJIOT B CUTYalUSIX OPHUIIMATHLHOTO OOIIEHUS ;- COOIOAATh JIOTHKY U
MIOCJIEIOBATEIBHOCTD BBICKAa3bIBAaHUIA; PEUEBOTO B3aUMOJICHCTBUS C ITAPTHEPOM.

3HATh: HOBBIC JICKCUYECKE CTUHUIIBI TTO TEME;eMHUIIBI PEUYEBOTO ITUKETA, OOCITY)KHUBAFOIIIHX
CUTYyalMu OOIICHUS; TIPaBUJIa PErHCTPALIMU. 00S3aHHOCTH TIEPCOHAIIA CITY)KOBI IpUeMa U
pa3MeIicHHsI.

- TPAMMATHYEeCKOr0 MHHUMYMa, HEOOXOIUMOTO0 JjIsi OOIIEHHs Ha aHTJIMICKOM si3bike: The Present
Perfect Continuous Tense;

Conep:xanue 3aJaHNIH:

MpaBuJjIa PETUCTPAIIUU B OTEIIE;

YTEHUE U TIEPEBOJI TEKCTa;

COCTaBJICHHE TUATIOrOB Ha 06a3e peueBbIX KIHIIIE;
HaIMCaHKe MMChMa —Kalo0bl;

BBITMIOJTHEHHE JIEKCUKO-TPAMMAaTHUECKUX YIPaKHEHUH.
KoHnTtposbHas padora 4.

OcHoBHBbIE TpeOOBaHUs K pe3y/ibTaTaM padoThl:
® [pPaBUJIBLHOE MPOU3HOIIEHNE U OCTIIOCTh PEUH;
®  JIUTEPATYPHBIN MEPEBOJ] TEKCTA O€3 MCKAKEHUS TIepeIadll CMBICIIA HAITMCAHHOTO:
® JIEKCUKO-TPaMMaTHYECKasi TPAMOTHOCTD;
e  MaKkcHMalbHas HaIlOJHSIEMOCTh BBICKA3BIBAHUN HOBOM JTEKCHKOM;

®  CIOCOOHOCTh K KOMMYHUKAaTUBHOMY IapTHEPCTBY.

Task 1.Memorize the information from the Text A.

Different Ways of Greeting People Americans tend to be more casual than people in a lot of other
countries when it comes to greetings. This informality of greetings appears to stem from the sense
of equality Americans generally felt, as immigrants to the country were not judged on family status
but, rather, on their achievements and hard work. Other countries also have casual greetings
between friends, family and co-workers of equal status but may be more formal in dealing with
employers and those who appear to be of a higher status or who are strangers.

The Casual Verbal Greeting Examples of a casual verbal greeting include "Hi,” "Hello" or
colloguialisms such as "Howdy" or "Yo0." Sometimes the casual greeting can begin with a short
question such as "What's up?,” "How's it going?" or "How are you?" A person giving one of these
question greetings does not usually expect an accurate answer. A simple "Fine," "Not too bad" or
another neutral answer usually suffices, before the second greeter then returns the question. Usually
the greeters also incorporate a smile that reaches to the eyes as part of a casual greeting. This is to
indicate to the other person that the greeter is pleased to see him. A casual verbal greeting may also
be prefaced by a casual nonverbal greeting.



The Casual Verbal Greeting Examples of a casual verbal greeting include "Hi," "Hello" or
colloquialisms such as "Howdy" or "Y0." Sometimes the casual greeting can begin with a short
question such as "What's up?,” "How's it going?" or "How are you?" A person giving one of these
question greetings does not usually expect an accurate answer. A simple "Fine,” "Not too bad" or
another neutral answer usually suffices, before the second greeter then returns the question. Usually
the greeters also incorporate a smile that reaches to the eyes as part of a casual greeting. This is to
indicate to the other person that the greeter is pleased to see him. A casual verbal greeting may also
be prefaced by a casual nonverbal greeting.

Nonverbal Greeting Sometimes people give each other nonverbal greetings. This can be due to the
fact that the two people are too far away from each other to hear a spoken greeting but still wish to
acknowledge each other. Sometimes a person will give a nonverbal greeting to another person if she
is devoting a lot of attention to a task. For example, someone who's on the phone may not wish to
interrupt the conversation by saying hello, so she gives the newcomer a nonverbal sign of greeting.
Examples of nonverbal greetings include a wave of the hand with the palm facing out, a hand wave
with the fingers moving down repetitively to the palm and back (usually given to young children), a
wink of the eye or a simple smile and eye contact. Other nonverbal signs that greeters perform are
part of the greeting ritual. For example, men commonly shake hands with each other or give each
other a pat on the back. Women may give each other a hug and a kiss on the cheek. Women
greeting men and men greeting women may also hug and kiss each other on the cheek, especially if
they are related. Adults greeting children may give them a hug, or even pick them up and swing
them around.

Global Greetings Different cultures may use other greeting styles. For example, the French kiss
each other on both cheeks. Japanese people bow to each other. Indians and Nepalis touch the palms
of both hands together with the fingertips pointed upward and bow slightly to show respect.

Task 2. Translate and study the words and phrases “Arriving and check in “(Ilpu6biTHe B
0TeJIb ¥ PerucTpanus)

1.1d like to check in.

2.When did they arrive?

3.Could I have your passport ,please?

4.Do you have any form of identification?

5.Driving license will do.

6.Will you fill in this form, please?

7.How would you like to pay?

8.May | pay in dollars?

9.My company is paying for me.

10.May | have your payment agreement?

11.We need to make a registration for you.

12.Could you sign here, please?

13.Your signature here ,please.

14.Do you have any preferences about the room?

15.Your room is 655.

16.Here is your key.

17.Would you like some help with your luggage?

18.The porter will attend to it immediately.

19.The porter will show you to your room.

20.If you have valuable items, you should use safe deposit provision.

21.1f you have some valuables, you can put them into the safe.

Staying at the hotel. (IlpeosiBanue B oTeJIe).
e What time is breakfast, lunch, dinner?
e Where can | change some money?



How do | get to the nearest metro station?

How do | telephone to the USA?

What is the code of Great Britain?

How do | telephone room service?

Where is the lift?

Where can | rent a car?

What if | have a problem with the car?

What should I visit while | am staying here?

I"d like to eat some traditional local food.

What is a good present to the home?

Can | have an extra towel?

Could you book a table for three in the restaurant for me this evening?
How many for?

Could I have lunch in my room now?

Could you tell me your name and room number?

What time would you like a table for?

I could order a late supper for you? It could be brought to your room.
I'll contact the restaurant and have them prepare a supper for you for 11.00.
What would you like?

There is a choice of....

Could | book the tickets for the show?

This is John Smith from room No 65.

| am afraid I'm not feeling very well/ | have a headache.
Could you, please, send for the doctor?

Would you , please, ask someone send up some painkiller.
I don't have anything with me.

Would you like nurse to visit you?

I'll have room service send up some aspirin immediately.
Can | have a morning call at 5,05?

I"d like to have my trousers pressed.

I"d like to have my skirt cleaned.

I"d like to have clean shoes for the morning.

The concierge can arrange this for you.

You have collect the car from the garage.

You can take an excursion if you want.

If you have a problem with the car, it will be replaced.

Departure and checking out ( OTbe31 u BbInKMcKa)

1.1°d like to check out, please.

2.1'llget your bill.

3.What room are you in?

4.0ne moment, Madam, | will work out the total.
5.Would you like to check it through?

6.1 disagree with the charge .

7. 1 think you have overcharged me.

8.Can you tell me what this item is for?
9.That was the morning papers you had.

10.1 didn’t order any papers.

11.1 didn’t order anything from room service.



12.1 hope you "ve enjoyed your stay with us.

13.Would you like a taxi to the airport?

14 We look forward to welcoming you back again in the future.
15.1 hope you have a pleasant journey.

Task 3 Learn the following words and phrases:
A telephone

A mobile phone

A smartphone

An iPhone

A rining phone

A phone conversation
Aphone call

A phone number
Telephoning
Telephony

To phone

To answer the phone
To be jn phone

To make a phone call
To callback

To speak by phone

To communicate by phone
To chat on the phone
To ring

To hang up

To dial a number

To switch on the phone
To switch off the phone

Task4.Agree or disagree with the statements below. Pay attention to the following pattern.
It’s tactless to talk on the phone during lessons.

It's true.

All mobile phones models are expensive.

It’s false.

1.1t’s dangerous to talk on the phone when you are driving a car.

2.A loud phone conversation in public places doesn't annoy other people.

3.Some people use a mobile phone not only for communication but also for intertainment.
4.People don’t become dependant on mobile phones.

5.As a rule hotel receptionists receive a lot of calls during a day.

6.For some people a mobile phone is a working tool.

7.A working mobile phone is harmful to a baby's health.

Task 5. Match the questions with their Russian equivalents.
1.How can | make a reservation?

You can make a reservation through the agency.

2.You can reserve through Hilton.com.

3.You can contact hotel reservation directly at 456 09 27.
4.You can send an e-mail to reservation @savoy.com.

a)Bb1 MoxkeTe OpOHHPOBATH YEpe3 areHCTBO.
b).Kak MoxHO 3a0poHUpOBaTh HOMEP?



C)BrI MmoxeTe 3a0poHupoBaTh HOMep Ha caifte Hilton.com.

d).Bsl MOKeTE HAIIPAMYIO CBS3aThCS C OTAEIOM OPOHUPOBaAHHMS 110 TeehOHY MO TenedoHy. ...

e).Bel MOkeTe OTIIpaBUTH AMEKTPOHHOE ITHCHMO T10 ajpecy reservation @savoy.com.
Task 6. Match the questions to their answers.

1.Good morning !'What can | do for you?

2.Are there any rooms available?

3.Could you give me some information about accommodation?
4What about the facilities in/within the room?

5.What's the charge/rate?

6.Does the rate include breakfast?

7.Do you accept credit cards?

8.How long are you going to stay?

9.What suite are you going to reserve?

10.Which way do you prefer to pay?

a.l"d like to make a reservation, please.

b.I"d like to book a room ,please.

c.l'd like to reserve two singles.

d.I"d like to reserve a single room for 6 nights from the 1-st of May.
e.l"d like to book a room from Monday 12-th to Friday 18-th.
f. I"d like a room for the night.

g. I'd like two reserve two doubles for December 9 th.

h.The rooms are for John smith and Peter Jackson.

i.I would be interested in booking.

g.1 am not sure of the exact days yet, so I'd like to make a booking for the 21-st to 27.
k.1 want to come on the 3-d of April and stay for six nights.
|.We are three, two adults and a child,

m.If you have no vacancies....

n.If you have no accommodation available....

o.I'm looking for a suitable hotel near the airport.

p.1I"d like to reserve luxury /presidential suite.

g.1 don’t need anything luxurious- just a private bathroom.
r.I would like to know what your charge for....

s.I would be grateful for indication of your rates.

t.Please ,send me your price list.

u.l will be paying by Visa card.

Task 7. Learn useful expressions

1.May | have your name and telephone number please.
2.Could you please fill in this registration form?

3.What type of room do you prefer?

4.Do you want to have your breakfast included?
5.Breakfast is served from 6 to 9 a.m/ in the dining area.
6.Now we don't have any doble rooms, but there is a tripple one available.
7.You have to pay in advance.

8.There are no advance rooms at the moment.

9.The rate includes sauna, gym,parking,safe deposit box
10. We reguire your credit card number for a deposit.
11.Could I see your passport?

12.Could you please sign at the bottom of the form?



13.Could I have your room nmber and key, please.
14 Your total is $222222. How will you be paying with cash or credit card?
15 Enjoy the rest of your vacation!

Task 8. Learn Dialogues
1. Booking a room in a hotel

- Good afternoon. Queen’s Hotel.

- Hi. This is Joanna Stewart from Madrid calling. | would like to arrange accommodation for our
company’s visiting professors. And I am going to learn a bit about the facilities that your hotel
offers.

- I see, Miss Stewart. Well, Queen’s Hotel is a 4-star hotel and we are located 10 minutes from the
centre of London.

- Does this mean that the hotel is too crowded and noisy?

- Not quite because the guests’ rooms are on the quiet side of the building.

- That’s fine. And is there a restaurant in the hotel? Do you serve any food there?

- Sure. There is a small restaurant here which caters our residents. We also have a bar and a snack-
bar.

- | see. And do you have a swimming pool or a sauna?

- Yes, the sauna is rather popular with our guests. Unfortunately there isn’t a swimming pool here.

- Well, thank you for the information. Can | make a booking for 2 people then, for the 10th of June,
please?

- Ok. How long are they going to stay?

- I hope, for 3 nights. But they may stay a bit longer.

- Would you like a double or a twin room? With a bath or a shower cabin?

- A twin room with a bath and an air-conditioner will be fine. And how much is the room? Is
breakfast included?

- Our hotel offers half board or bed and breakfast. Which variant do you prefer?

- Bed and breakfast will do. And I hope there is a TV set, a fridge, a kettle and a hair-drier in the
room.

- Oh, it goes without saying. So the room number 355 is available on the third floor. You can see
the room on our web-site and in case you decide to change it, please, let us know as soon as
possible. So price of the room is 150 dollars per night. The price is inclusive.

- OK. We’ll take it. Can we pay by a credit card?

- Certainly. May | have the names of the visiting persons, please?

- That’s Mr. Manuel Alonso and Mr. Antonio Solana.

- OK. Our check-in time is at 1 p.m. and our guests should come to the reception desk to fill in the
forms and get the keys. Thank you for choosing the Queen’s Hotel. Good bye.

Dialogue 2. Talk with an Administrator

Administrator: Hello, how can I help you?

Guest: Hello. I would like to stay at your hotel.

A: Have you booked the room in advance?

G: No, but I hope you will find something for me.

A: Now I'll look. So ... We have several free rooms. There is a suite, there is a single standard
and a double economy.

G: And what is the cost of the rooms?

A: The suite costs $ 30 per night, the "Standard" room - $ 20 per night, and the "Economy" for
two - $ 15 per person.



G: 1 would like to have a single room. I do not want to live with a stranger. I'll take the room for
$ 30.

A: Good. We have a room with mountain view, and there is one with a view of the park. Which
one would you prefer?

G: I really like greenery. | have a beautiful view of the forest from my window at home. And the
mountains are not mine. I'm afraid of heights. Give me a room with a view of the park.
. All right.
: What about food?
: Breakfast is included in the room price. Standard continental breakfast.
: And where can | have lunch and dinner here?
: There is a small restaurant on the 1st floor of the hotel. There you can eat at any time.
: Great.
. If everything suits you, please fill in the application form and write down all the data.
: Here you are. Is it all right?
2 Yes, all is well. Here are the keys to your room. You will be taken to the room and shown how
to use the devices.

G: Is there a mini bar in the room?

A: Yes, there is. But you need to pay extra for everything there.

G: I see. And another question. | need to send a few emails today. Do you have the opportunity to
do this?

A: Our hotel has free Wi-Fi. Moreover, we have a business center where you can not only send
letters, but also print out everything that you need.

G: Great. Thanks for the info.

A: Have a nice rest.
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Task 8.Read tourist role cards and study the complaints made by tourists.

Study writing tips and the following structure of writing a letter of complaint.

You, your wife / husband and your two-year-old daughter have just come back from this
resort and it was the worst holiday of your life. You are going to complain to the tour operator and
try to get some compensation. Here are some of the problems you had:

You were not collected from airport. You had to pay $50 for a taxi to take you to the hotel.

The room overlooked the swimming pool and bar. You only had a partial view of the ocean.

The swimming pool was unsuitable for children: it was crowded and there was no lifeguard.
The spa wasn't working.

The local beaches were all private. The nearest public beach was a 20-minute walk from the
hotel.

The outside bar was open all night and very noisy. You and your family couldn't sleep.

For two nights the restaurant only provided local food which your daughter couldn't eat.

All the excursions were fully booked when you arrived.

Task 6.Study the following writing tips. And compose the letter of complaint.

Use headed paper with the phone number, email address, etc. when writing on behalf of

your hotel or company.

Remember to include the date. This is very important when filling correspondence.

I



You can include the address of the recipient on the left hand side of the letter.

You can include a reference number, code or title at the top of the letter.

When you know the name of the person, start with Dear and the correct title and name of the
person followed by a comma.

Always make sure your letter is formal and polite. Use words like please, thank you. etc.

Organize your letter in short paragraphs.

When you know the name of the person, close with Yours sincerely.

Write your job position after your signature and name.
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Tema 2.5 Ilposenenue kongepenuuii B oresie. (Hotel Conferences)

IpakTuyeckoe 3ansaTue Ne 12 (10 yac)

Ieab: cOBepIIEHCTBOBATH YCTHYIO M MUCHbMEHHYIO pPeYb; Pa3BUBATh HABBIKU UTEHUS U MEPEBOJIA;
(hopMHUPOBATH CIIOCOOHOCTU CTYJIEHTOB OOINATHCS HA AaHTJTUHCKOM SI3BIKE (YCTHO M MTUCHMEHHO)
Ha TIOBCETHEBHBIE U MPO(HECCHOHATEHBIE TEMBI.

TpedoBanus K 3HAHUSIM U YMEHUSIM:

CTyneHT AOKEeH yMeTh: BECTH JIUaJIor B CUTyaIMsIX OUIIMAIBHOTO OOIIeHHs; COOI0IaTh
JIOTUKY U TIOCJIEI0BATETLHOCTh BBHICKAa3bIBAHUH; PEUEBOTO B3aUMOICHCTBHSI C TAPTHEPOM,
MIPUHUMATD U 3aIlONHSATH 3as8BKU Ha y4acThe B KOH(PEpPEHIINH.

CTyaeHT N0KEeH 3HATh: HOBBIC JIEKCUUECKHE €IMHUIIBI TI0 TEME; €IMHUIIBI PEUEBOT0 STUKETA,
00CITYKMBAIOIINX CUTYyalluH OOLICHUS;TpaMMaTHUECKU MUHUMYM, HEOOXOTUMBINA i1 OOLIeHUS
Ha aHrmiickoM s3bike: (Modal Verbs. Can. May. Must Have to .Could. Might;), o6opynoBanue
JUIs KOH(epeHI3ana.

IlepeyeHb HEOOXOAUMBIX CPEICTB 00yUeHHA: YICOHHK, CIIOBApb, KOMITBIOTED, paboyas

TeTpaib.

Conep:xkanue 3a1aHMii:

1) KOHTPOJIBHBIE BOMIPOCHI 110 TEME;

2) onMcanue KOH(EpeHI3ania;

3) mopsaok 3anpoca uHGpOpMAaIUK IS TPOBEICHUS KOH(PEPEHIINH;

4) oTBET Ha MUCHMO-3aIPOC

5) co3maHue U 3amoyiHeHue OJaHKa perucTpaluu Ha KOH(EepEeHINIo, CeMUHAP.

Task 1 Test questions:



1.What is needed for conference facilities in hotels?

2.Why is it necessary to inatall small board/Projection screen?
3.What is WIFI and how you can use it?

4.What is good quality Audio equipment?

5.What can you say about proper seating arrangement?

6. What is videoconferencing system?

7.What are the requirement for efficient staff?

8.Why is an accessible location important?

9.Fully air-conditioned.

10. Tea/coffee breaks.

11.What are the benefits of conference facilities in the hotel?
12.What is on-site business centre?

Task 2. Describe a Conference Hall in the Hotel

1.The seating capacity of our conference room is 100 seats
. Conference rooms are equipped with

. audiovisual conference equipment.

. multimedia projector to show presentation materials.

. lecterns and flipcharts..

. hospitality room..

. This suite contains four rooms..
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10.1t can take up to 90 people.

11. We usually have it set out in school-room style.

12. We need to confirm exact numbers.

13. They want the meeting to be followed by an excursion
14.We have already received the name badges.

. I think this suite is going to be the most suitable for your conference.

. 'You need a large room for opening and closing meetings with all the delegates..

Task 3. Require information concerning arrangement of conferences in a hotel according

to the plan.

e [lpu BbIOOpe oOTENs [uUIsi oOpraHU3aluu KOH(epeHIUU

HH(pOpMaLHIO.
e MecTopacnoyioKeHue OTels.

MIPOBEICHUS KOH(PEPEHIIUH 1 JIeTOBbIX BCTPEY.

O6mas uapopmarus o0 oree.
IIuTanue.
Otapix rocreit. [locemnenne qocronpruMedaTenbHOCTEH.

Useful expressions:

Where is the hotel located?

Is there a transfer to the hotel from the airport?
How do the delegates get to the hotel?

What conference facilities does the hotel provide?
Are there any supportive services?

OObecrieyeHHOCTh  OTeNII  HEOOXOAMMBIM  000pYAOBaHHUEM

Hann4uue nonoaHUTeIbHBIX yCIyr Ay JEJIOBBIX KIIMCHTOB.

3alpOCUTE  CIIEAYIOIIYIO

1 IIOMCHICHUAMHU  TJIA



e Is there modern equipment for arranging conferences and business meetings at the hotel?
e Could you provide the information about guest rooms?

e What about catering at the hotel? Are there any restaurants and bars?

e What cuisine do they serve?

e Are there any places of interest near the hotel?

e What entertainment is provided in the hotel?

Task 4. Answering to the letter - request
Useful expressions:
Thank you for your letter/ fax of (date)...
In reply to your letter/ fax of (date)...
We specialize in catering for...
Please find enclosed...
If you need any further help or information please do not hesitate to contact us.
I look forward to hearing from you.
requesting information
touring holiday
to enclose a brochure
a wide selection of tours
a coach tour
a self-drive tour
to look in particular at...
round trip
deluxe air-conditioned tours
major sites
holiday of your choice
travel consultant
to be delighted to help you
to answer any queries
look forward to welcoming you...
to be available to connect with...
guarantee
surcharge
to be sure of real value for money

OG6pa3zerr oTBeTa Ha MUCHMO-3aIPOC.

Atlantic House, Hazelwick Avenue, Haywards Heath, West Sussex HH10 1 NP
Mrs. McSweeney

44 Cedar Avenue

London

N3 1SR

6 November 199

Dear Mrs. McSweeney,

I am delighted to enclose a Skyways Holiday Golf brochure for next season.

This brochure offers the widest selection of golf holidays available today. Choose between a
holiday near to home in Portugal, Spain or Madeira, or fly further afield to exotic destinations such
as the Caribbean, the USA, Kenya or ever Thailand.

Free Skyways UK Flights to Heathrow or Gatwick are available to connect with many
holidays, and you will find a host of bonus offers at selected hotels throughout the brochure. Will
guarantee no surcharges, you can be sure of real value for money. | do hope that this new brochure
will help you find the holiday of your choose. Our specialist Golf Reservations Team on 01293

I



487725 will be delighted to help you with your booking, or alternatively visit local ABTA Travel
Agent or Skyways Travel Shop. If you have any specific questions, please call our Golf Advance
Helpline on 01293 890572.

We look forward to welcoming you on a Skyways Holiday soon.

Yours sincerely,

Avril Sinclair

Golf manager

PS Our Golf Reservation Team on 01293 487725 will be happy to check availability on any
holiday for you.

Task 5 FAX
Useful expressions:
e With reference to your phone call today...
e |/We are writing to confirm me changes to your booking.
e The tour is for five days, deporting from on ...
e  What is needed for conference facilities in hotels?We hope you enjoy your tour with...
e \We are pleased to confirm the changes to your booking.
e | have included all the necessary tour details.
e |f any of this information is incorrect, please contact us immediately.
e |f you have any additional questions...
e Thank you for choosing out travel agency.

1 Give a contact phone number it is not on the letterhead.

2 Salutation -include the title (Mrs, Miss, Ms, Dr, and so on) and copy the name exactly as
that person writes it, If you don't know the name or whether the person is a man or woman, put
Dear Sir or Madam.

3 Reference line — this describes the main purpose of the fax or letter.

4 1f you are responding to a letter, fax or email, refer to its subject and date in the first
paragraph or sentence.

5 State the main reason for the fax in the first sentence. Remember that the recipient may
have to read a lot of business correspondence.

6 The paragraphs of business letters and faxes can be short, usually between three and eight
lines long. This helps the recipient to read and remember the important facts.

7 Yours sincerely is the most frequently-used closing expression. Only the first letter is
capitalised.

8 Write your signature and type your name below the closing expression. Whenever
possible, include your job title below your name.

Structure of the fax message:

Heading

= addressee (t0) — agpec mosydarenst

= fax number — Homep daxca momyuyaTens

= address (from) — oOpaTHBIi ajpec OTIPaBUTENS
» fax number — Homep daxca oTnpaBuTENS

= date

= number of pages

Content
1.salutation (Dear Mr. Brown) ;
2.subject (confirmation the changes to the booking);

Name of tour



Number of people

Number of days

Accommodation

Excursions

Payment details

Method

Card number

Expiry dare

Conclusion

= closing ;

= ending ;

= signature;

= position ;

Read the fax and translate it.

To Mr. Louis Fuller

Fax mo. (940) 284 3423

From Miss Silvia Roth, Reservations Department, Wilton Hotel

Fax no. (090) 784 1005

Phone no. (090) 784 1003

Dare November 26, 2009

Number of pages 1of1

Dear Mr. Fuller,

Confirmation of reservation

In reply to your fax of today’s date, we are pleated to confirm yowur reservation. 1 have
included the information you will need to make your check-in as simple as possible.

Your confirmation number: BFO15H

Avrrival date: January 10, 2010

Departure date: January 12. 2010

Room type: Double

Rate: $ 80.00

Your room will be ready for occupancy after 12 noon.

It any of this informal is incorrect, please contact us immediately. If you have any additional
questions, or need to make changes to this information, please fax us or call our phone number at
the of this fax. Thank you for choosing our hotel and | hope you enjoy your stay.

Yours sincerely,

Silvia Ruth

Reservations Manager

Please note: Reservations cancelled without 24 hours’ notice will be subject to a charge of
one night’s stay.
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What is needed for conference facilities in hotels?

®SmartBoard/ Projection Screen

When choosing a venue for the conference, make sure that the room is installed with a whiteboard
and projection screen that has a multi-touch feature, and mouse-hover functionality that can be used
by multiple users at a time.

This would bring out more interaction in the meeting and the members could work out flexibly.
What more? It could also be connected with a printer to print a hand-out of the session to the
participants in real-time.

SO WIFI
This is a requirement for conferences of this age. The high-speed connection and bandwidth will
allow multiple users to work alongside during the meeting.

Now browse the net and surf for important things on the internet with the Wi-Fi facilities provided
by them.

€ Good quality Audio Equipment

A surround sound speaker system, microphone,... are among the list fundamentals while you are
organizing a conference. For the smooth conduct of your meeting, you need to be able to
communicate precisely with your attendees.

And if yours is a conference of 100 people, then a good audio system is required to reach every
member. Just have a thorough checking of the equipment before initiating your session.

@A Proper Seating Arrangement

There are several types of seating arrangements that can be set up as per the members of your
meeting. Whether you want a U-shape setup, Boardroom-style seating, Hollow Square, or a
classroom-style arrangement, it all depends on the type of conference it is. But a table is a must.



Thus, as one of the unique ideas of corporate events choose a chair-table seating plan according to
the nature of the meeting. A simple meet and greet can happen within a U-shaped arrangement but a
classroom-style would be better when organizing a workshop. Decide on the type and plan your
seating layout with the venue manager.

€ Video Conferencing System

It might be possible that you are compelled to make some international calls. Thus, a video
conference is due in such situations wherein you have to converse with the person online. This is
mostly a preferred mode of communication for most companies who want to cut down the travel
cost.

Make a connection where you could have full access to the internet while your conference is going
in full flow. This will give you immense flexibility during the meeting session. Make sure that such
an arrangement is available within the venue.

#Digital Projectors

Projectors have seen an update since their evolution and these days rather than using the traditional
Fresnel lens to project the image on your laptop or desktop, it uses video cameras to give a 3D
image of the documents or image making it easier for the participants to learn about the matter.

@It should be at an Accessible Location

While out the venue for the conference, be assured that its location is easily accessible from the
airport or railway station since some of your members could be from outstation. Keeping
convenience in mind, choose a venue that is easily reachable, recognizable, and has accommodation
facilities if the need arises there.

@ Fully Air-conditioned

You cannot let your employees or members sweat over during the session! This would turn into
some poor planning. Make sure that the venue or meeting room that you have chosen is properly
air-conditioned. Furthermore, the venue should have a supply backup facility in case of any mishap.
Try to choose a room that is well-lit as well as well-ventilated. This would create a bright
atmosphere even if it turns out to be a gloomy session.

&®Tea Room/Common Room

It is not humanly possible to attend a meeting for 6 hours at a stretch. Thus, during venue selection,
it becomes important for you to check whether they have an adjoining break room where the
delegates can relax and enjoy a brief tea time among themselves. This kind of refreshment is a
requirement while choosing a venue. Your members will highly appreciate your efforts towards
their comfort.

€ An Efficient Staff

Proper and diligent staff is always required while you are hosting a conference. The basic
requirements of your members will be taken care of by the staff members at the venue. Choose the
one who is experienced in handling such types of events.

Benefits of conference facilities in the hotel

®Help with Event Management

After holding numerous events of different types and sizes, The Events Team has become highly
experienced with the ins and outs of meeting room rental. They can help you to avoid or manage
any challenges you might run into during your conference, convention, or special event.



®Friendly, Professional Staff

Most conference facilities require you to provide your staffing at every level. They offer on-site
access to wait for staff, concierge, assistance, and much more.

@ Access to Meeting and Conference Must-Haves

Conference facilities can provide the necessary tables, chairs, podium, projector, or video
equipment you might need to outfit the room perfect for your event. We will strive to accommodate
your special requests.

€ An On-site Business Centre

They have an on-site business center that allows web access, print services, and basic office tools
just in case you forgot something. Conference presenters and exhibitors will be especially grateful
for this amenity.

€A Convenient Lodging Option

Visiting attendees and speakers will have a convenient place to stay during a multi-day event.
Blocks of rooms with reduced rates for large conferences can often be negotiated and reserved.
Speak to one of our friendly Events Team members for further details.

®Hotel Guest Amenities

Staying at the hotel which has conference facilities gives you access to the hotel’s additional perks
like access to a fitness facility, laundry services, and much more.

®Access to Adelaide

Hosting your next meeting or conference at them offers access to the city’s vibrant highlights as
well as the central business district. There are plenty of entertainment, shopping, and restaurant
options for attendees within walking distance.

€4 0n-Site Catering and Dining

A major benefit to hosting your conference or meeting at them is the convenience of our in-house
restaurant and catering facilities, allowing for a convenient full-service experience. The hotel offers
an award-winning restaurant and bar on the premises.

®You get to Partner with a Pro

When renting a standalone conference facility, you’re pretty much left on your own to figure out all
details and logistics. Partnering with the hotel means you have access to insights, assistance, and
advice related to your event on matters both large and small.

®Plenty of Space and Options

The hotel offers a variety of meeting rooms in a range of styles and sizes. For example, some
hotels in Phnom Penh have meeting rooms of varying sizes that can hold anywhere from 12 to 330
guests.
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Task 2.Create a registration form used information given below.

®How can | create a Conference Registration Form?

You can use 123 Form Builder to build the registration form you need to collect the contact details
and other personal information of your attendees. Start by using our conference registration form
template, customize it in the way you need in our form editor, and publish it on your website or
social media page. You can drag and drop fields such as Google maps, text boxes, and checkboxes.
If you’re not the only one managing the booking process, you can add multiple email recipients to
the form, as well as create logic that sends emails based on certain conditions on the form. Learn
more about our event registration forms if you’re new to 123 Form Builder.

®What information can | collect from my guests?

You can use our online registration form template to collect the guest’s name, email address, phone
number, organization name, as well as special requirements such as preferred panel, and
accommodations. And these are just a few because you can obviously ask for more info if you need
it. But keeping it simple might improve your registration rates. You can also limit the total number
of seats at your conference on your conference registration form. And, if you’re using a CRM or
other tools, you can integrate your form with either one of them. Just check our form integrations
for more info.

Can | collect registration fees on my form?

Yes, you can integrate your conference registration form with a payment gateway such as PayPal to
sell tickets and get paid after each completed registration. Not only that, but you can add several
payment methods and payment gateways to the same form if needed.
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Seminar Registration Form Template | Jotform - Mozilla Firefox
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ex: myname @example.com

Shared by libforda in Conference Reqgistration Forms Cloned 2,022

With this simple seminar registration form template, participants can apply/register for your upcoming
seminar in a minute. And you can gather all the necessary information, including their name, phone number,
address and also their academic/ organizational information, for them to register to your seminar. If you are

looking registration form for seminar, then this form template is for you.

This website uses cookies

At Jotform, we use cookies to enhance your browsing experience, serve personalized ads or content, and analyze our Customize Settings v Allow all
traffic. Learn more
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Ilesb: COBEPIIEHCTBOBATH YCTHYIO U IIMCBMEHHYIO pe4db; Pa3BUBATh HABBIKU YTCHUS U IIEPEBOJA;
(bopMHpPOBATH CIIOCOOHOCTH CTYJIEHTOB OOIIATHCS HA aHTJIMICKOM SI3bIKE (YCTHO M MMUCHbMEHHO) Ha
IIOBCECAHCBHbBIC N HpO(i)eCCI/IOHaJIBHBIe TEMBI.

TpeOoBaHMsl K 3HAHUSIM U YMEHUSAM:

CTyneHT JOJDKEH YMeTh: BECTH JHAJIOT B CUTYAIMIX O(pUIIMAIEHOTO OOIICHUS; COOII0IATh JIOTUKY
U TIOCTICIOBATEIILHOCTh BBICKA3bIBAHUIA; PEUEBOTO B3AaUMOJICHCTBHS C ITAPTHEPOM, ITUCATH IMAChMa-
W3BUHCHMS 32 PUHECEHHBIC HEYI00CTBA KITMEHTAM.

CTyneHT JOKEH 3HATh: HOBBIE JIGKCHUECKUE SIMHULIBI 10 TeMe; €AMHHIIBI PEYeBOTO ITUKETA,
00CITY’>)KUBAIOIIMX CUTYallUU OOIEHHS; TPaMMaTHYCCKHII MUHIMYM, HEOOXOUMBIN 1715l OOLICHHS
U niepenucku Ha anruiickoM si3bike (The Indirect Speech), mpaBuna moBeneHus nepconana
TOCTHHHMIIBI B CITydae KOHMIMKTHBIX CUTYAIIHA,BUIBI )KAI00,BapHaHThI PEIICHUS IPOOIIEM ¢
KIIMEHTaMH,BapUaHThl MOPATHHON KOMIICHCAIIMH 33 TPUYMHEHHBIC HEYT00CTBA.

IlepeyeHb HEOOXOTUMBIX CPEACTB 00yUeHHA: YICOHUK, CIIOBAPh, KOMITLIOTED, pabodast TeTpaib.

OcHoBHbIE TpeOOBaHUs K pe3yJibTaTaM padoTh:

1) nekcuKo-rpaMMaTHYEeCKas TPAMOTHOCTh BbICKa3bIBAHUIA,

2) MakcUMaJbHasl HallOJIHIEMOCTh BbICKa3bIBaHUI HOBOH JIEKCUKOM;
3) criocoOHOCTh K KOMMYHUKATUBHOMY MTapTHEPCTBY.
Conep:xanue 3aJaHUI:

1) BapuaHTHI perieHus npooieM ¢ KITUEeHTaMH;

2) mpaBuIIa IOBEJICHUS NIEPCOHANA B KOH(DIUKTHBIX CUTYAIHSIX;
3) npaBuia peuieHus mpoOIEMHBIX CUTYAIIHIA;
4) HanboJee 4acTy BCTPEYAIOITUECS BUJIBI Kall00 KIMEHTOB;

5) mocnencTBUs 3a OTCYTCTBUE OTBET Ha JKajlo0bl KIIMEHTOB;

6) nuaoru peueHus npooiem;

7) nekcuko-rpamMmatudeckue ynpagaenus Ha The Indirect Speech

Task 1. Study the Recommenations of dealing with complaints in a Hotel.
How to Deal with Angry Guests and Their Complaints in a Hotel?

Apologize. ...

Care to listen. ...

Avoid arguments, remain calm, and be polite. ...
Make sure your body language is not aggressive. ...
Empathize and acknowledge their frustrations. ...
Never pass on the guest to another department. ...
Comfort with best offerings.

Noogok~wdPE

Handle in-person guest complaints in five steps:

Stay calm and listen.

Identify the type of guest to whom you are speaking.
Find the real source of the complaint.

Find and offer a solution.

Follow up to confirm that the problem was resolved.
Respond to all complaints as quickly as possible.

o E

How to respond to negative hotel reviews



1. Thank the guest by name. ...

2. Apologize for the guest's poor experience. ...

3. Highlight any changes you have made or intend to make. ...
4. Evaluate the need for follow up-procedures.

A 5-step process for handling customer complaints

Step 1: Dig deeper by asking the right questions. ...

Step 2: Identify the type of customer you're dealing with. ...

Step 3: Respond to the customer quickly. ...

Step 4: Present a solution, and verify that the problem is solved. ...
Step 5: Log the complaint so you can track trends.

7 Steps for Handling Customer Complaints
e Listen carefully to the person who is angry. ...
Let your customer vent for a few minutes if necessary. ...
Show empathy for your customer's concerns. ...
Thank your customer for complaining. ...
Sincerely apologize even if you are not the cause of the problem. ...
Get the facts. ...
Offer a solution.

Task 2. Study RULES of Handling Complains

A negative hotel customer experience has the potential to affect a property's success in a variety of
ways. Whether by raising alarm while on the property or by harming your ranking with a poor online
review, a hotel guest with a complaint can leave a lasting mark. Successful hoteliers and hospitality
professionals understand how an unresolved guest issue can affect a hotel’s performance, and they place
significant value on handling guest complaints smoothly.

In this guide, we are covering the ins and outs of hotel guest complaints — dealing with displeased
guests in person, responding to online feedback, and so much more. We discuss why guests
complain, different strategies for handling guest complaints, and which techniques can help your
team turn problems into praises.

Uncover must-know tips and strategies for handling guest complaints

There are endless reasons that a hotel guest may make a complaint. Some complaints are based on
physical concerns, such as hotel cleanliness or maintenance problems, while other complaints may
pertain more to the guest experience.

Tools to help maximize your hotel's reputation management

One guest may complain about the service they received at your property. Another traveler may
arrive and be surprised to find they did not book the room type they expected from a third-party
site. You may even encounter a guest who feels they were misled by the sales team, an online offer,
or a confusing promotion. Certain critiques, however, tend to pop up more often than others.

€ Common hotel guest complaints

Familiarize your staff with the most common complaints hotel guests make and take proactive steps
to address potential concerns before they arise. Research common hotel mistakes and how to avoid
them and train hotel staff to recognize and respond to common guest complaints, such as:

e In-room cleanliness concerns



e Unpleasant odors (e.g., smoke, pets)

e Problems with the temperature (too hot or too cold)
e Trouble with the Wi-Fi

e A lack of free services or amenities

e The hotel is too noisy

Too much traffic near guest rooms

Lack of customer service

In-room amenities not working

Broken elevators or other maintenance issues
Other guests not respecting hotel rules

Displeased with the food/food and beverage service

While a fair number of guest complaints are the product of hotel service or an issue with the
property, others arise out of problems that are out of the hotel’s control entirely. Experiencing
issues with a third-party site, not receiving an expected package, or getting stranded due to weather
complications could cause a guest to complain. While those issues would be out of your control, the
negative experiences could still lead to an unsatisfactory guest stay and a resulting complaint.

®Locating guest complaints

Certain guests are comfortable speaking up and are prepared to notify a team member if they're
unhappy with an aspect of their stay. They may speak to the front desk staff, request a manager, or
make a complaint to another staff member directly. But hoteliers cannot count on every guest to
vocalize a complaint. Not all guests are comfortable with confrontation, and some would prefer not
to make a complaint during their stay at all. In fact, hotels often receive post-stay feedback from
guests who didn’t bring up a concern during their stay, but who made a complaint in a feedback
survey or review after departure.

Regularly check the following places for recent guest complaints:

Social media pages

Your website

Branded survey responses

Online review sites (TripAdvisor, Yelp)

Third-party booking sites (Hotels.com, Booking.com, Kayak.com)
Front desk/departmental notes, logs, or “pass-alongs”

Keep your eyes and ears open for guest complaints so that you can respond to them as soon as
possible.

Take your hotel's online presence to unprecedented heights

€ The consequences of unanswered hotel guest complaints

Failing to respond to guest complaints in a suitable and timely manner can hinder a hotel’s
performance in a variety of ways. For example:

e Failing to oversee guest complaints can lead to revenue loss. While correcting a guest
issue could mean reducing the room rate, or comping a guest stay, failing to manage a guest
complaint could cause a guest to choose not to return to your property. Losing revenue from
one guest may not seem significant at first, but the cost of pushing guest after guest away
can add up quickly. On average, it's five times more expensive to attract a new customer
than to retain a current one. Putting effort into pleasing current guests can go a long way
toward building hotel customer loyalty.

e Unanswered guest complaints can damage a hotel’s reputation. Dissatisfied guests may
share their feedback on hotel social media pages, review sites, online booking sites, or
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within the community. Guests who had a poor experience at your property, or verbalized an
issue that wasn't addressed by staff, may feel compelled to share their experience with
others. When guests address their complaints online, their feedback could lead to lower
online scores, a scorched community reputation, and a lower hotel ranking. Incorporate
handling guest complaints into your hotel reputation management strategy.

e Negative online reviews can affect a hotel’s SERP placement. Online guest complaints
and negative reviews can damage your hotel’s SEO ranking and placement on SERPs
(search engine result pages). The algorithms used by major search engines take reviews,
ratings, and rankings into account when compiling search results. When search engines find
guest reviews flagged with negative industry phrases (e.g., “lost reservation”) regularly
attached to your business, they will start to associate your business with those phrases,
negatively impacting_your hospitality SEO.

Responding to in-person complaints in 5 steps

Preparation is one of the best tools a hotel employee can have at their disposal when handling guest
complaints face-to-face. When it comes to in-person guest complaints, however, any staff member
could quickly be caught off guard and forced to think on their feet. Practice and preparation can
ease the stress of responding to an unfortunate situation with an in-house guest. Handle in-person
guest complaints in five steps:

1. Stay calm and listen.

Depending on a guest’s disposition when they approach you with a complaint, you may find it
difficult to remain calm and not respond with emotion. As trying as it may be at times, the first step
to effectively handling guest complaints is to listen calmly. Do not enter the conversation with
arrogance or make assumptions about what is upsetting the guest. If a guest is coming to you with a
problem, it's usually because they want to be heard. Hear them out.

2. Identify the type of guest to whom you are speaking.

There are different types of hotel guests that hospitality professionals inevitably encounter
throughout their career. For example, there are guests who only complain about serious matters,
others who are notoriously difficult to satisfy, and unfortunately there are even hotel guests who
complain regularly to avoid paying full-price — or any price — for their stay. When dealing with a
complaint, identify the guest’s energy, personality type, and choose a problem-solving strategy that
fits the specific situation.

3. Find the real source of the complaint.

Sometimes, what we complain about isn’t really what’s bothering us. Consider why a specific issue
may be so important to a particular guest. Dig deeper. Ask the right questions and look for the root
cause of the guest’s dissatisfaction. If you are having a challenging time getting the information you
need from a guest, try a prompting question: “Could you give me an example?” or “Would you
mind expanding further?”

4. Find and offer a solution.

After you identify the type of guest you're working with and the true cause of their complaint, find
the most appropriate solution. Work to find a resolution that addresses the actual problem as well as
the guest’s feelings about the issue. Guest complaints can often be resolved with a simple
acknowledgment followed by an apology and a commitment to doing better next time. Other
complaints, however, may require a monetary adjustment to their bill or a one-on-one conversation
with a hotel manager. An important part of handling guest complaints is deciding which solutions
are reasonable and appropriate for the situation at hand. Setting up a refund policy could help avoid
employee confusion when offering potential solutions.

5. Follow up to confirm that the problem was resolved.
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Always follow up with hotel guests who have made a complaint. For in-room issues, such as a
broken TV or stained comforter, touch base with the guest soon. After maintenance, housekeeping,
or the department overseeing the complaint has addressed the issue, give it a few minutes, and then
check in with the guest to make sure the problem has been resolved.

When a guest makes a complaint during departure, or after they have left the hotel, look to see if the
guest has any upcoming or future reservations. If so, make a note in their next reservation to remind
staff of the recent complaint. Double-check their reservation details and room prior to arrival to
ensure that everything is in tip-top shape. Leaving a brief note that thanks the guest for giving your
hotel another opportunity is a small gesture that can go a long way. Acknowledging appreciation for
customer loyalty is a thoughtful way to impress hotel guests.

®Responding to written guest complaints

Responding to written guest complaints, whether on paper or online, is similar to handling an in-
person complaint. The primary difference is that responders have time to contemplate and craft their
answers with care.

When managing written guest complaints, try:

Responding with respect and sincerity.

Acknowledging guest concerns and taking responsibility.

Offering a solution and your commitment to improvement.

Asking for the chance to provide a better experience in the future.
Keeping your tone professional and consistent across all platforms.

Successful hoteliers can turn a guest complaint or negative experience into an uplifting opportunity.
They understand the powerful positive impact that effectively handling a guest complaint can have

on a hotel’s success. Experts also know that regularly responding to online feedback is an effective
way to use guest reviews for hotel sales, as it can improve your property’s search result ranking.

€ Turning a guest complaint into a rave review

On-site guest complaints present a unique opportunity for hotel employees to “turn things around”
while the guest is in-house, potentially building a strong relationship with a new loyal customer.
This phenomenon is called the “service recovery paradox.”

The service recovery paradox is an idea that refers to the way some customers react after a
perceived problem is corrected in an outstanding or especially pleasing manner. In this paradoxical
situation, the customer is happier with a business after fixing an issue with their service (or product)
than they would have been with the business had no issue occurred. Like other customers, hotel
guests who experience the paradox are more satisfied after a negative experience has been resolved
in a positive manner than they were before the negative experience took place.

Create a “service recovery” box and have it available for hotel staff to use at their discretion.
Include gift certificates, tickets to local attractions, headphones, neck pillows, coloring books, and
other items that could help please distraught guests. Log items as they are used, note which service
recovery methods are the most requested, and make sure that the box is always full of unique
resources or amenities that will wow your guests.

Pleasing guests with major complaints may require rate-related service recovery options. Significant
inconveniences may justify offering a discounted or complimentary stay, a room upgrade,
complimentary service packages, in-house credits, or other “olive branches” attached to hotel
revenue. Every hotel marketing plan should include a service recovery strategy. Outline specific
situations when service recovery may be warranted, and which employees are authorized to use
service recovery when handling guest complaints.




€10 tips for handling guest complaints
1. Respond to all complaints as quickly as possible.

Whether in-house or online, all guest complaints should be addressed with speed and determination.
Letting a problem linger can allow it to snowball — potentially turning a minor inconvenience into
the reason a loyal guest decides not to return. Responding to a complaint quickly shows
commitment to guest satisfaction and a dedication to quality customer service.

2. Create a logbook to track guest complaints.

Task each department head with maintaining a log of guest complaints. Note the time and date that
complaints were made and the guest’s name and room number. Detail the guest complaint, the
proposed solution, and whether the issue was resolved. Keep track of the status of guest complaints
to help ensure that the proper team members are notified and that the complaint is resolved.
Logging complaints and analyzing customer feedback can help identify trends such as cleanliness
concerns or a lack of consistent customer service. Use the logbook to identify repair needs, hotel
front desk training opportunities, and operational areas of improvement.

3. Pre-tackle negativity.

A guest may not like the solution to their issue — especially if it's seen as an inconvenience, such as
moving rooms or waiting a long time to check-in. Point this out prior to offering a solution to help
prevent further objection or negativity that could stem from your response.

4. Explain why you chose the solution that you did.

Let guests know why you're managing their complaint in a specific manner. Taking a moment to
explain your response can help make a dissatisfied guest feel heard. A simple conversation
explaining your thought process can help prevent a guest from feeling like you're trying to brush off
their concern and instead confirm that you chose the best solution for the guest.

5. Practice handling guest complaints with hotel staff.

Practice will boost confidence and help make your team more comfortable tackling guest issues.
Ideally, we want hotel employees to be on the same page, but not acting like hospitality robots
responding to guest complaints as if they were reading from the same exact script. Ask staff
members to provide examples of real guest complaints they've encountered. Roleplay different
scenarios and allow hotel staff to practice how they would respond to a guest regarding a similar
complaint. Practicing situational scenarios in training is helpful because employees can see
examples of others interacting with a complaining guest. In addition, taking part in preparatory
training exercises can help put team members more at ease when unusual complaints arise.

6. Be prepared to overcome guest objections.

Seasoned hospitality professionals know that some guests are simply difficult to please. No matter
what solution is offered, there always seems to be an objection —too late, too little, not good
enough. Work common guest objections, such as anger, negativity, or even irrational responses, into
training scenarios. Brainstorm as a team to find a variety of diverse ways to overcome the guest’s
objection. Discuss what worked and what didn't in each scenario. Point out best practices, “aha!”
moments, and identify what could have been done differently to produce a better outcome.

7. Thank the guest.

Show gratitude to guests who take the time to bring a problem to your attention. Let them know that
you appreciate the honest feedback, as it gives you the opportunity to improve hotel service, rework
problematic policies, or find gaps in employee training.

8. Strike a balance between the good and the bad.



Sharing guest complaints can put staff members on the lookout for repeat issues and encourage
them to handle problems when they occur. Reviewing too much negative feedback, however, is sure
to weigh team spirits down. Collect and share positive guest feedback with hotel team members.
Highlight feedback that individual employees get, as well as singular departments and the entire
hotel.

9. Always follow up, even if virtually.

Follow up with guests who make a complaint, even if they do not have foreseeable plans to return
to your area. Reach out via email after departure or invite them to discuss their experience with you
in more detail on a video call. Hoteliers who didn't get an opportunity to speak with a disgruntled
guest personally can discuss the original complaint, how it was handled, and whether the guest left
with a positive or negative opinion of the hotel.

10. Never take guest complaints personally.

Whether you're facing an upset guest who is displeased with the condition of the property or trying
to deescalate a lobby of upset guests after an overbooking fiasco, remember not to take guest
complaints to heart. Always take care of yourself personally and professionally. Remind yourself
and your team members that upset guests are expressing their displeasure at the situation, not the
person. Even when a guest’s emotions feel directed right at you, do your best to separate their
response from yourself as an individual.

®Handling guest complaints as a team

Hospitality-focused hoteliers with a “service first” mindset understand the importance of training all
staff members to manage customer complaints — not just those who work in forward-facing
positions. While front desk team members may receive the most vocal complaints, guests will often
express their displeasure to other hotel employees nearby.

Team members from the housekeeping, maintenance, food service, and laundry departments may
also encounter guests with negative feedback, such as a leak in their room or a cleanliness issue.
Providing all team members with complaint management training will help guarantee that any guest
complaint that gets reported will be addressed promptly and respectfully.

Task 3 Look at some of the main “rules” for handling complaints and match them with the
additional sentences bellow.

a) Listen carefully to the complaint.

b) Do not interrupt.

c¢) Wait until the person has completely finished.

d) Apologize.

e) Speak normally.

f) Summarize the complaint.

g) Explain what action will be taken, and how quickly.

h) If the guest is angry, aim to remove the scene to somewhere private.

1) If you repeat the main points of a complaint, you make sure that there is no misunderstanding
about the reason for the complaint, and saying the main points calmly helps to cool down the
situation.

2) Before saying anything at all, be certain that the guest has completely finished talking and is
not just pausing for breath.

3) A short clear apology should be the first thing you offer the guest. This must come before any
explanations or reasons.

4) Do not let your voice rise to match the voice of the guest. This will only lead to more
argument.



5) Make clear what you will do. Give the guest a definite time so that he understands that his
complaint will be attended to.

6) An interruption will cause the guest to carry on louder and longer.

7) It is important to show that you are giving the guest full attention.

8) This could be an office, or an empty lounge. Try to find a place where there is no barrier
(table or desk) between you and the guest.

Think and answer:

Which of these rules are most important? Decide on the three most important rules.

Which rule is most difficult to follow? Why?

Do you think the staff in Russian hotels are trained according to these rules? Give your
examples.

4. Read out another example of a complaint and answer the questions below:

G — Guest

DM — Duty Manager

G. Can’t you do something about the service in this hotel?

DM. I’m sorry, madam. What’s the problem, exactly?

G. My breakfast, that’s the problem!

DM. Yes?

G. I ordered breakfast from Room Service at least half an hour ago...

DM. Yes?

G. I’ve telephoned Room Service three times, but my breakfast still hasn’t come...

DM. I see...

G. I’ve got an important meeting at nine o’clock and now it seems I’ll have to go there without
breakfast! Really, I don’t think this is good enough!

DM. I’'m very sorry about this madam. You ordered breakfast half an hour ago, and you’ve
phoned three times since then?

G. That’s right.

DM. I really must apologize. You should have received the breakfast no later that five or ten
minutes after you ordered it.

G. That’s what I thought.

DM. The problem may be that they’ve been rather short-staffed in the kitchens recently. But I’ll
look into this, and I’ll make sure that the breakfast is sent to you immediately. Full English
breakfast, was it?

G. Full English breakfast, with corn flakes.

DM. Very well, madam. I’ll deal with this myself, and I’1l have it sent up to your room right
away.

Answer the questions:

What is the guest’s complaint?

While listening to the complaint, does the Manager speak at all? What does he say? What is the
first thing he says after hearing the complaint? How does he check that he understood the
complaint? He apologizes several times during the conversation. What does he say? What
explanation does he give? What action does he promise?

5. Give replies to the complaints below. Use any suitable phrase of apology, and any
suitable phrase promising action.

Example : We’ve been waiting half an hour for our suitcases.

You: — I’m sorry about that, sir. I’ll have them sent up right away

a) This tablecloth is filthy! Can’t you give us another one? (replace)

b) Why is it taking so long to make our bill up? (make up)
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¢) | paid the parking attendant to wash my car, but nobody has washed it. (wash)
d) I’'m sure the sheets on the bed haven’t been changed after the last guest. (change)
e) There’s a mistake in the bill. We didn’t have dinner here last night. (check)

f) We arranged for an extra bed to be put in the room for our young son. But there’s only one
double bed here. (attend to)

Useful prompts :
I’m sorry, I’ll have (it sent up right away)
I’m very / extremely sorry (about this / that)
I’1l get it (attended to immediately)
I really must apologize, I’ll make sure (it’s brought to you immediately)
I do apologize, I’ll deal with this myself
I’ll look into this...
I’11 sort out (this mistake, etc.)
What I’m going to do now is...
The first thing I’'m going to do is...

6. Imagine that you are a manager of the hotel and you must reply to unhappy guests. You
don’t want to make excuses but you know there were reasons why the things promised in
the advertisement did not happen.

Use the notes below:

Problem

a) swimming-pool closed - essential maintenance due to damage to pump system

b) incomplete restaurant service - head chef had to go to hospital suddenly

c) noisy buildingwork - building new recreation centre (and this is least busy time of year)

In your reply follow this structure:

Paragraph 1 : Thank writer for letter. Make general apology.

Paragraph 2 : Make specific apology and give explanation / reason for each complaint.
Paragraph 3 : Offer some compensation (if you want).

Paragraph 4 : Repeat general apology and make closing remarks.

Task 4.Write a letter to one of the guests apologizing for the difficulties they had and explaining
the reasons. If you want to, you can offer some compensation.
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Tema 2.7 ®YHKIIUU AIIMUHUCTPATOPA OTEJISI (HOTEL ADMINISTRATOR'S
DUTIES

IIpakTuyeckoe 3ansaTue Ne 12 (10 yac)

Lesb: COBEpIICHCTBOBATH YCTHYIO M IMCHMEHHYIO PEYb; Pa3BHUBATh HABBIKH YTCHUS H
NepeBo/Ia;

(dbopMHpOBATH CIIOCOOHOCTH CTYACHTOB OOIIATHCS HA aHTIIMICKOM SI3bIKE (YCTHO M MIMCHMEHHO)
Ha MOBCE/IHEBHBIC U MPOPECCUOHAIBHBIC TEMBI.

TpeOoBaHMs K 3HAHUSIM U YMEHUAM:

CryneHT J0KeH yMeTh: BECTH AMAJIOT B CUTYAIMIX opUIuaibHOro 00IIeHus; COOMI0aTh
JIOTHKY ¥ MOCIIEI0BATEIbHOCTh BHICKA3bIBAHUI; PEYEBOTO B3AMOJICHCTBHS C

HapTHEPOM, B3aMMO/ICHCTBOBATH C KOJUIETaMHU U KITHCHTAMH.

CTyneHT JODKEH 3HATh: HOBBIC JIGKCHYECKHE SIMHUIIBI 110 TEME; CIIMHUIIBI PEUEBOT0 dTHKETA,
00CITY’)KUBAIOIIMX CUTYaIUU OOIIEHHS; TPAMMATHYCCKHI MUHUMYM, HEOOXOUMBIN JIJIs
oOIeHus ¥ EPENUCKU Ha aHrHiickoM si3bike ( General questions,Special questions,Alternative
questions.

Tag question), 00s13aHHOCTH aAMHHUCTPBTOPA OTEJIS.

IlepeyeHb HEOOXOAMMBIX CPeCTB 00y4eHHs: YUeOHHUK, CIIOBaph, KOMITBIOTED, paboyas
TETPab.

OcHoBHbIe TPeOOBaHUs K pe3yJibTaTaM padoThbI:

1) nexcuko-rpaMMaTUyecKas FpaMOTHOCTb BbICKAa3bIBaHMIA;

2) MakcUMaJbHas HAIOJIHIEMOCTb BbICKAa3bIBAaHUI HOBOM JIEKCUKOIA;

3) crmoCcOOHOCTh K KOMMYHUKAaTHBHOMY MApTHEPCTRBY.
Conep:kanue 3a1aHuii:

1) KOHTpOJIbHBIE BOIIPOCHI;
2) onucaHue o0s3aHHOCTEH MEHEKepa;
3) MapeKEeTUHT TOCTUHUYHBIX YCIYT;
4) quanoru aAMMHUCTPATOPA C KIIMEHTAMU;
7) nexcuko-rpammarnyeckue yrnpaxuenus Ha General questions,Special questions,Alternative
questions, Tag question).

Task 1. Answer the following questions:

What titles are used for the head of a hotel?

What is the manager of a hotel responsible for?

What skills and knowledge are essential for the hotel manager?
Why do hotel managers need business education?

Where can you get specialized education for hotel management?
How does the personal influence of the manager vary?

What is the role of the manager in hotel business?

How does the manager ensure the smooth running of a hotel?

What responsibilities are vital for the smooth functioning of a hotel?
Why are in-house training programmes so important for the business?
What do training programmes usually include?

How are the duties of assistant managers arranged?

Where do they usually have a desk? Why?

How do they deal with more serious problems?

What is the dual responsibility of the hotel management?

What makes hotel business financially successful?

Task 2. Describe a Hotel manager s duties



Planning, organization, work with personnel, management and control are the main functions of
the manager. The Hotel manager who works in a hotel company usually runs some hotel
business. He supervises all kinds of operations in a hotel and company’s stuff. The hotel
manager plan the hotel business, he provides hotel operations, developing of new hotel services
and obtaining profits. He is charge of the results.

He decides on development and promotion of new packages, advertising and sales. One of his
duties is to decide on prices and discounts. The manager deals a lot of negotiating with supplies
representatives of other hotels. The hotel manager is responsible for hiring the employees and
their works and how much each person earns. When the hotel manager is just the heard of some
department in a large hotel, he then reports to the general manager about hotel management.

Task 3 Find in the text words or phrases which correspond to the following definitions:

1) The people who collectively perform the function of establishment and carrying out policies
for an organization are known as the . An individual involved in this activity is a

2) A French word for “ hotelman ” that is frequently used in English. In other words, a
is a professional in the hotel business.

3) A business enterprise that operates at least several outlets. The Hilton, Sheraton and Holiday
Inn enterprises are examples of worldwide
4) A work period, often for eight hours. Because hotels operate twentyfour hours a day, many
jobs are scheduled on a morning, evening or night basis.

5) The process of making the public aware of an enterprise. Advertising is paid :
while publicity is usually unpaid.

6) The means of mass communication and information: newspapers, magazines, radio and
television.

7) Knowledge and experience in a particular area of activity / business.

8) The person who invites and receives guests and is in charge of all the necessary arrangements
for that.

9) Good manners, politeness and readiness to help customers in any circumstances.

10) Method of control which is carried out on a regular basis but without prior warnings to the
people under supervision.

Task 4. A hotel is a product and hotel management should be able to sell the product — to
talk about the hotel, rooms, facilities, etc., so that guests want to stay in the hotel and use
its facilities. What are the most important selling points in hotels? Put the items below in
order of importance.

a) Public areas (knowing about lounges, reading rooms, toilets);

b) Food and eating facilities (knowing about restaurants and bars, when they are open and what
they serve);

¢) Rooms (knowing individual rooms, their location, equipment and facilities);

d) People (knowing the people in charge of different departments of the hotel);

e) The hotel (knowing room rates, management, full postal address, transport connections);
) General facilities (knowing about laundry, car hire, hotel shops, sports facilities);

g) Rules (knowing rules about payment, check out times, last orders);

h) The competition (knowing what other hotels in the same area offer);

i) Location and environment (knowing about the resort where hotel is situated, its facilities and
areas of interest nearby).

Task 5. Translate into English using modal verbs:



1) Menemxkep NOKEH ONPENEIUTD MTOJIMTUKY OTENS U ITyTH €€ ocyllecTBIeHus. EMy
MPUXOJUTCS IPOBOJAUTH CHOHTAHHBIE TPOBEPKU, YTOOBI YOEIUTHCS B TOM, YTO BCE CIYKOBI
TOCTHHHIIBI UCIPABHO (DYHKIIMOHHPYIOT.

2) [TockonbKy J11000# pyKOBOJIUTENb TOCTUHUIIBI SIBIISIETCSI KOMMEPCAHTOM, EMY CIIEIYeT
IPUHUMATh BO BHUMaHHE YCIIOBUS Pa3BUTHUS PbIHKA, HA KOTOPOM OH paboTaerT.

3) B npexxHue BpeMeHa MeHeKepaM He HY>KHO ObLIO MOTy4aTh CrieuaibHOe 00pa3oBaHue,
MOCKOJIbKY TJIaBHBIM (DAKTOPOM ycIiexa CUMTANICS OIBIT paboTa B TOCTUHUYHOM OHM3HECE.

4) B roctuHuIax, BXOAAILIUX B CETh, PYKOBOJUTENN JOHKHBI pabOTaTh B )KECTKUX paMKax
cnennduyecku onpeneneHHbIx npasuwi. OHM HE MOTYT HapyliaTh OOIMICTTPUHATHIE HOPMBI
(GyHKIIMOHUPOBAHUSI BCEH CETH.

5) Yapanstonmii OTASIbHON TOCTUHUIIEH MOYKET HAMHOTO CBOOOJIHEE JICiCTBOBATh B
orpezesieHuu O0IIeH MOJIUTUKUA TOCTUHUIIBI, B YCTAHOBJIEHUU IIPABUI U HOPM
(YHKIIMOHUPOBAHUS CBOCH FOCTHHHMIIBI, @ TAK)KE B OCYIIECTBICHUHU KaIPOBOH MOJIUTHKH.

6) Yrpapisiomemy cieyeT IOMHUTb, YTO UMEHHO OH SIBJIIETCS XO35IMHOM, IPUHUMAIOLIIM
TOCTEMH, M OH JIOJKEH COOTBETCTBOBATH BCEM OKMIAAHUSAM, KOTOPBIE €CTh y JIIO/IeH, BHIOPABIINX
€ro oTenb.

7) YUTUBOCTb J10JIKHA CTaTh OTIMYUTEILHONW YEPTOM MepcoHaia 0001 rOCTUHULIBI, KOTOpast
CTPEMUTCS K BEICOKOMY MPOGECCHOHATN3MY U KOMMEPUYECKOMY YCIIEXYy.

8) O0y4yeHrne 0OCHOBaM TOCTHHUYHOTO OM3HECa MOXKET PAcIPOCTPAHATHCS HA BCEX PabOTAIOIINX,
€CJIU PYKOBOJACTBO TOCTUHUIIBI JCHCTBUTEIHLHO 3aMHTEPECOBAHO B BHICOKOM KauecTBe
00CITy>)KMBaHUSI TTOCTOSIIBIICB.

9) OnbIT ¥ 3HAHUE CBOETO Jiefia He MOTYT 3aMEHUTh YYTKOTO U BEXJIMBOTO OTHOIICHHUS K JIIOJISIM,
[I03TOMY IIpU 0TOOpE NEpCcoHaNIa U HailMe MEHEKEP I0JKEH YUYUTHIBATh HE TOJIBKO
npodeccuoHanbHbIe, HO U JIMYHOCTHBIE KaueCTBa MPETEHACHTA HAa BAKAHCHIO.

10) 3amecTuTenu MeHeKepa HE T0JKHBI BBIXOJUTH 3@ pAMKU CBOMX ITOJIHOMOYHI 1pU
PEIIEHUH CII0KHBIX MTPOOIIEM.

11) 3amecTutensM NpuxoauTcsi padoTaTh B pa3Hble CMEHBI U 3aHUMATHCSI TAKUMHU PYTUHHBIMU
npo0iieMaMu KakK pacripe/iesieHne HOMEPOB U MPEBBILICHHE TUMUTa OPOHUPOBAHUS.

12) Yupagsstrormue JOKHBI 3apaboTaTh MPUOBUTH TS BIIAACIbIa TOCTUHHIIBI M TOJDKHBI
00ecreynTh MOCTOsIIbI[aM KaueCTBEHHOE 00CITy)KUBaHHE.

Task 6.Read out the dialogue .

1.W. Yes! There were photos of it plastered all over the paper. The hotel owner had killed his
wife after a row and hidden the body in one of the bedrooms. But a guest was given the wrong
key by mistake and found the body by chance.

F. Oh, no, that’s horrible!

W. And worst of all: guess which room the body was hidden in.

F. Oh, not yours. I don’t believe it.

W. Yes, number 107!

Notes:

. popped out BHE3AIHO BBITJIAHYIT

. and off we went 1 MBI OTIIPaBHIINCH BOCBOSICH;, YIAJIMIIUCh

. Dinner was a disaster O6en Obl1 KomMapHbIM. disaster 6eAcTBHE;HECUaCThe

. appalling y>kacHBIN, OTTAIKUBAIOTIIHIA

. vile food oTBpaTuTensHas ena

. S0 far so good moka Bce XxopoIo

. it must be to do with the water pipes JOKHO OBITB, 3TO OBIJIO KaK-TO CBSA3aHO C
BOJIOIIPOBOAHBIMU TpyOaMu

8. he eventually backed down B koHeuHOM cueTe, OH OTCTYITHII

2. Read out the dialogue again and say if these statements are true (T) or false (F) :

a) The woman had seen an advertisement for the hotel in a shop window.
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b) The couple went to the hotel to celebrate a birthday.
¢) The man at the front desk had probably been arguing.
d) They were given the key to room 106.
e) The woman complained about the size of the bathroom.
f) They didn’t complain in the restaurant.
g) They didn’t sleep very well because they heard a screaming noise.
h) They quite enjoyed the breakfast.
i) They went to another hotel after checking out.
J) The murder took place in room 107.
a) OcHOBHAas JIMTEPATYPA;

Pocosa, B. FO. AHrnuiicKuii S3bIK 411 TOCTHHHYHOTO OM3Heca. 3aanus : yueOHOe mocooune
st By3oB / B. FO. PoroBa. — Mocksa : M3parensctBo KOpaiit, 2023. — 43 ¢. —
(Beiciee oopazoBanue). — ISBN 978-5-534-14564-9. — TekcT : 37€KTPOHHBINA
/I O6pazoBarenbHas miathopma FOpaiit [caliT]. —
URL.: https://urait.ru/bcode/520186 (maTta ooparmienus: 28.06.2022)

Mowmnsea, E. B. AHTIWIACKAR SI3BIK TSI H3y4aronux Typusm (A2-Bl+) : yuebHoe mocobue
1Tl CpeHero npodeccnonanbHoro oopazosanus / E. B. Momnsira. — 6-e usn.,
ucrp. u gon. — Mocksa : U3garensctBo Opaiit, 2023. — 267 ¢. —
(ITpodeccuonanproe odpazoanne). — ISBN 978-5-534-11164-4. — Texker :
anekTpoHHbIN // ObpazoBatenbHas miargopma FOpaiit [caift]. —

URL.: https://urait.ru/bcode/517078 (nara obpamienus: 28.06.2022).

Tema 2.8 Ynpasuaenue oresem.(Hotel Management).

IIpakTuyeckoe 3anaTue Ne 15 (10 yac)

esib: COBEpPIICHCTBOBATH YCTHYIO M MMCbMEHHYIO PEUb; pa3BUBATh HABBIKH YTCHUS U
NepeBoIa;

(bopMHUpPOBATH CIIOCOOHOCTH CTYJIEHTOB OOIIATHCA HA aHTJIMICKOM SI3bIKE (YCTHO U MHUCHbMEHHO)
Ha MOBCEIHEBHBIE U MTPOPECCHOHATILHBIE TEMBI.

TpeOoBaHus K 3HAHUSIM H YMEHHSIM:

CryneHT JOKeH yMeTh: BECTH AMAJIOT B CUTYaAlMsIX O(UIIMaIbHOTO OOIIEHNUs; COOII0IaTh
JIOTHKY ¥ TTOCIIEI0BATEILHOCTh BHICKA3bIBAHUI; PEYEBOTO B3AMOJIEHCTBHS C
HapTHEPOM,B3aHMO/ICHCTBOBATh C KOJUIEraMH U KIIMEHTAMHU.

CTyneHT JoKeH 3HATh: HOBBIC JIGKCHYECKHE €IMHUIIBI 110 TEME; CIMHUIIBI PEUEBOTO dTHKETA,
00CITy’)KUBAIOIIMX CUTYallU OOIEHHS; TPaMMaTUYECKH MUHUMYM, HEOOXOAUMBINA /17151
o0leHHs ¥ Nepenucky Ha anruiickoMm si3bike ( Gerund and its functions. Participle 1. Participle
Il., IpUHLIMIIEI yTIpaBJIEHUS OTEINIEM .

IlepeuyeHb HEOOXOAUMBIX CPeICTB 00YUeHUsI: YICOHHK, CIIOBAPbh, KOMITbIOTED, paboyast
TETpalb.

OcHoBHbIe TPeOOBaHUs K pe3yJibTaTaM padoThbI:

1) rekcuko-rpaMMaTHUYeCcKasi TPaMOTHOCTh BBICKA3bIBaHUIA,

2) MakcUMaJbHas HAOJIHIEMOCTb BBICKAa3bIBAaHUI HOBOM JIEKCUKOI];

3) ciocoOHOCTh K KOMMYHUKATUBHOMY ITapTHEPCTBY.
Conep:xanue 3aJaHNIH:

1) urenue u nepeso rekctoB HOTEL MANAGEMENT,“Management as a profession;
2) cocTaBlieHHE aHHOTAIMH MO TEKCTaM;
3) paboTta c JIEKCUKOM;
4)neKCUKO-TpaMMaTHYECKUE YIPAXKHEHHUS;



Task 1. Read the text. HOTEL MANAGEMENT

The head of a hotel may go by any of a variety of different titles, such as general
manager, managing director, or resident manager. We will refer to this person as the manager.

The manager is responsible for establishing the policies and procedures of operation for
the hotel and for seeing that they are carried out. In other words, he is the boss. In a small hotel,
he may be the owner or co-owner; in a large hotel, he is probably a professional hotelman, or
hotelier, to use a French word that is popular among hotel people.

A hotel manager is a business executive and this means that he must have a knowledge of
accounting, tax and business law, sales and promotion, public relations, as well as a command of
the traditional services and functions of the hotel itself. In earlier times, experience alone was
considered the appropriate background to attain the position of manager. Today, however, many
universities and special schools give courses in hotel management and administration.

The first specialized hotel schools were located in Switzerland, a country with a long
tradition both of tourism and of superior hotels. Swiss hotel schools still provide education that
emphasizes work experience rather than theory and business administration.

The personal influence of the manager varies from hotel to hotel according to the
policies of the owners.

In a chain-operated hotel, for example, the manager usually must work within a specific,
tightly coordinated framework. In other hotels, he may exercise much greater control, not only
in carrying out policies, but also in setting them. Many hotels become famous because of the
distinctive personality that is given to them by their managers. In a very real sense, the manager
is the host who offers the hospitality of this establishment to his guests.

In seeing that all the activities of the hotel run smoothly and efficiently, the manager
carries out routine spot checks, often on a daily basis, of different aspects of the hotel’s
operation. He also deals with unusual problems as they occur.

In a large hotel, the manager coordinates the work of the department heads who
supervise housekeeping, advertising and promotion, food services, and the rest of the operation.
The manager’s working relationship with these people contributes significantly to the smooth
functioning of the hotel.

Hiring and training are two other vital responsibilities of the manager. The personality,
experience and expertise of every employee in a hotel is a matter of importance in a business
where courtesy is one if the major services. The reference given by job applicants must be
carefully checked, and a watchful eye must be kept on their performance after they have been
hired.

Continuing in-house training programmes, either formal or informal, are customary in
large hotels in order to maintain the standards of the establishment.

Training in the fundamentals may extend to all the employees, especially in new hotels.

The great increase in tourism in recent years has resulted in the construction of many
hotels which are located in areas where local customs differ greatly from those of the hotel’s
expected customers. In such cases, it is essential to give intensive training to employees in every
job category in the hotel before it opens.

This training usually includes a course in the languages of the expected customers.

In the addition to the manager, many hotels also include one or more assistant managers
on the staff. When there are several, they are often assigned to different shifts: one for the
morning and early afternoon, one for the late afternoon and evening, and one for the late evening
and early morning hours. The assistant managers frequently have a desk in the lobby near the
reception area, since they deal with routine problems such as unsatisfactory room assignments or
overbookings. They refer more serious problems to the manager or the appropriate department
head. The assistant managers are usually in training for more responsible jobs in hotel
management.



The management and administration of a hotel have a dual responsibility. First, they
must return a profit to the owners who are often themselves the managers in a small hotel.
Second, they must deliver the services and quality that the guests expect. Fortunately, these two
responsibilities usually work together, that is, the greater satisfaction the guests receive, the
greater the prospects that the establishment will be financially successful.

Vocabulary list

1. title, n Ha3BaHUE MOHKHOCTH; THTYJI

2. be responsible for oreeuats 3a uTo-1M00; PYKOBOAWUTE; OBITH IiTaBHBIM ( SYN. to be in
charge of )

3. OWner, n Biajaesen, X03siMH

. executive [g’zeku:tv], n BbiciIee TOKHOCTHOE JIMIIO; PYKOBOJUTEIb BEICOKOTO paHra
. experience, 1 OIBIT

. appropriate [+’ proup<it], adj moaxoasIuMii; COOTBETCTBYIOMIMIL

. attain, v IOCTUTHYTb, TOOUTHCS

8. vary, v MEHSIThCSI, UBMEHATHCS; PA3HUTHCS, PACXOIUTHCS; Pa3HOOOPA3HTh,
BapbUPOBATh

9. chain-operated hotel rocTunuIla, BXOASIIAS B CETh TOCTUHHIL C OJJMHAKOBBIMU
MPUHIIUIIAMH YIIPABJICHUS

10. tightly, adv cTporo, xecTko

11. framework, n cTpykTypa; pamxu

within framework B pamkax

12. exercise, vV OCYIIECTBISATh; UCIOJIB30BaTh, MOJIH30BATHCS
(mpaBaMm ); BBITOTHATH(00S3aHHOCTH)

13. carryout BBIIOJTHSATE; TPOBOAUTH(IIOTUTHKY)

14. distinctive, adj oTIMYUTENBHBIN, OCOOBII

15. host, n Xo3s1H (MpUHUMAIOITUI TOCTEH)

host, v npuHUMaTh rocTei; ycTpauBaTh y c€0sl MEpONpUsATHE

16. occur, v ciay4yarbces, IPOUCXOIUTh

17. routine [ru:’f:n], 1 3aBelE€HHBIN MOPSJIOK; YCTAHOBUBIIASCS TPAKTUKA,
OTIpeNIeIEHHBINA PEeXUM

18. spot checks BbIOOpOUHBIE MPOBEPKH; BHE3AIHAS IPOBEpKa O€3 NpeaABapUTEIbHOIO
peaynpexIeHus

19. supervise, T KOHTPOJIUPOBATh; OCYIIECTBIISITh PYKOBOJCTBO HEITOCPEJACTBEHHO Ha
MecTax

20. smooth, adj rimagkuii; poBHBII; CITIOKOWHBIN; OecriepeOOHbBII

21. expertise [ Y ekspt::’tiz], n ( p .) 3HaHUA U OMBIT(B JAHHOH 001ACTH); KOMITETEHIUS;
3HaHUE JIeNa

22. courtesy [ Y k'»:::::::-:t’s'], Il yYTHBOCTh, 00XOIUTENBHOCTh; BEXKINBOCTH;

23. ajob applicant kanaUAAT HA TOJDKHOCTH; IPETEHACHT Ha BAKAHCHUIO

24. in-house (training, magazine) BHyTpH OpraHU3all{; BHYTPUBEIOMCTBCHHbII

25. extend to, v pacipocTpaHsThCSA Ha...

26. customary, adj oOBIYHBIIL; TPUBBIYHBIN; OCHOBAHHBIN HA OTBITE

27. employ, v HaHUMaTh Ha padoTy

employer, 1 paboToaTeNb; pyKOBOIUTEb

employee, m pabOTHUK; COTPYIHUK

28. assign, I Ha3Ha4YaTh; NOpy4aTh(3agaHue paboTy);0NpPeaeNsiTh Ha JOHKHOCTh

29. shift, n cmena

30. room assignment, 11 pacrpeaeieHue KOMHAT

31. overbookings npeBbllieHrEe KOIUYECTBA 3a0pOHUPOBAHHBIX HOMEPOB
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32. dual [‘dju:Qf::::::-I], adj 1BOMICTBEHHBIN; ABOWHOM; COCTOSIINN U3 ABYX YacTei
33. profit, m mpuoObLTL

Task 2. Read the text “Management as a profession “ .

VOCABULARY

appreciate — npuHUMaTh BO BHUMaHHUE

making and carrying out decisions - npuHATHE U UCIIOJHEHHE PEIICHHIA

to communicate — coobmarb

entirely scientific — Bcereno HayuHbIi

proposition - yrBepxacHue

to put management techniques into practice — ocyIecTBIATh TEXH. METOIBI PYKOBOCTBA

outstanding — BeLIArOIIMIACS

administrator — paciopsiiuTeIb, pyKOBOAUTEIb, YIIPABJISIOIINI

(non)profit-making organizations — (He) koMMepYecKHre OpraHUu3aIUuK

board of directors — coser nupekTopoB

shareholders — akunonepsr

managing director - aupexkTop-pacnopsIuTeb, YIPABIAIONINN [MCIOIHUTENbHBIN | TUPEKTOP
(4IeH coBeTa JUPEKTOPOB, 3aHMMAIOIINICS TOBCETHEBHBIM PYKOBOJICTBOM KOMITAHUECH )

assistant general managers — mOMOIIHUK TeHePaTbHOTO JUPEKTOpa [MeHemKepa] (TI1aBHOTO

MEHE[KEpa OpraHu3alliun )

a deputy — 3amecTHTEb

sales manager — komMmMepuecKuii IUPEKTOP

marketing manager — MmeHemKep M0 MAPKETHHTY; MEHEKEP 10 MPOaakaM

So you fancy yourself as a manager? You are not alone in having that ambition. What
does it mean to be a manager? The first thought that comes to mind is that a manager gives
orders and tells other people what to do. That is partly true. But it is not quite as simple as that.

In fact management demands much knowledge of economics and business. The role of
the manager today is much different from what it was one hundred years, fifty years or even
twenty-five years ago. At the turn of the century, for example, the business manager’s objective
was to keep his company running and to make a profit. The modern manager must now consider
the environment in which the organization operates, that is, the manager must have a good
understanding of management principles, must appreciate the current issues of the total
economic, political, social, and ecological system in which we live, and must possess the ability
to analyze complex problems.

General functions of any managerial system at any managerial level are planning,
organizing, directing and controlling. Managers are those people who are responsible for
making and carrying out decisions within the system, they directly supervise people in an
organization. A manager sets objectives and decides what has to be done to achieve these
objectives. He makes the objectives effective by communicating them to the people who are
responsible for various jobs. Managers are expected to get results of one sort or another, in one
way or another, but they get their results through people.

Some basic characteristics seem to apply to managers in all types of organizations; they
include hard work on a variety of activities, preference for active tasks, direct personal
relationships. The top manager manages other managers, chooses and trains them, plans their
operations, and checks the results. Managing is a hard work, for there is a lot to be done and little
time to do it.

Although the tasks of a manager can be analyzed and classified in this fashion,
management is not entirely scientific. It is a human skill. Business professors obviously believe
that intuition and 'instinct' are not enough; there are management skills that have to be learnt.

I



P.Drucker, for example, wrote over 20 years ago that “Altogether this entire book is based on the
proposition that ‘the days of the "intuitive" manager are numbered,” meaning that they were
coming to an end. But some people are clearly good at management, and others are not. Some

peopl
3.Ilepecka3arb TEKCT.
4.CocTaBUTh AaHHOTAIMIO K TEKCTY.
a) OcHoBHas1 JIUTEpPaTYpAa;

Pozcosa, B. FO. AHrnmiickuii S3bIK AJI1 TOCTHHUYHOTO OM3Heca. 3amaHus : yueOHoe mocobue
st By30B / B. FO. PoroBa. — MockBsa : U3garenbctBo Opaiit, 2023. — 43 ¢c. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-14564-9. — TekcCT : 37eKTPOHHBIH
// ObpazoBarenbHas miardgopma FOpait [caiiT]. —
URL.: https://urait.ru/bcode/520186 (nara obpamienus: 28.06.2022)

Mownsea, E. B. AHTIMICKUR SI3bIK TSI U3y4aromux Typu3m (A2-B1l+) : yueOHoe mocobue
JUTs cpesiHero npodeccuoHanbHoro oopasosanus / E. B. Momnsra. — 6-e u3.,
ucnp. u gon. — Mocksa : U3garensctBo HOpaiit, 2023. — 267 c. —
(ITpodeccuonansruoe obpazoBanne). — ISBN 978-5-534-11164-4. — TekcrT :
anekTpoHHbIH // OOpa3zoBatenbHas miardgopma FOpaiir [caiit]. —
URL.: https://urait.ru/bcode/517078 (nata ooparienus: 28.06.2022).
Tema 2.9 Cay:x0a 6ponupoBanus B oresie Hotel booking Service.
IIpakTuyeckoe 3anaTue Ne 16 (10 gac)
Ieab: COBEPIICHCTBOBATH YCTHYIO M MUCHBMEHHYIO pPEYb; pa3BUBATh HABBIKM UYTCHUS H
NepeBoIa;
(dbopMHpPOBATH CIIOCOOHOCTH CTYJIEHTOB OOIIATHCA HA aHTJIMICKOM SI3bIKE (YCTHO U MHUCHbMEHHO)
Ha MMOBCETHEBHBIC M MTPOPECCHOHATLHBIC TEMBI.
TpeGoBanus K 3HAHUSIM U YMEHUSIM:
CTyneHT AOKEeH yMeTh: BECTH JUAJIOT B CUTYaIUsIX O(QUIIHAIBHOTO OOIIeHHs; COOI0IaTh
JIOTHKY ¥ TTOCIIEI0BATEILHOCTh BRICKA3bIBAHUN; PEYEBOT0 B3aMMOICHCTBHUS C TTAPTHEPOM,
MPUHUMATH 3a5BKU Ha OPOHUPOBAHKE HOMEPOB MO TeNeOHY, B PSKUME OHJIANH U IPH TUYHOM
MIPUCYTCTBHH KIIMEHTOB.
CTyneHT AOJKEH 3HATh: HOBBIE IEGKCUYECKUE €IMHULIBI 10 TeMe; €AMHHIIBI PeYeBOT0 STUKETA,
00CITYKUBAIONITNX CUTyalnH OOIICHHS; TPAMMATHICCKUH MUHUMYM, HEOOXOAMMBIN ISt
o0IIeH s ¥ MepenucKy Ha anruiickoM si3bike ( General questions,Special questions,Alternative
questions.
Tag question), 06s13aHHOCTH aIMUHHCTPBTOPA OTEIIS.
Ilepeuensb HEOOXOAMMBIX CPeCTB 00y4eHHs: YUCOHHUK, CIIOBaph, KOMITBIOTEP, pabodas
TETpalb.

OcHoBHbIe TPeOOBaHUs K pe3yJibTaTaM padoThbI:

1) nexcuko-rpaMMaTUyecKas FpaMOTHOCTh BbICKa3bIBaHMUIA;

2) MakcUMaJbHas HAOJIHIEMOCTb BBICKAa3bIBAaHUI HOBOM JIEKCUKOIA;
3) criocoOHOCTh K KOMMYHUKATHUBHOMY ITapTHEPCTBY.
Conep:xanue 3aJaHNIH:

1) KOHTPOJIbHBIE BOTIPOCHI;
2) Tunbl OPOHUPOBAHUS;
3)npeuMyIiecTBa U HEAOCTATKU MPSIMOTr0 OPOHUPOBAHMSI HOMEPOB;
4) quanoru ¢ KIMEeHTaMH IpU OPOHHPOBAHUHM HOMEPOB;
7) NTEKCUKO-TPaMMAaTHUYECKHE YIPaKHEHHS



Testl. Online hotel reservations are popular methods for booking hotel rooms.

Travelers can book rooms on a computer by using online security to protect their privacy and

financial information and by using several online travel agents to compare prices and facilities at

different hotels.

What is the meaning of hotel reservation?

A reservation is a bilateral contract between a hotel and a guest, according to which the hotel

must provide the specified room type to the guest and the guest must agree to pay all relevant

charges. This is also known as contract of booking.

What is the benefits of online booking?

An online booking system works all the time. This gives freedom to potential visitors to book a

room any time they want.

It is also maximizes your sales because you are not limited to your working hours. In fact

studies show that 24/7 online reservation system greatly increases the number of hotel booking.

Can you book hotel online?

For most travelers, booking a hotel room often come down to one important variable: price.

Online travel agencies (called OTA is the industry) like EXPEDIA and PRICELINE, have been

the go-to-booking sites for the cheapest rates.

How to create a Hotel Booking WEBSITE?

1.Conduct market research. When it comes to hotel booking WEBSITES, we mostly talk about

the market of online travel agencies

2.Step2 : Choose USP for your Hotel Booking WEBSITE

3.Step 3:Choose inventory sources

Step 4:Plan your hotel booking website development.

There are two core types of bookings:

Direct bookings and indirect bookings.

Within these different types of bookings there are also multiple variations including instant
booking (guaranteed booking) and pending bookings.

What are direct bookings?

Direct bookings can be defined as those bookings you have generated through your own
channels.

For example direct bookings are those that have been made through your website, over your
phone or walk-ins.

These bookings often come from your own marketing and sale tactics.

The benefits of direct bookings:

By taking direct bookings you build up less of a reliance on others

to send your bookings.

They often have lower fees ( paid directly to the booking system provider).

However no booking is free.

If you are getting direct bookings it will be as a result of

1) Your money into advertizing your website or creating booklets or other marketing campaigns

2) Your time you invest in meeting people, pushing your business on social media or building up
reviews and word of mouth.

The disadvantages of direct bookings.

It can be time-intensive to drive direct bookings, often requiring lots of sales and marketing
across different channels.

Depending on the channel used, it can be easy to waste a lot of money if you don’t have
expertise in some channels such as PPC advertizing. But it is critical that business can
drive their own booking to avoid a reliance on other platforms.
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Different types of direct bookings:

Instant booking( guaranteed bookings)

Customer can select the date, number of attendees, and pay immediately

You're then set uo to deliver the experience without any admin.

Pending bookings ( nonguaranteed bookings): Until now,most online booking systems cater for
instance booking only. There is a system that allows you to check bookings before you
finally accept the booking ( at which point the payment is taken automatically) This helps
you to avoid overbooking by being able to take your availability before you accept the
booking.

Importantly it also locks in customer commitment, preauthorizing there card so that when you

accept, their booking is then confirmed. This is the best solution for taking online bookings for

those who still want the flexibility of no online booking ®opma konTpoIsi: yCTHBIM
ompoc.Dialogue of the Hotel Reseptionist with the Guest

Task 2. Learn Dialogues
1. Booking a room in a hotel

- Good afternoon. Queen’s Hotel.

- Hi. This is Joanna Stewart from Madrid calling. I would like to arrange accommodation for our
company’s visiting professors. And | am going to learn a bit about the facilities that your hotel
offers.

- Isee, Miss Stewart. Well, Queen’s Hotel is a 4-star hotel and we are located 10 minutes from
the centre of London.

- Does this mean that the hotel is too crowded and noisy?

- Not quite because the guests’ rooms are on the quiet side of the building.

- That’s fine. And is there a restaurant in the hotel? Do you serve any food there?

- Sure. There is a small restaurant here which caters our residents. We also have a bar and a
snack-bar.

- | see. And do you have a swimming pool or a sauna?

- Yes, the sauna is rather popular with our guests. Unfortunately there isn’t a swimming pool
here.

- Well, thank you for the information. Can | make a booking for 2 people then, for the 10th of
June, please?

- Ok. How long are they going to stay?

- I hope, for 3 nights. But they may stay a bit longer.

- Would you like a double or a twin room? With a bath or a shower cabin?

- A twin room with a bath and an air-conditioner will be fine. And how much is the room? Is
breakfast included?

- Our hotel offers half board or bed and breakfast. Which variant do you prefer?

- Bed and breakfast will do. And | hope there is a TV set, a fridge, a kettle and a hair-drier in the
room.

- Oh, it goes without saying. So the room number 355 is available on the third floor. You can see
the room on our web-site and in case you decide to change it, please, let us know as soon as
possible. So price of the room is 150 dollars per night. The price is inclusive.

- OK. We’ll take it. Can we pay by a credit card?

- Certainly. May | have the names of the visiting persons, please?

- That’s Mr. Manuel Alonso and Mr. Antonio Solana.

- OK. Our check-in time is at 1 p.m. and our guests should come to the reception desk to fill in
the forms and get the keys. Thank you for choosing the Queen’s Hotel. Good bye.



Dialogue 3. Talk with an Administrator

Administrator: Hello, how can I help you?

Guest: Hello. I would like to stay at your hotel.

A: Have you booked the room in advance?

G: No, but I hope you will find something for me.

A: Now I'll look. So ... We have several free rooms. There is a suite, there is a single standard
and a double economy.

G: And what is the cost of the rooms?

A: The suite costs $ 30 per night, the "Standard” room - $ 20 per night, and the "Economy" for
two - $ 15 per person.

G: 1 would like to have a single room. I do not want to live with a stranger. I'll take the room
for $ 30.

A: Good. We have a room with mountain view, and there is one with a view of the park.
Which one would you prefer?

G: I really like greenery. | have a beautiful view of the forest from my window at home. And
the mountains are not mine. I'm afraid of heights. Give me a room with a view of the park.
. All right.
: What about food?
: Breakfast is included in the room price. Standard continental breakfast.
: And where can | have lunch and dinner here?
: There is a small restaurant on the 1st floor of the hotel. There you can eat at any time.
: Great.
. If everything suits you, please fill in the application form and write down all the data.
: Here you are. Is it all right?
: Yes, all is well. Here are the keys to your room. You will be taken to the room and shown
how to use the devices.

G: Is there a mini bar in the room?

A: Yes, there is. But you need to pay extra for everything there.

G: I see. And another question. | need to send a few emails today. Do you have the
opportunity to do this?

A: Our hotel has free Wi-Fi. Moreover, we have a business center where you can not only
send letters, but also print out everything that you need.

G: Great. Thanks for the info.

A: Have a nice rest.
Dialogue 4. “Arriving and checking in “(IIprObITHE B OTENb U PETHCTPAIINS)

>TOPOTO>OP>

1.Receptionist: Good afternoon! Welcome to The Volkhov Hotel!
What can | do for you?
Ho6poe ytpo! lobpo moxkanoBath B rocTuHuiy “Bomnxos”
UYewm s mory Bam nomoun?

Guest:We would like to check-in. | and my daughter have a reservation room.

MpbI ObI XOTETH 3aCENUTHCA. Y HAc ¢ 104Yephbio 3a0pOHUPOBAH HOMED.
2. Receptionist:What are your names?

Kak Bac 30ByT?

Guest: Anna Ivanona and Natalya lvanova.

Anna NBanoBna u Haranes MiBaHOBHa.
3.Receptionist:Yes, Madam Ivanova. A double room was booked for you for two nights. Is it
right?
Ha, rocnoxxa Banosa. /{nst Bac 3a0ponupoBaH 1ByXMeCTHBII HOMEp Ha JBE HOYU.,BEPHO?
Guest: Yes, everything is correct.



[a, Bce BepHO.
4.Receptionist:Will you fill in the registration form, please? Thank You. It is necessary for us to
look at your and your daughter’s identification documents.
[ToxkaiyiicTa, 3amoTHUTE perucTpanronnyto Gomy. Criacu6o. Taxxke HaM HEOOXOUMO YBUICTh
JIOKYMEHTBI, YAOCTOBEpstoMe Bally TMYHOCTh U IYHOCTh BalllEd JOYEPH.
Guest: Sure. Here you are.
Jla, KOHEYHO -1M0JaeT JOKYMEHTHI.
5.Receptionist: Thank you. Your room number is 234. Here is your key. Enjoy staying in the
hotel “Volkhov”! Do you need help with your luggage?
Cnacu6o. Bam nomep 234. Bot Bam kimtou. [IpusitHoro npedsiBanus B roctunuiie “Bomaxos™!!!
Bam Hy>xHa momoIis ¢ 6araxxom?
Guest: No thanks ,we have only one suitcase. We can handle ourselves.
Her, cmacu6o, y Hac TOIBKO OJUH YeMoiaH. MBI CIIpaBHUMCS CaMH.
1.Receptionist: Good afternoon! Welcome to The Volkhov Hotel!

What can | do for you?

JHob6poe yrpo! Jlo6po noxanoBars B TOCTUHUIY “Boyixos”

Yewm s mory Bam nomoun?
2. What are your names?

Kax Bac 3oByT?

3.Receptionist:Yes, Madam Ivanova. A double room was booked for you for two nights. Is it
right?
Ha, rocnoxxa MiBanoBa. [[ist Bac 3abpoHnpoBaH 1ByXMECTHBIM HOMED Ha JBE HOYH.,BEPHO?

4.Receptionist:Will you fill in the registration form, please? Thank You. It is necessary for us to
look at your and your daughter’s identification documents.

[Toxkanyiicta, 3alIOTHUTE perucTpauuoHHy0 Gomy. Cracubo. Takxke HaM HEOOXOIUMO YBUIETh
JIOKYMEHTBI, YA0CTOBEpsOIKe Bamly TMYHOCTD U JTYHOCTh Balllel JOYEPH.

5.Receptionist:Thank you. Your room number is 234. Here is your key. Enjoy staying in the
hotel “Volkhov”’! Do you need help with your luggage?
Cnacu6o. Bam nomep 234. Bor Bamr kitou. [IpusitHoro

a) OcHoBHas1 IMTEpaTYpa;

Pozcosa, B. IO. AHramiickuii S3bIK AJ1 TOCTUHUYHOTO Ou3Heca. 3amaHus : yueOHoe mocobue
st By30B / B. FO. PoroBa. — Mocksa : M3narensctBo HOpaiit, 2023. — 43 ¢. —
(Boiciiee obpazoBanue). — ISBN 978-5-534-14564-9. — TekcT : 31€KTPOHHBIN
// ObpazoBarenbHas mwiardgopma FOpait [cailT]. —
URL: https://urait.ru/bcode/520186 (mara oopamenus: 28.06.2022)

Mowmnsiea, E. B. AHramiickuil s3bIK JUId u3ydaromux Typusm (A2-Bl+): ydeOHoe
nocooue ISt cpeHero npodeccrnoHaibHOrO o0pazoBanus / E. B. Momasra. — 6-¢ u3., ucmp.
u gomn. — MockBa: WzmatensctBo HOpaiit, 2023. — 267 c.— (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-11164-4. — Tekcr : snekrpoHHBIH // OOpa3zoBareibHas
iatdopma KOpaiit [caiit]. — Ilepuoouueckue uzoanus

1. Kypnan «/HocTpaHHbIE S3bIKK B IMIKOJIEY». YupexaeH MUHUCTepCTBOM 00pa3oBaHus
1 Hayku PO

2. 1 centa0ps English. [Ipunoxxenue k razere «1 ceHTAOps». YupexxaeH MUHHCTEPCTBOM
oOpa3zoBanus u Hayku PO.

HHmepHem-ucmquuKu:



http://www.learn-english.ru

http://www.englishforbusiness.ru

http://www.homeenglish.ru
http://www.belleenglish.com

http://www.english-at-home.com

6. http:// www. travel.dk.com

7. http:// www. lonelyplanet.com

8. http:// www. thomascook.com
9. http:// www. timeout.com

10. http:// www.english.language.ru

11 http:// www.study.ru

12. http:// www.language-study.com

13. http:// www.engl.1september.ru

14. http:// www.longman.ru
15. http:// www.bbcrussian.com

KPUTEPUU OLIEHKHA
I'pammaruka
1.CoBepIIeHHO HE 3HAET MpaBuIl 2 HEY0BJIETBOPUTEIHHO
rpaMMaTUKU
2.bomp110€e KOJIMYECTBO OIINOOK 3 YJIOBJIETBOPUTEIBHO
3.JlonyckaeT HE3HAUUTENBHOE 4 XOpOIIO
KOJIMYECTBO OMIMOOK
4.0TCcyTCTBHE NIPAKTUYECKUX OLIMOOK ) OTJINYHO
CB00012 001IeHNA HA AHTJIHHCKOM
sI3bIKe
1.He Mo’xeT roBOpUTH, HE MOHSAT 2 HEYJIOBJIETBOPUTEIBHO
2.0061mmaercs ¢ TpyaomM 3 YAOBIIETBOPUTENBHO
3.Xopoio o0raeTcs 4 XOpOLIO
4.00maetcs cBOOOAHO 5 OTIIMYHO
IIpousHomenue
1.Pycckoe 2 HEYIOBIETBOPUTEIIBHO
2.ApTUKYNHpPYET C OLIMOKaMHU 3 YIOBJIETBOPUTEIILHO
3.Aptukynupyet 6e3 ommnbdok 4 XOpOLIO
4.ApTUKyIupyeT Ha YPOBHE HOCUTEISA 5 OTJINYHO
SI3bIKA
I'pammaTuka
1.CoBepI1IeHHO HE 3HAET MpaBuIl 2 HEYJI0BJIETBOPUTEIBHO
rpaMMaTHKH
2.bonbI10€e KOJIMYECTBO OMINOO0K 3 YAOBIIETBOPUTEIBHO




3.JlonyckaeT HE3HAUUTENBHOE 4 XOpOLIO
KOJMYECTBO OMIMOOK

4.01cyTCTBHE MPAKTUYECKUX OMINOOK 5 OTJIMYHO
CB00012a 00LIIEHHSI HA AHTJIMHCKOM

sI3bIKE

1.He Mo3xeT roBOpUTh, HE MOHSAT 2 HEYJIOBJIETBOPUTEIBHO
2.00maercs ¢ TpyioM 3 YIOBJIETBOPUTEIILHO
3.Xoporio odmaercs 4 XOPOIIIO
4.00m1aercs cBOOOIHO ) OTJINYHO
IIpousHomenune

1.Pycckoe 2 HEYJI0BJIETBOPUTEIIBHO
2.ApTuKynupyer ¢ omurOKamMu 3 YAOBJIETBOPUTEIBHO
3.ApTuxkynupyet 0e3 omundox 4 XOPOIIIO
4.ApTuKyIupyeT Ha YPOBHE HOCHUTEISA ) OTJINYHO

S3BIKA

TBopueckue NnucbMeHHbIEe PA00THI OLEHUBAIOTCS 1O NSTH KPUTEPUAM:

— Conepxanue (cobmroeHne o0beMa paboThl, COOTBETCTBUE TEME, OTPAKEHBI JIU
BCE yKa3aHHbIC B 3aJlaHUU aCHEKThl, CTHIIEBOE O(OPMIIEHHUE PEUHd COOTBETCTBYET
TUIY 3aJlaHKs], apryMEHTaIlUsl Ha COOTBETCTBYIOIIEM YPOBHE, COOJIIOJICHUE HOPM
BEXKJIMBOCTH).

— Opranuzanusi padoThl (JIOTMMHOCTh BBICKA3bIBAHUS, HCIIOJIL30BAHUE CPEJICTB
JIOTUYECKON CBSA3M HA COOTBETCTBYIOIIEM YpOBHE, coOmoAeHue ¢dopmara
BBICKA3bIBAHUS U JICJICHHUE TEKCTa Ha a03allbl);

— Jlexcuka (CIIOBapHBIM 3amac  COOTBETCTBYET IIOCTABJICHHOW 3ajade M
TpeOOBAHMSIM JTAHHOTO T'0J1a 00YUYEHUS S3bIKY);

— I'pammaTuka (MCOIB30BaHUE PA3HOOOPA3HBIX TPAMMATUYECKUX KOHCTPYKIIMM B
COOTBETCTBHH C TOCTABIICHHOMW 3a/iaueil U TpeOOBAHMUSIM JAHHOTO ToAa OOydeHHUS
A3BIKY);

—  Opdorpadpuss um mnyHkTyauuss (OTCyTcTBHE oOpdorpapuyeckux OUIMOOK,
COOJIIOZICHUE TJIABHBIX MPaBUJ TYHKTyallUW: TPEAJIOKECHHUS HAYUHAKOTCA C
3arjlaBHOM OYKBBI, B KOHII€ MPEI0KEHUS CTOUT TOYKA, BOMPOCUTEIIHHBIM WIIU
BOCKJIMIIATEIBHBIN 3HAK, a TakKe COOJII0JICHWE OCHOBHBIX MPABUJI PACCTAaHOBKHU
3aMSITHIX ).

Kpurepuu oieHKH TBOPYECKHX MUCbMEHHBIX padoT

Kputepuu ouenku Koi-Bo
Onenka BApPUAHTOB




3aJIaHuU

5 «OTJIUYHO»

1. Coneprxanrie: KOMMYHHKAaTUBHAS 3a7a4a pelieHa
MOJHOCTHIO. 2. Opranu3aius paboThl: BEICKAa3bIBaHUE
JIOTUYHO, UCTIOJIb30BaHbI CPEJCTBA JIOTHYECKOU CBSI3H,
coOmtoieH (hopMaT BbICKa3bIBaHUS U TEKCT IMOJEJICH Ha
a03arbl.

3. Jlexcuka: JIEKCUKa COOTBETCTBYET IMOCTABICHHOM 3aja4e
U TpeOOBaHUAM JJAHHOTO Tojla O0yUeHHUS.

4. I'pammaTHKa: UCTIOIB30BAaHbI PA3HOOOPA3HBIE
rpaMMaTUYECKUE KOHCTPYKIIMH B COOTBETCTBUHU C
MOCTaBJICHHOW 3a7ja4ueil U TpeOOBaHUSIM JIAaHHOTO Trojia
00y4eHus SA3bIKY, TPaMMaTUYECKUE OLUTHOKH TUO0
OTCYTCTBYIOT, JINOO HE MPEMATCTBYIOT PEUICHUIO
KOMMYHHUKAaTUBHOU 33J1a4HU.

5. Opdorpadus u nynkryanus: opdorpaduueckue ommoKu
OTCYTCTBYIOT, COOJIIO/ICHBI PAaBUJIA TyHKTYAINH:
IPEJIOAKEHHUS] HAUMHAIOTCS C 3arJlaBHOM OYKBBI, B KOHIIE
IPEJIOAKEHHUS] CTOUT TOYKa, BOIIPOCUTENbHBIN UITN
BOCKJIMIIATEIbHBIN 3HAK, a TAKKE COOJII0/IEHBI OCHOBHbBIE
IpaBUJIa PACCTAHOBKU 3aIISTHIX.

4 «xopoiio»

1. ConeprkaHne: KOMMYHHUKAaTUBHAs 3a/1a4a peLICHA
MTOJTHOCTBIO.

2. Opranu3zanus padoThl: BEICKa3bIBaHUE JIOTUYHO,
HCITIOJIb30BAHBI CPEJICTBA JIOTUUYECKOM CBSI3U, COOII0/ICH
dhopmaT BBICKa3bIBaHUS 1 TEKCT I0JICJICH Ha a03allbl.

3. JIekcuka: JIGKCHMKa COOTBETCTBYET MTOCTABIEHHOM 3a/1a4ue
U TpeOOBaHUAM JJaHHOTO roja oOyuenus. Ho nmerorcs
HE3HAYUTEIbHBIE OIIHOKHU.

4. I'paMMaTHKa: UCIIOJIb30BAHBI PA3HOOOPa3HbIC
rpaMMaTUYeCKHUe KOHCTPYKIIUU B COOTBETCTBUU C
MOCTaBJICHHOM 3a7a4eil U TpeOOBaHUSIM JIaHHOTO Trojia
0oOy4eHHMs S3bIKY, [PAMMAaTUYECKHUE OITMOKU
HE3HAYUTEIBHO MPENSATCTBYIOT PEIICHUIO
KOMMYHHUKAaTUBHOM 3aJ1a4H.

5. Opdorpadus u myHKTyaIus: HE3HAYUTEIIHHBIC
opdorpaduueckre ommoOKH, COOTIOCHBI ITpaBUa
MYHKTYyaIuu: TPEIJI0KCHNUS] HAUMHAIOTCS C 3arJIaBHOU
OYKBBI, B KOHIIEC MPEJJIOKEHUSI CTOUT TOYKA,
BOIPOCUTEBHBIN WM BOCKJIUIIATEIBHBIN 3HAK, a TAKXKE
co0JII0ICHBI OCHOBHBIC MPaBHUIa PACCTAHOBKH 3aITSITHIX.
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«YIAOBJICTBO-

1. Conepxxanne: KoMMyHHKaTUBHAA 3a7a4a pelIeHA.
2.0pranu3zanus paboThl: BEICKa3bIBAHUE HEJIOTUYHO,
HEeaJIeKBaTHO MCIIOJb30BaHbI CPEICTBA JJOTUUECKOM CBS3H,

I




PUTENBHO» | TEKCT HEMPAaBUIIBHO MO/ETICH Ha ab3allbl, HO (popmar
BBICKa3bIBaHUS COOIIOZICH.

3. Jlexcuka: MecTaMu HeaJeKBaTHOE yoTpeOieHne
JEKCHKH.

4. 'pammatuka: UMEIOTCs rpyOble TpaMMaTHYEeCKHe
OILIUOKH.

5. Opdorpadus u myHKTyaIus: He3HAYUTETbHBIC
opdorpadudeckue ommOKH, HE BCETIa COOTIOACHBI
IpaBuJia MyHKTYAIlMU: HE BCE MPEAJIOKEHUS HAUNHAIOTCA C
3arjaaBHOM OYKBBI, B KOHIIE HE BCEX MPEIIOKEHUI CTOUT
TOYKA, BOMPOCUTENBHBIN WM BOCKIUIATEIbHBIN 3HAK, a
Tak)Ke He COOJII0/IEHBI OCHOBHBIE MPaBUiIa PACCTAHOBKH

3aIATHIX.
2 1. Conepxanne: KomMyHHnKaTuBHAs 3a7aya HE pEIICHA.
«HeynoBneTB | 2. Opranu3zanusi paOOThl: BEICKa3bIBAHUE HEJIOTUYHO, HE 1

O-pUTENBHO» | HCMOJIb30BAHBI CPEJICTBA JJOTUYECKOM CBA3H, HE COOIO/ICH
(dopmar BbICKa3bIBaHUs, TEKCT HE MOJIEJICH Ha a03allbl.

3. JIekcuka: 0601bI110€ KOJUYECTBO JIEKCHUECKUX OLINOOK.
4. I'paMmMatuka: 60JIbIIOE KOJIMYECTBO IPaMMaTHYECKUX
OLIMOOK.

5. Opdorpadust u myHKTyalus: 3HAYUTEIIbHbIE
opdorpadpuueckre ommuOKH, He COONIIOIEHBI TpaBUiIa
IIYHKTYallMK: HE BCE NPEIJIOKECHUS HAYNHAIOTCS €
3arjaaBHOM OYKBBI, B KOHIIE HE BCEX MPEMIOKEHHUIN CTOUT
TOYKA, BOIIPOCUTEIIBHBIN UM BOCKJIMIATENBHBIN 3HAK, &
TaK)Ke He COOJII0/IEHbl OCHOBHBIE MTPaBUila pACCTaHOBKU
3amATHIX.

a)Mononozuueckoe 6bicKa3vleanue

YCTHBIE OTBETHI OLICHUBAIOTCS MO IISITU KPpUTCPUAM:

1. Conepsxanue (coOmogeHrne o0beMa BHICKa3bIBaHUsA, COOTBETCTBUE TEME, OTPAKEHUE BCEX
ACITIEKTOB, YKa3aHHBIX B 33JJaHUH, CTUJIEBOE O()OPMIIEHUE PEUH, apTyMEHTAIH, COOIOICHHE
HOPM BEXKIIUBOCTH).

2. BzaumogerictBue ¢ cobeceTHUKOM (YMEHHUE JJOTUYHO U CBSI3HO BeCTU Oeceny, coOo1aTh
OUepeIHOCTh MPU OOMEHE PEIIMKaMHU, JaBaTh AprYMEHTUPOBAHHBIE U Pa3BEPHYTHIE OTBETHI HA

BOIIPOCHI cOOECEeTHNKA, YMEHHE HauaTh U MOIEPKUBATh Oecey, a TAK)Ke BOCCTAHOBHUTH €€ B
cirydae cOosi: Iepecrpoc, yTOYHEHUE);

3. Jlexcuka (CIIOBapHBIN 3amac COOTBETCTBYET MOCTABICHHOM 3a7a4e U TPEOOBaHUSAM JaHHOTO
rojia o0y4eHus S3bIKY);

4. I'paMmMaTuka (MCOJIB30BaHUE PA3HOOOPA3HBIX TPAMMAaTHUECKUX KOHCTPYKIIHI B
COOTBETCTBUH C NIOCTaBJIIEHHOH 3a/1a4eil U TpeOOBaHUSIM JAaHHOTO rojia 00yueHHs SA3bIKY);




5. IlponsHonieHne (MpaBUIbHOE IPOU3HECEHUE 3BYKOB HEMELIKOTO SI3bIKa, IPaBUIIbHAS
IIOCTAaHOBKA yJIapEHUs B CIOBAaX, a TAKXKE COOJIIOJICHUE IPAaBUIIBHOM HHTOHALMY B

MIPEIIOKECHUSIX )

O0nem BeicKazbiBaHue 15-20 mpeayioKeHui.

OneHKa

Kputepuu onenku

Kou-Bo BaprianToB
3alaHui

5 «oTIUYHO»

CoOmoneH  0o0beM  BBICKAa3bIBaHUS.  BbICKa3bIBaHUE
COOTBETCTBYET TEME; OTPAXKECHBI BCE ACIIEKThI, YKa3aHHBIC B
3a7laHuM, CTUIIEBOE O(hOPMIICHHE PEUU COOTBETCTBYET THITY
3aJJaHKs, apTYMEHTAIUs Ha YPOBHE, HOPMbI BEXKIIUBOCTH
coOmroieHbl. AJeKBaTHas ©CTECTBEHHAs peakius Ha
permuku codecennuka. [IposiBisiercs peyeBas MHUIIMATHBA
JUISL PELICHUs] IMOCTAaBJICHHBIX KOMMYHHUKAaTHBHBIX 3ajad.
Penkme  rpammarmyeckue — OmMMOKM  HE  MEMIAIOT
KOMMYHUKaIMH. Peub 3By4HT B €CTECTBEHHOM TEMIIC, HET
rpyOBIX POHETHUYECKIX

OLINOOK.

4 «xopo1o»

He nmnonnaeii o0beM  BbICKa3biBausi.  BbICKa3bIBaHHE
COOTBETCTBYET TEME; HE OTPAKEHBI HEKOTOPBIE ACHIEKTHI,
YKa3aHHBIE B 3aJIaHUH, CTHIIEBOE O(DOPMIICHUE pPEUH
COOTBETCTBYET THUITy 33JIlaHUs], apIT'yMEHTAlMsl HE BCErja

Ha  COOTBETCTBYIOIIEM YpPOBHE, HO HOPMBI BEXIHUBOCTU
coomonenpl. KoMMyHHKalusi  HEMHOTO  3aTpyAHEHA.
Jlekcuueckne OmMMOKM HE3HAYUTENb HO BIMSIOT Ha
BOCIPUATHE peun y4aIierocs. I'pammaTnueckue
HE3HAYUTENIbHO BIMSIOT HA BOCIPHUSTHE PEUYH YYaIETroCs.
Peur wuHOrma HeompaBaaHHO may3upoBaHa.B oTnenbHBIX
CIIOBaxX JIOMYCKAIOTCsS (POHETHUYECKHE OIMMOKMA (3aMeHa,
AHTTIMICKUX  oHeM cxomHeIMU pycckumu). OOmias
WHTOHAIIMsI 00YCJIOBJIEHA BIIMSHUEM POJIHOTO SI3bIKA.

3 «yIOBIETBO-
PUTEIBHOY

HesnaunrtenbHblii 00BbeM BbICKa3bIBaHHs, KOTOpOE HE B
MIOJTHOM Mepe COOTBETCTBYET TEME; HE OTPaKEHbI HEKOTOPbIE
acTieKThl, YKa3aHHblE B 3aJaHUM, CTHJIEBOE O(OpMIIEHHUE
pc€un HEC B TIOJTHOM MECpPE€ COOTBCTCTBYCT THIIY 3adaHUs,
apryMeHTalys. HE Ha COOTBETCTBYIOLIEM YPOBHE, HOPMBI
BE&XKJIMBOCTH HE coOroieHbl. KOMMyHHKAIUS CYIIECTBEHHO
3aTpyIHEHA, yJalluiicsl He IPOSIBIISIET PEUYEBOM MHULIMATHBBI.
VYyamuiics  germaer  OonbLIoe  KOJUYECTBO  TPYOBIX
nekcndyeckux oumbok. KommyHuKanust 3arpyqHeHa B
3HAYUTEJIbHOE MeEpe, OTCYTCTBYET peueBas HWHHUIIMATHBA
Vuammiics  nmemaer  OONbIIOE  KOJIMYECTBO  IPyOBIX
JIEKCUYECKHUX OIIMOOK BIMSIHHEM POAHOIO A3bIKA.

2

«HCYHOOBJICTBOPHU-
TCIIBHO)

HesnaunTenbHblil 00bEM BBICKA3bIBaHHS, KOTOPOE HE COOT-
BETCTBYET TEME; HE OTPAKEHBI MHOTHE ACIIEKThI, YKa3aHHbIE
B 33J[aHUU, CTUJIEBOE O()OPMIICHHE HE COOTBETCTBYET THUITY
3a/IaHHsI, OTCYTCTBYET apryMEHTALINsI, HOPMbI BEXIMBOCTH
He cobmoaeHbl. KoMmmyHIKaIus 3aTpyiHeHa B 3HAYUTEIBHOM
MEpPE,0TCYTCTBYET peUeBasi NHULIMATUBA Y YAILIUICS J1ETAeT
0O0JIBIII0E KOJTMYECTBO IPYOBIX IEKCHUECKUX OLITHOOK MO
BJIMSIHUEM POJIHOTO SI3bIKa. Peub BOCIPUHUMAETCSI € TPYIAOM
13-3a 0OJIBIIOTO KOJNIMYECTBA (DOHETUIECKUX OLTHOOK.

1




HNuTonanms o0ycaoBiieHa BIMSHAEM POTHOTO SI3bIKA.

b) Tecmoegvie 3a0anusn

HpI/I BBITTIOJTHCHHUHN TCECTOBBIX Sa,I[aHI/Iﬁ H606XOI[I/IMO o6pamaTb BHUMAaHHUE Ha TO, YTO
BO3MOXXCH TOJIbBKO OAMH HpaBI/IJIbHHﬁ BAapHUaHT OTBCTA. BpCMSI Ha BBIIIOJHCHUEC TCCTOBBIX

Sa,I[aHI/Iﬁ OI'paHUYCHO.

Onenka «2» 49% u meHee
Onenka «3» ot 50% 10 69%
Onenka «4» ot 70% mo 90%
Onenka «5» ot 91% m0 100%

Kpurepun onienku Kon-Bo Ko:n-Bo BapuaHToB
BOIIPOCOB 3aJaHuN
[IpaBUIBLHOCTH OTBETA HA BOMPOCHI 19 2

3Hanue nMpodeccuoHATBHBIX TEPMHHOB

¢) Konmponvnan paboma

[Ipy BBINOJHEHUM KOHTPOJBHOU pabOTHI

Ouenka «2» 49% u MeHee
Omnenka «3» ot 50% 10 69%
Ouenka «» ot 70% 1o 90%
Omnenka «5» ot 91% mo 100%

HEOOXOoAMMO OOpaimiath BHUMaHUE Ha
NPaBUWIBHOCTD NMPO(ECCHOHANBHON TEPMHHOJIOTHH, JOTUYHOCTh M (DaKTHYECKYI0 TOYHOCTH B
dopMynHupoBaHUM OTBETA (B CIydae 3aJaHHii, HA KOTOpbIe TpeOyeTcs 1aTh pa3BEPHYTHII OTBET),
Ha I0CJIeI0BAaTENbHOCTh B M3JIOKEHHM Marepuana. OTBeThl HEOOXOIMMO J1aBaTh C ONOPOW Ha
TEOPETUYECKHE 3HAHUS, TOJTyYCHHBIE BO BPEMS H3yUCHUS AUCIUTUINHBL.

3a mnucebMeHHble paboThl (KOHTPOJIbHbIE pabOThl, TECTOBBbIE pPAOOTHI, CIOBapHbIE
JVKTAHTHI) OLIEHKA BBIYUCIISETCS UCXO/IS U3 TIPOIICHTA MPABHIIBHBIX OTBETOB:

3HaHue npodecCHoHANBHBIX TEPMUHOB

Kpurepnn onenku Koin-Bo Kon-Bo BapraHTOB
3alaHuI 3alaHui
KonnyecTBo npaBUIIbHBIX OTBETOB 4 5)

MeToauueckne peKoOMeHAAIUN 10 padoTe ¢ TEKCTAMH

Yrenue HHOCTpPAHHOI'O TCKCTa — CIIOXKHBIH mnmpormnecc, KOTOpBIﬁ nmpearojgaract HE TOJIBKO
BJIaJICHUC TEXHUKON M npueMaMu 4YTCHHA, HO U CITIOCOOHOCTH ITOHHUMATh MBICJIb, BBIPAXKCHHYIO Ha

JIPYTOM SI3BIKE.

[Tpu nmepeBose Ha APYroM sA3bIK MOTEPU HEN30EKHBI, TO €CTh BOZMO)KHA HETIOJIHAA Mepeiaya
3HAUEHUH CJIOB B TEKCTE NMOJJIMHHHMKA, MIOITOMY TEKCT IEPEBOAA HUKOI/A HE MOXKET CUMTATHCA
a0COTIOTHBIM SKBUBAJIEHTOM TEKCTA MOAJIMHHUKA; 3a/1a4a TIepPeBOUNKA 3aKI0YaeTCs B TOM, YTOObI

I




CBOJUTH MOTEPH 10 MUHUMYMa M HAyYUThCS IepelaBaTh HE TOJIBKO CMBICT OTAEIBHBIX CIOB WU
Jake MpeIyIo’KEeHUH, a BCEro TeKCTa B IEJIOM.

Jiis 0TpabOTKM HABBIKOB MOCIIEI0BATEIBHOTO MEpeBoa paboTy ¢ TEKCTOM LIEIeco00pa3Ho
OCYIIECTBIISITH CIEIYIOIUM 00pa3zoMm:

1. npodecTb TEKCT LEIUKOM, HE MOJB3YACh CIOBApPEM (IIPOCMOTPOBOE UTCHHE);

2. paboTaThb C KaXIbIM IPEIJIOKEHHEM, BBIIKCHIBAs CJIOBA U3 CJOBaps M moadupas
HE0O0XO0UMbIE 3HAUEHUS (AaHAIU3UPYIOLIEE YTECHUE);

3. mOpodyecTh TEKCT eIle pa3, IOCIEeJ0BaTENbHO TMEPEeBOAs €ro Ha PYCCKHH S3BIK,
OCTaHABIIMBAsICh HA MECTaX, TPYIHBIX JIUIsl YTCHUS U IepeBOAA (CUHTE3UPYIOIIEe YTCHHE);

4. nns oTpabOTKH COOTBETCTBYIOIIMX HABBIKOB I€1€CO00PA3HO MOATOTOBUTH MUCHbMEHHbIN
HepeBOJI TEKCTA.

1. Tunsbi yrenus

IIpocmomposoe umenue CiayXuT Uil OUpeNeNieHHs OOLIEro COAepKaHHsS TEeKcTa. IJTO
OYCHb BAXKHBIM ATall, KOTOPbIM HE CTOMT mpeHeOperarb. OH jgaer oOllee MNpPEACTaBICHHE O
XapakTepe TEKCTa, ero HAIPaBJICHHOCTH U CTHIIC U 00JIeryaeT MOMCKHU MPaBUIILHOTO TIEPEBO/IA.

Hampumep, B TekcTe, riue peub uaer o mebdenu, chair—cryn, npeamMer 0OCTaHOBKH; B TEKCTE
Ipo aIMHUHHCTpalWi0 yHUBepcuTerckux (akynpreroB Chair—kadeapa, a B Tekcre mpo
napyameHnTckue aebarsl Chair—npencenarens.

Ananuszupylowee umenue CIy)XUT HEIOCPSICTBEHHO ISl ONPEACICHHS COJCPKAHHS
Tekcta. Ha aTom 3tame oOpariaercss BHUMaHUE Ha YTEHHE HE3HAKOMBIX CJIOB, TaK U HA UX MEPEBO/I.
P 3TOM CIIEYeT IT0JIb30BAThCS CIIOBAPEM.

Cunmesupyrouwjee umeHue TIOMOTACT BOCIPHUHATH TEKCT Kak oOIIee MLeNoe C Yy4eToM
uHDOpMaIMK, TOYEPIHYTOH B cioBape. Ha 3TOM aTame co3gaeTcsi LENOCTHBIA YCTHBIN MEPeBOJ
TEKCTA.

2. TlpuHOunbI paéoThI CO CIOBApeM MPH PadoTe ¢ TEKCTAMH

Jlnst Toro, uToGsl pabota co cioBapeM Oblia Haubosice MPOIYKTUBHOMW, CIOBAPh TOJDKEH
BKJIIOYATh He MeHee 45 ThIC. CJIOBapHBIX crarteil. JlekcukorpaduvecKue MPUHIMITBI OMMCAHBI B
Havase KaXI0ro CI0oBaps. ABTOPBI PEKOMEHIYIOT O3HAKOMHUTBCS C HUMH, a TaKKe C CHCTEMO
CIICIMANBHBIX TIOMET, WCIOJIB3yeMOl B JaHHOM cioBape. Torma OymeT 3HAYUTENBHO TPOIIE
OPHMEHTUPOBATHCS BO BCEM MHOTO00Opa3vH CIOBAPHBIX 3HAUYCHUN W HAXOIHUTh TE€, KOTOPHIC HY)KHBI
JUISL TAHHOTO KOHTeKcTa. Hapsimy ¢ TpaJWIMOHHBIMH TEYATHBIMH W3JAHUSAMH PEKOMEHIYETCs
TaK)Ke MOJIb30BAThCsl DJICKTPOHHBIMH cloBapsiMu, Takumu kak Mulitilex mim  Lingvo,tak kak
TIOMHUMO OOMIEYTOTPEOUTENEHON JTEKCUKH OHH COAEPXKAT CHEIUATbHBIC IOPUANICCKHE TEPMUHBI U
noustus. OJHAKO HE CleqyeT YyBJIEKAaThCs IMOPTATHBHBIMH  OJICKTPOHHBIMH  CIIOBapsSMH-
MIepEeBOUMKAMH, TaK KaK WX CJIOBApHbBIA 3amac BeChbMa OTrPaHMYCH M IEPEBOJBI HE BCerna
anekBaTHbl. HampuMmep, 3Ha4eHHs MOTYT 1aBaThCsi B al(aBUTHOM TOPSJIKE, TOT/Ia KaKk OOBIYHBII
CIIOBaph BBIICISIET IEPBOE, BTOPOE U T.JI. 3HAYCHUS CJIOB.

3. Pabora ¢ He3HAKOMBIMH CJIOBAMHU

ITpu noucke HE3HAKOMBIX CJIOB B CIIOBApe CIENYET:

® ONpENEeNNUTh YacTh PeUr U MOP(OJIOTUUYECKHI COCTaB CI0BA (3HAUEHUSI HEKOTOPBIX CJIOB
ClIelyeT UCKaTh 0€3 MPUCTABOK); BBINKUCATh B CBOM «CIIOBApUK» HadallbHYIO (OpMY CJIOBa;

® HaliTHU CJIOBO B CIIOBape, BBIUCATH TPAHCKPHUIILIUIO JAHHOTO CJIOBA (BKJIKOYasl yAAPEHUE);

e BbHIOpaTh M3 CIOBApHOM CTAaThbH MOAXOJMAIIEE MO KOHTEKCTY 3HAYCHHE W BBINUCATH €TO.
Ecnu Her mepeBoaa, KOTOPbIM Obl B TOYHOCTH COOTBETCTBOBAJI CMBICTY JAHHOTO MPEIJIOKEHUS,
BBINMKCATh OMMKAWIIMKA 1O 3HAYEHMIO, a TaKKe 3alKcaTh CBOM BapHaHT KOHTEKCTYallbHOTO
nepeBoja. [lpu ycTHOM mpe3eHTauu IepeBojila PEKOMEHAYETCS TOJIb30BaThCsl 3alMCIMU,
C/IeJIaHHBIMHU B X0/1€ PaOOThI C TEKCTOM, IPU YTEHUHU, TaK U IIPU TIEPEBO/IE;



e Haubosiee MOJHOMY MOHMMAHHMIO TEKCTa MpU paboTe MHAWBUAYAIBHO WJINM B Y4EOHBIX
rpynmnax crocoOCTBYeT BBIMOIHEHHE CASAYIOUINX BUIOB PAa0OTHI: TOCTAaHOBKA BOIIPOCOB K TEKCTY U
OTBETHI Ha BOIIPOCHI 110 COAEPKAHUIO TEKCTA.

ITocTaHOBKA BONIPOCOB K TEKCTY:
O6mwmit Bonpoc — General question / ‘Yes — No’ question
AnbrepHatuBHBII Bornipoc — Alternative question / ‘Or’ question
PaznenurensHblil Bonpoc — Disjunctive question / ‘Tag’ question
CrienmmaneHblit Boripoc — Special question / “Wh-* question
5. Bompoc k momrexamemy - Question referring to the subject of the sentence / Who —
What question
Bompockl pekomMeHyeTcst 3aaBaTh K pa3HbIM IMPEUIOKEHUSIM. BOMPOCkl TOJKHBI UMETh
CMBICJIOBYIO U CTUJIMCTUYECKYIO 3aKOHUYEHHOCTbD.

N

IIpunoxenue 3

IMamsTKa 17151 CTY/IEHTOB MO PadoTe CO CJI0BaApeM:

[Tpucrynas k pabote co cioBapeM, HEOOXOIUMO, TIPEK/E BCETO MO3HAKOMHUTHCS C
ero CTpykTypoil. HecmoTpss Ha TO, 4YTO CYIIECTBYET MHOXECTBO Pa3UYHBIX THIIOB
cioBapei, OOJBITMHCTBO U3 HIUX COCTOUT U3 HECKOIBKUX OCHOBHBIX Pa3/IeiioB:

1) mpenucioBue;

2) 0 IOJIb30BaHUM CIIOBApEM;

3) 0 GoHETHUYECKOUN TPAHCKPHIIIINY;

4) CHHCOK IOMET M YCIOBHBIX COKPAIICHUH;

5) andapur (Hanpumep, aHTIIMHCKUM B aHTIIO-PYCCKOM CIIOBape);

6) COOCTBEHHO CJIOBAph;

7) TpUIOKEHHE.

B pe3ynbrare aHanu3za CTpyKTYphI CIIOBAps CTYACHT JIOJDKEH:

- 3HaTh 00bEM cloBaps (T.€. KOJUYECTBO CJIOB);

- 3HaTh, TJIe HAXOJATCS B cioBape andaBUT, KpaTKUH (pOHETHUECKUN CIPaBOYHHK,
CIFICOK TOMET M YCJIIOBHBIX COKpAIICHUH;

- O3HAKOMHUTBCS C TPUIOKEHHEM K CJIOBapl0 (3TO MOXKET OBITh CIHMCOK
reorpauuecknux Ha3BaHUM, Hambonee YMNOTPeOUTEIBHBIX COKpAIlleHUWH, Tabiuia
HETPaBUIBHBIX TJIAT0JIOB U T. 1.).

Jlnis yeneniHoi paboTsl co c0BapeM He0OXOJUMBI CIIEAYIOUINE 3HAHNUS U YMEHUS:

1. TBepaoe 3HaHUe AHTJIMICKOT0 ajdaBuTa.

CnoBa B  cjoBape  pacmojIO)KEHbl  CTPOro B al(aBUTHOM  TMOPSAKE,
MIOCJIeTOBATELHOCTH ai(paBUTa COOITIOTAETCS TAK)KE M BHYTPH CIIOBA.

2. YMeHMe OCTAaBUTH CJI0BO B HCXOAHYIO hopMmy.

CroBa B ciioBape Aal0TCs B UX UCXOAHOM popMe:

- CYIIECTBUTENBHOE - B O0IIEM Majieke, eIMHCTBEHHOM YucIie: country;

- TJIaroJ1 — B HEOIIPeIeIeHHO! opmMe, TO ecTh B HHpHHUTHBE: Send;

- IpUJIaraTeIbHOE — B MOJIOKHUTENBHOU cTeneHu: good,

- HApeuHe — B MOJIOXKHUTEIbHOMU cTermenu: Well.

OnHako B MpEIOKEHUSX CIIOBA HE BCETZla CTOAT B MCXOIHOW (opMe, TIOATOMY ee
HE00X0UMO YMETh 0OPa30BbIBATb.

Caenyer NOMHHMTbD:

1) Yy B KOHIIE ClIOBa W C NPEIIICCTBYIOIIEH COTJIaCHON MeEHSeTCS Ha | MpH
00pa3oBaHUU:



- MHOYKECTBCHHOT'O YHCJIa CYIIECTBUTEIbHBIX: City — Cities;

- CTETICHEH CpaBHEHHMS NIPUJIaraTelIbHbIX U HAapeunii: easy — easier;

- 3-ro nmuma exauHCcTBeHHOTO uHcia B Present Simple: study — studies, a Taxxke mpu
obpaszoBanuu Past Simple and Past Participle;

2) B OTHOCJIOXHBIX MPHUJIATAaTSIBHBIX M TJAroJiax ¢ KPaTKUM TJACHBIM IIPH
00pa30BaHUU pa3IMYHBIX (OPM KOHEUYHAS COTIIaCHAs yIBauBaeTCs:

big — bigger — biggest;

to stop — stopped,;

3) cioBa, OKaHYHMBAONIKECS HA — INQ, 00pa30BaHHBIC OT IJIAr0JIOB, CJICIYET UCKATh B
cloBape, OTOPOCHB OKOHYAHHUE — INQ;

Discovering — ing = discover;

Reading — ing = read,;

4) nis HempaBWIBHBIX riarojoB ¢gopmel Past Simple and Past Participle matorcs B
cJoBapsiX B KpYyribix ckoOkax: take v (took; taken).

3. 3HaHuWe MPaBUJ CJI0BOOOPA3OBAHMSI.

MHorue HOBBIE CJIOBa MOTYT OBITH 00pa3oBaHbl C IOMOIIBI TNPEPUKCOB U
cypdukcoB, 3HAHUE KOTOPHIX 3HAYUTEIHHO OOJIETYAIOT CAMOCTOSITCIBHYIO pabdOTy Hal
TEKCTOM C HCIIOIh30BAHUEM CIIOBApSI.

4. YMeHue pa3anyaTh pa3indHble 0003HAYEHHS NPH CJI0BaX B CJIoBape:

- CIIeyeT TIOMHUTb, YTO KaXKJI0€ CJIOBO (B TOM YHUCIIC U CJIOXKHOE CJIOBO, MHIIYIIEECS
yepe3 neduc wim paseabHO) CO BCEMH OTHOCSIIMMCS K HEMY MaTepuaioM o0pa3yeT
CaMOCTOSTEIBHYIO CIIOBAPHYIO CTAaThIO;

- TIPH CJIOBaX WHOCTPAHHOTO TPOMCXOXKICHHS, COXPAaHUBIIMX CBOC HAIKMCAHUE H
UHOT/Ia TPOMCXOXKICHHME, JAaeTCsA yKa3aHHE Ha NPOMCXOXKICHHE cjoBa. Hampumep: Vice
versa (ram.) naobopom, nanpomus,

- CJIOBa B CJIOBape MOMEYAIOTCSI COKPAIICHUSIMH.

5. YMmenue BbIOpaTh B CJI0Bape HY:KHO€ [JIsl JTaHHOI0 KOHTEKCTa 3HaYeHue
cjIoBa.

CrnemyeT MOMHUTH, YTO MOUCKY CJIOBAa B CIIOBape JOHKEH MPEIIIECTBOBATh aHAIH3
npenoxkeHus. YToObl yMeTh aHATM3UPOBATh MPEJIOKEHHE, HEOOX0IUMO 3HATH:

- CTPYKTYPY MPE/IOKCHUS B aHTJIMICKOM SI3BIKE;

- (hopmasibHBIE TIPU3HAKY PA3TMYHBIX YaCTCH PEUH.

[Ipu nepeBoae tekcra ¢ nomoibto ciaoBaps IOMHUTE:

1. TlepeBonm TekcTa HE SIBISETCSA TEPEBOIAOM BCEX CIIOB B MPEIJIOKEHUU TOIPSI.
Heo0x0/1IMMO TOHATH CMBICHT JAHHOTO MPEIOXKCHUS.

2. Tlouckam cnoBa B cCJOBape JIOKHO TNPEANIECTBOBATH OIPEACIICHUE €ro
rpaMMaTU4ecKoil QyHKIIUU B TIPETIOKEHUH.

3. He cnenyer OpaTh W3 cioBaps TMEpBOE 3HAYCHHE CJIOBA, HE MPOYUTAB BCIO
CJIOBApHYIO CTAThHIO.

4. Ecnu B cioBape HET 3HAYCHHUS CJIOBA, COOTBETCTBYIOIIETO KOHTEKCTY, CIIEIyeT
BbIOpaTh Hambolsiee OJNW3KUI CHHOHUM WJIM, UCXOJs W3 OOIIEro COJCp)KaHHs, caMOMy
10,100paTh HauboJIee MOAXOASIICe 3HAUCHHUE.

5. Ecim B cnoBape HET HYXHOTO CJIOBA, €ro 3HAYCHHE MOXKHO YCTAaHOBUTH IO
CTPOEBBIM 3JIEMEHTaM Ha OCHOBE MPABHII aHTJIMHCKOTO CJIOBOOOPA30BAHMUS.

6. [Ipu mepeBoje TEKCTOB 1O CHCIHAIBHOCTH  CTapaiTech  3allOMHUHATH
BCTPCUAIOIINECS B HUX TEPMHUHBI, YTO BIIOCJICJICTBUU 3HAYMTEIBLHO OOJICTYUT pabOTy HaJ
TEKCTOM.



IIpuio:xxenne 4

MeToauyeckne pPeKOMEHJANMH IO BbITOJHEHUIO JIEKCHKO-TPAMMATHYECKHX
3aJaHMI.

3aaHus 1Mo JIEKCHKE ¥ TPaMMAaTHKE BKITFOUAIOT:

1. BoccraHoB/IeHHE MPONMYIIEHHOTO CJIOBA B CBSI3HOM TEKCTE;

a) 3amoJIHEHUE TPOIMYCKOB B CBA3HOM TEKCTE HYXHOU (HhOpMOM Tiiarojyia, KOTOPBIN
JlaH B CKOOKax B Ha4aJIbHOU (hopme;

0) 3amoJIHeHHE MPOMYCKOB B CB3HOM TEKCTE OJHOKOPEHHBIMU CIIOBAMH.

2. 3anoJiHeHHe MPONMYCKOB HY:KHO ¢opMoii riiaroJia.

UTOoOB!I BBITIOJIHUTH 3TO 3aJjaHie MPaBUIbHO, HYKHO 3HATh FPAMMaTHYECKHUE MpaBUiia
U YMETbh UX MPUMEHSTb.

[Tpu BBITIOJIHEHUU 3a/1aHUS:

® [IPOYUTANTE TEKCT, YTOOBI MOHATH, O YEM ITOT TEKCT;

® [pOYUTATE TEepBOE MPEMIOKEHUE, T/Ie €CTh MPOIYCK U OMpeNesuTe BpeMms, K
KOTOPOMY OTHOCHUTCSI CUTYAIIHsI;

e HaliUTe B TMPEIJIOKCHHUU CJIOBA-OTPEICIIUTEIIN BPEMCHH, YKa3bIBAIONIUE HA
BBIOOpD TOW WM WHOW TpaMMaTHYeCKOW CTPYKTYpbI, €CIM B MPEAJIOKEHHWU HET CIOB-
oTmpeieNuTeNeH, MpoUnTaiTe MpeablIyllee MpeaaoKeHne, B HEM MOXKET ObITh MOJICKA3Ka;

® 3aMOJHUTE MPOITYCKH;

® [POYUTANTE CHOBAa BECh TEKCT CHOBA, YTOOBI TPOBEPHUTH, MPABUIHHO JI BBI
YIOTPEOUITN TJIArOJIbI.

3anoJiHeHNe MPOMYCKOB B CBA3HOM TEKCTe OTHOKOPEHHBIMHU CJIOBAMM.

3ajaHue TpencTaBiseT COOOM CBSI3HBIM TEKCT € MPOIMYIICHHBIMUA CJIOBAMH,
[TapannenbHO TEKCTY JaHbl OJJHOKOPEHHBIE CJIOBA, KOTOPbIE HYKHO U3MEHUTH MPEK/E, YEM
3aMOJIHATH MPOIMYCK. YTOOBI BBIMOJHUTH ATO 3aJlaHWEe TMPAaBHILHO, HY)KHO 3HATh IpaBHIIa
CJI0BOOOpa30BaHUsI B aHTJIMICKOM SI3BIKE.

[Tpu BBITIOIHEHUU 3a/1aHUS:

e OBICTPO MPOYUTANTE TEKCT, YTOOBI MMOHATH, O UEM HJIET peUb B TEKCTE;

® I TOTO, YTOOBI MOHATH, K KAKOM YacTH pedyd OTHOCHUTCS IPOIYIIEHHOE CIIOBO,
cienyeT o0paTuTh BHUMAaHUE Ha CMBICT OCTAIBHBIX CIIOB MPEIJIOKEHUS;

® TIOayMailTe, KaK M3MEHUThH CIOBO, HCIOJB3YS MpaBUia CJI0BOOOPAa30BAHNUS;

® CHayaJa 3aroJHUTE MPOMYCKH CIOBAaMH, B KOTOPBIX BbI YBEPECHBI;

e rmoayMaiTe O TUNUYHBIX cyddukcax u npedurcax, OTHOCAIIMXCA K TOU WU
WHOW YaCTH PEUH;

® TIOMHHUTE, YTO HEKOTOPHIE CJIOBA CIEAYET MPEBPATUTH B MPOTHUBOIIOIOKHBIE IO
CMBICITTY;

® TPOYMUTANTE TEKCT CHOBA, YTOOBI yOEAMTHCS, YTO BCTABJICHHBIC CIIOBA JETAIOT
TEKCT OCMBICJICHHBIM.



5 JIucT BHeCeHUs1 K3BMEHEHUI K MeTOANYECKHUM PEeKOMEHIAIMAM I10
NMPAKTUYECKUM 3aHATUAM

Howmep u narta
pacnopsiAUTENLHOTO
JIOKYMEHTA O
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U3MEHEHUN

®.1.0. nuna,
OTBETCTBECHHOI'O 3a
A3MEHEHNE

IMoamuce




		2023-08-30T16:40:12+0300
	Трифонов Владимир Александрович




