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The Check-in

The purpose of this lesson is to give beginners the skills to enter a hotel and book a 
room. This lesson follows a simple format of an introductory activity and discussion, 
followed by a role-play activity

The Check-In

Conversation:
• Front Desk: Welcome to the Wyatt Hotel. May I help you? 
• Traveler: I'd like a room, please.
• Front Desk: Would you like a single or a double? 
• Traveler: I'd like a double, please.
• Front Desk: May I have your name, please?



Traveler: Timothy Findley.

Front Desk: Could you spell that please? 

Traveler: F-I-N-D-L-E-Y.
Front Desk: How many are in your party? 
Traveler: Just two.
Front Desk: How many nights would you like to stay? 
Traveler: Just tonight.
Front Desk: How will you be paying? 
Traveler: Is Visa OK?
Front Desk: That'll be fine. Would you like a wake-up call?

Traveler: Yes, I'd like a wake-up call for 6:30. Do you have a 
pool?

Front desk: Yes, we do. On the 2nd floor. Here's your key.
That room 405 on the fourth floor



Conversation Activities

1. Practice using the above expressions by having a dialogue like the ones
above with a partner, one partner taking the role of the guest and the
other taking the role of the staff. For additional practice, switch roles.
Practice the dialogue several times, trying to use all the expressions noted
above.

2. Role plays the following situations with a partner, one person taking the
role of the guest and the other taking the role of the hotel staff.



Role-play: Hotel Guests



Exchange Information On Room Rate
The lesson’s purpose is to give the students skills in giving information about
the guest’s inquiries. This lesson is followed by a role-play activity

Exchange Information on Room Rate

Read aloud the conversation and notice your 

pronunciation. 

Guest: Hello, is that the Erbil Hotel?

Employee: Yes, madam, can I help you?

Guest: I’m enquiring about the room rates at your hotel. 

Could you tell me, please, how much a double room is?

Employee: Yes, of course. Well, double rooms or twin 

rooms are from $240 to $280 a night.

Guest: And do you have a number of executive suites 

too?

Employee: Yes, we do. The suites range is from $550 to $1,000 per 
night.

Guest: Is there a service charge included in the price?

Employee: No, madam, the service charge is

15% 

Guest: I see, OK, so the double room is $280

Employee: $280 is the top price. The doubles are 

from $240 to $280 a night.

Guest: Yes, thanks, and the suites $550 to $1,000. 

Employee: That’s right, and the service charge is 

15%. 

Guest: I think I have all that. Thank you very 

much. 

Employee: You’re welcome



Location of Facilities

Location of Facilities 
 

1. Conversation 

Guest : Can you tell me where the gift shop is, please? 

Employee : Certainly, sir, the gift shop is in the basement, in 

fact there are several gift shops. Take the lift to 

the basement, and when you go out of the lift 

turn right, and you’ll see them on your right. 

Guest : Thanks. 

Guest : Excuse me, where’s the travel desk, please? 

Employee : The travel desk, madam is in the main lobby, on 

the ground floor, right opposite the reception 

desk. 

Guest : Sorry, I didn’t catch that. 

Employee : Go down to the main lobby and just opposite the 

reception desk you’ll see the travel desk. 

Guest : Oh, I see, thank you very much. 



The Hotel Bedroom



Problem and Solution
The lesson’s purpose is to give the students skills in offering help politely to the 
guest. Basic competence: the students will be able to use phrases to aid room guests



Problem and Solution
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The Check Out

The purpose of the 
lesson is to make the 
students increase their 
pronunciation skills 
through role play



The Check Out



Leaving a Message 
on the Telephone

• The purpose of the lesson is to
give information and basic skills
to the students about some
activities using the telephone
when working in a hotel.

• There may be times when hotel
staff may have to talk on the
telephone with a guest. Some staff
may spend most of their day on
the phone, and other staff maybe
only on rare occasions. The reason
for being on the phone will vary
as well.



Leaving a Message on the Telephone







• Choose the correct QUESTION for the ANSWER that’s given. What 
did the person ask to get this answer?




