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UNIT 1 HOIEL INDUSTRY ABCL1. What Is a Hotel?2. How to Enter the Hotel World3. Summary of Our
Work4. ConsolidationUNIT 2 ROOM RESERVATION1. What to Do in Handling Room Reservations2. How to
Handle Room Reservations3. Summary of Our Work4. ConsolidationUNIT 3 REGISTRATION1 What Do You
Know About a Registration Form?2. How to Register Guests3. Summary of Our Work4. ConsolidationUNIT 4
CINCIERGEL. What Do We Do Every Day2. How to Do Our Service Properly3. Summary of Our WorkUNIT 5
THE CASHIERL. What to Do with the Hotel Bills2. How to Be a Hotel Cashier3. Summary of Our Worka4.
ConsolidationUNIT 6 HOUSEKEEPING([O )1. What Work Is Included in This Department2. How to Do the
Chamber Service3. Summary of Our Work4. ConsolidationUNIT 7 HOUSEKEEPING([I )1. What Are Included
in Personal -Services2. How to Offer Personal Services3. Summary of Our Work4. ConsolidationUNIT 8
SERVING CHINESE FOOD1. What Is Served Here2. How to Work in the Food & Becerra Department3.
Summary of Our Work4. ConsolidationUNIT 9 SERNING WESTERNFOOD1. What Is Served in a Western
Restaurant?2. How to Serve Western Cuisine3. Summary of Our Work4. ConsolidationUNIT 10 SERNING
BEVERAGESI. What Are the Beverages We Serve?2. How to Serve Beverages3. Summary of Our Work4.
ConsolidationUNIT 11 SHOPPING ARCADEI. What Is to Be Sold in Our Shopping Arcade2. How to Promote
Chinese National Culture3. Summary of Our Work4. ConsolidationUNIT 12 RECREATION
DEPARTMENTSL1. What Activities Can We Go in for Here2. How to Do Service Here3. Summary of Our
Work4. ConsolidationUNIT13 MEEIING1. What Are Provided for the Meeting Planner2. How to Arrange
Catering for a Meeting or Seminar3. Summary of Our Work4. ConsolidationUNII 14 EXHIBITION1. What
Types of Exhibition Are to Be Served2. Get Ready to Serve and Set up Booths3. Summary of Our Work4.
ConsolidationUNIT15 SETTLLNG COMPLAINTS1. What Will the Guests Complain About2. How to Settle
Complaints3. Summary of Our Work4. ConsolidationUNIT 16 HOTEL MANAGEMENT1. What Does Hotel
Management Mean2. How Is the Hotel Management Working3. Summary of Our Work4.
ConsolidationAPPENDIX TAPESCRIPTS
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[0 O A meeting is generally defined as the gathering of people in one place, to confer or carry out a particular
activity. A variety of factors serve to increase the demand for meetings. One of them is the need for communication
at personalized level and the opportunity for individual to exchange ideas and views. In contrast, printed and
electronic information, even with developments in video conferencing, cannot vie with this personal contact. The
importance of a meeting does not lie merely in what the keynoters said. The total atmosphere of the event and the
subsequent stimulation also add to the significance of a meeting.[J [0 The huge and rising growth in meeting
business does not help to motivate interest alone. Other goals can be achieved through group participation. They
are education, strategic planning, team building, problem solving, training, reorganization, sales promotion and
new product introduction, for which the attendees share the information.J [0 Meetings, whether they are
conferences or conventions, increasingly overlap with incentive travel. This is because companies both at home and
abroad are attaching much importance to rewarding good performance of employees. Therefore, conferences, with
their designated function of motivation, constitute parts of the incentive program.
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