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General Instructions :

1.

2.

6.

Candidate must write his/her Roll Number on the first page of the Question
Paper.

Please check the Question Paper to verify that the total pages and total
number of questions contained in the question paper are the same as those
printed on the top of the first page. Also check to see that the questions are in
sequential order.

For the objective type of questions, you have to choose any one of the four
alternatives given in the question, i.e., (A), (B), (C) or (D) and indicate your
correct answer in the answer-book given to you.

Making any identification mark in the answer-book or writing Roll Number
anywhere other than the specified places will lead to disqualification of the
candidate.

Answers for all questions, including matching, true or false, fill in the blanks,
etc., are to be given in the answer-book only.

Write your Question Paper Code No. 64/ACV/O, Set @ on the answer-book.
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HOTEL FRONT-OFFICE OPERATIONS
TIeA TN /AT AT
(360)

Time allowed : 2 Hours/ [Maximum Marks : 40
AERa 77 : 2 a2 ] [ 3TfeIFaT 37 : 40

Note : All questions are compulsory and carry marks as indicated against each
question.
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1. Fill in the blanks and write the correct answer in your answer-book : 1x10=10
T Tt 1 gfd e it IT-gfeasT 3 o19q 3 faflaw .
(a)  The ‘Golden rule’ of First Aid is ‘Make slowly’.

ufies fafercan w1 ol w2 ¢ Fedl 9 foran S =nfge’ |

(b)  Postage envelopes and stamps are available at the desk.

Tl fTwTh 3T geh-fehe 3&h W 3UASY BId B |

(c) The instructions of guests should be reconfirmed by
them.

sAfatsr & L 3Tk Gl <l gfte i I =1y |

(d) The rack in which the reservation slips are kept for storing

information is known as rack.

& o e (fedsm) fea Seeil dufea & & fore @&t St g,
30 1 el a1 2 |
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e) A doctor is the term given to a doctor engaged by the

hotel to look after its guests and also its employees.

Th SiFeT gled g 3194 i 3R wH=miEn 6l @y
F o foru fges it =t foam S arer wrsg B |

6)) The of front office may be called a front

office manager.

%e AMhd (TN HRITAT) i We MR AR

(TANTd TS Y8 ) hEATIT ST Hehl & |

(g) Another name for left luggage is in hotel.

AHE IS & oI gga AW geot | g |

(h) A statement of charges posted in the guest folios is known as the

Tl 1 forewo [eeh! @aH Afafy wifert 4 i S 3,

HEATdl & |
(1) The full form CVGR is guaranteed rate.
ot <t S, w1 qof & TRE @ 3 |
Gg) Wake-up call is generally given by the section of the

front office.

IH-3T P AHIR W % AMHH (TTd HEATAT) o+
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2. State in your answer-book whether the following statements are True or
False : éx 20=10

3o ITR-gfeaen 1 fafay for fefafaa s g8 @ s@e

(a)  Once a guest has checked in at a hotel, he/she cannot change the

room.

Th gR BIec H Ueh-39 i o oIc (Y HHU §ed Tal Tehdl/Hehdl! & |

(b)  Room status board is usually made for one calendar month.

w0 feufa 9 am=raan th helvel 98 o foiw s=mn S 2

(c) On receiving a call, it is not important to identify yourself.
P A T, ! I T <1 Hgeaqoi el 8 |

(d)  Registration cards are filled for all the guests who want to stay in
the hotel.

I AT Bled H AT =T8d 8 39 Tt o foIu gofiemor i€ R 31d 8 |

(e)  After taking a message, you must always read it back to the caller.

T HeI A &k §1G, MYh] FUIM hid H AT hl TSI 4G HL FAMT
=5y |

(f) In case of fire, the immediate thing to do is to inform by telephone

and activate the fire alarm.

3 <61 feufa § qUa, e & giod T a1ieq 3T 3T o 3™ ol

o o
Glshd AT dMlaU |

(g)  Key of an occupied room should not be in the key slot, unless the
guest has gone out and given it.

W FT FHAL H T H =S T H T8I gAY, e a9 5« 6
aAfafyr sTet ST g I <A g W A |

(h) A guest with less or no baggage is called a scanty baggage guest.

Torm arfafsr < w9 0 9 8 T gWE T 8, S8 gEE TR AT e
ST 2 |
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) Encashment of foreign currency is done at the front office cashier’s
desk.

foreeft gg1 o1 TRdietor the ATTha SHiSRR o STk W foharm Smar 2 |

() Guest history cards give us information regarding guest’s details

for filling up registration or other needs.

ATy 3fag™ 1S BH Yool I1 3 WAl ol WA & (00 ATy
forawor & s § SR A B |

(k)  VIP report is prepared by the reception staff or the information desk.
. o7E. . e Fwe T a1 =1 %6 g0 d9R 6T ST 7 |

q)) A guest with a confirmed reservation who does not show up at the

hotel is called a no-show guest.

T Tfeea smequr aren srfafsr S gied § =8 omar 2 39 A= safafy
gl T 7 |

(m) American Plan consists of charges for room + continental breakfast.

AR TS § H& ol ToR—T + Hife-ded Aear afefed 3 |

(n)  If a guest checks out before the checkout time, he is charged only
till the last night.

i w3 AT Th-3T3E THI ¥ Y TEAH Kl 8, dl Y had
TUSclt Td qoh 1 oo Tordl I1al & |

(o)  C-Form is generally filled by all the guests.
C-®iH ATHAR T |4l AR R W ST & |

(p)  The sales and marketing department of a hotel is responsible for
bringing business to the hotel.

B § a8 dH % Ut ged w1 st 9 fawom fawm (dew 3
Hrehter feurdde) fomem g @ |

(@)  Double occupancy is the number of rooms occupied divided by the
total number of rooms multiplied by 100.
SE/AH MU (ST ATRUT) B (W gY F 1 G&A1) 9T (FA
I <t F&AT) IO 100 |
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(r) In case of shock, the first aid given is to cover the victim with a
blanket or a thick cloth.

e WH W & I aret e faferean & fifga =1 wraa a1 A1 ue
g gh ol |

(s) A statement of charges posted in the guest’s accounts is also
known as the ‘transcript’.

@t o1 foerer fmehl @t sifafy o @mar § 6t St 7, 38 e

i g1 ST @ |
(t) A hotel situated on highways is called a motel.
TSR W 6T Bled Sl Hied el Sl @ |
3. Answer the following questions in brief : 2 é x4=10
freafarfiea gt & @9 § 3 @R
(a) What is the need for reservation ? What are the modes of
reservation ? 1+1 é

SR <hl AT ATAIIRAT @ ? TRV & HIEIH T & ?

(b)  What do you understand by room count and house count ? Write
the formula for calculating the Occupancy, Double Occupancy and
Average Room Revenue. 1+1 3

9 (HE) AT R E (FRH) AT H AT R HEIA & ? AU
(STTeRE=HY), reT/gm ARINNT (St ATrRu—) 3R 3fi|d wat 3= H

gftehe & & ot g3 fafem |

(c) What is night auditing ? Mention any three important
responsibilities of night auditor. 1 3 +1
Tty Emaden (Arge rifsfen) = 7 2 Ut dEmes (A5 Affs) H
T wequt e o1 Seor@ hIfT |

(d) Mention the factors that distinguish the types of hotels. Briefly

. . 1 1

write about the transient hotels. CACRE +1
BICAl o YRl H 3T S ATt HIhI ol Ioohd hINT | TcTehlicTh
(afauue) greal o 9k § @&y | fafew |
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4, Answer the following questions elaborately : 5x2=10
frferfea wei < foeamgdes I €T

(a)  What is Front Office ? Mention any four important functions of the
front office. Write about front office coordination with the
housekeeping department. 1+2+2
e AMMhE T 8 ? e INTHE % fohral IR HE@YE BRI H1 ool
HIT | He AR & FRAHITYT faum & a1y 99— & a1 # fafig |

(b)  Write about the steps taken by the bell desk on the arrival of a
group in a hotel. Ix5

T Bl H g (JU) o AT T o SHh g TOIT T hgHi o a1 §
fefeT |
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