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PART | DAILY ENGLISH UNIT 1 INTRODUCTION AND GREETINGS  Section | Dialogs Section Il
Reading and Talking  Text Handshaking Section Il Grammar Section IV Exercises UNIT 2 DIRECTIONS
AND INSTRUCTIONS Section | Dialogs  Section Il Reading and Talking [1 Text Restaurant Etiquette[]

[ Section 111 Grammar Section IV Exercises UNIT 3 APOLOGIES AND THANKS Section | Dialogs [0 [0
0 UNIT 4 SUGGESTIONS AND ADVICE [0 UNIT 5 CONGRATULATIONS,COMPLIMENTSC AND
HOLIDAY GREETINGS UNIT 6 TELEPHONE CONVERSATIONPART I HOTEL ENGLISH UNIT 7
THE FRONT OFFICECI UNIT8 THE HOUSEKEEPING DEPARTMENTO UNIT9 THE FOOD AND
BEVERAGE DEPARTMENTO UNIT 10 HEALTH AND RECREATIONDC UNIT 11 AUXILIARY
SERVICES [0 UNIT12 HANDLING COMPLAINTSPART Il ENGLISH IN TRAVELPART IV
APPENDIX
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00 O O A good example is the 24-hour business center services at the Four Seasons because they meet the needs of
busy business guests.One of the many ways that Four Seasons sets itself apart is through the exceptional business
center services and amenities that it offers the business travelers. Whether you require business hotels in Tokyo or
NewYork, or in virtually any other corner of the globe, you will find that 24-hour business services are a standard
company-wide offering. The business center at many Four Seasons hotels and resorts ensuresthat secretarial and
translation services and other types of businesssupport——_from computers, printers and scanners to high-speed
Internetaccess, photoeopying and faxing facilities——are readily available.In addition, many other business
services are offered, which generallyinclude a 24-hour multilingual concierge service, airline reservations,Internet
access in guest rooms,a complimentary newspaper and direct-diMmulti-line telephones with voice mail,
speaker-phone function and dataport. Generally speaking, the business center provides a full series of intensive
professional services such as typewriting, faxing, photocopying and translating. These fast, reliable services can
connect the guest to anypart of the world within moments. Also ticket booking, express tour routearranging and
full route guides are available to keep the guests' vacationstress-free.
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