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FRONT OFFICE OPERATIONS–II – 204

(Semester–II)

Time : Three Hours] [Maximum Marks : 70

Note : Attempt two questions each from Section A and B carrying

10 marks each and attempt any 10 questions from

Section C consisting of 12 short answer type questions

carrying 3 marks each.

SECTION – A

I. Discuss the duties and responsibilities of front office cashier.

II. What do you understand by concierge? Elaborate on the

functions performed at the concierge.

III. Explain the duties and responsibilities of front office

manager in a large hotel.

IV. Write in detail the duties and responsibilities of lobby

manager and reception supervisor. (2×10=20)

SECTION – B

V. Discuss the procedures for VIP and various arrangements

made for the same with relevant examples.
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VI. Explain the room change and safe deposit procedures

followed in a hotel.

VII. Explain guest registration? Describe various types of

registration used in hotel with necessary formats.

VIII. Discuss the pre-arrival and group arrival procedures

followed in front office department. (2×10=20)

SECTION – C

IX. Write short notes on the following :

(a) Pre-arrival.

(b) Pre-registration.

(c) Guest history.

(d) No show.

(e) Check-out.

(f) Bell desk.

(g) Chain hotels.

(h) GRC.

(i) FIT.

(j) American plan.

(k) Guaranteed reservation.

(l) Guest cycle. (3×10=30)
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PUNJABI VERSION

not : Bwg A Aqy B hryk ivcoN do-do  pRSn kro[ hryk pRSn
dy 10 AMk hn[ Bwg C ivcly 12 sMKyp au~qr vwly pRSnW
ivcoN koeI 10 pRSn krny hn Aqy hryk pRSn dy 3 AMk hn[

Bwg-A

I. PrMt AwiPs kYSIAr dy krqvW Aqy ijMmyvwrIAW dI
crcw kro[

II. duAwrpwl qoN qusIN kI smJdy ho? duAwrpwl duAwrw kIqy
jwx vwly kMmW dI ivAwiKAw kro[

III. iek v`fy hotl iv`c PrMt AwiPs mYnyjr dy krqvW Aqy
ijMmyvwrIAW dI ivAwiKAw kro[

IV. lwbI mYnyjr Aqy irsYpSn suprvweIzr dy krqvW Aqy
ijMmyvwrIAW bwry ivsQwr ivc ilKo[ (2×10=20)

Bwg-B

V. VIP dy Awaux Aqy aus leI v`K-v`K pRbMDW nUM krn leI
pRikirAwvW dI FukvIAW audwhrxW sihq crcw kro[

VI. iek hotl ivc kmrw qbdIlI Aqy ApxweIAW jwx vwlIAW
sur`iKAq jmHW rkm pRikirAwvW dI ivAwiKAw kro[
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VII. mihmwn rijstrySn dI ivAikAw kro[ hotl iv`c vrqIAW
jWdIAW rijstrySn dIAW v`K-v`K iksmW dI, jrUrI PwrmYtw
sihq ivAwiKAw kro[

VIII. PrMt AwiPs ivBwg iv`c ApxweIAW jwx vwlIAW Awgmn
qoN pihlw Aqy gru`p Awgmn pRikirAwvW dI crcw kro[

(2×10=20)

Bwg-C

IX. hyT iliKAW ivcoN iksy 10 dI ivAwiKAw kro :

(a) pUrv-Awgmn[

(b) pUrv-rijstrySn[

(c) mihmwn ieiqhws[

(d) idKwvw nhIN[

(e) cYk-AwaUt[

(f) bYl fYsk[

(g) lVI hotl[

(h) GRC.

(i) FIT.

(j) AmrIkn Xojnw[

(k) gwrMtISudw rwKvWkrn[

(l) mihmwn c`kr[ (3×10=30)


