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SARDAR PATEL UNIVERSITY
S.Y. B.Sc. (HOME) IV SEMESTER EXAMINATION
Monday, 26" March 2012
3pm-5pm
UHO4CFRMO9 - FRONT OFFICE MANAGEMENT

Total Marks: 35

Draw the layout of front office and discuss various sections of
front office.

OR
What are the sources of reservation and discuss the systems of
recording reservation.

Answer in short. (Any six)

Describe duties of front office manager.

Enlist front office equipment and furnitures.

Discuss the importance of hospitality industry.

Explain importance of filing.

What should be the behavior of front office personnel when
guest enter in hotel.

State the procedure of registration of guest.

What is the importance of preparing arrival list.

Write the procedure for accepting foreign currency.
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Write short note on any three.

1. Room status report.

2. Classification of hotels on the basis of location.
3. Functions of Room rack & Mail rack.

4. Qualities of front office staff.

5. Room selling methods.

State whether following sentences are true or false. If false

correct and rewrite it.

1. Employee's recruitment and training is the function of
account department.

2. Organization structure should be same for all hotels.

3. For selling a room front office personnel should know about
accommodation & services available.

4. Master key control is the responsibility of the front office
cashier.

5. Internet cannot be used for room reservation.
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