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Q.1  Draw the layout of front office and discuss various sections of 

front office. 

OR 

[09] 

Q.1  What are the sources of reservation and discuss the systems of 
recording  reservation. 

 

[09] 

Q.2 Answer in short. (Any six) 
1. Describe duties of front office manager. 
2. Enlist front office equipment and furnitures. 
3. Discuss the importance of hospitality industry. 
4. Explain importance of filing. 
5. What should be the behavior of front office personnel when 
 guest enter in hotel. 
6. State the procedure of registration of guest. 
7. What is the importance of preparing arrival list. 
8. Write the procedure for accepting foreign currency. 
 

[12] 

Q.3 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. 
 

[09] 

Q.4 
 
 
 
 
 
 

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. 
 
 
 
 
 
 
 

[05] 
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NyS>fpsu sfS|dp¡  
Ly$g NyZ : 3` 

 
`°.1 äÞV$ Ap¡auk_p¡ g¡-ApDV$ v$p¡fp¡ A_¡ äÞV$ Ap¡auk_p rhrh^ rhcpNp¡_u QQp® L$fp¡.  

A\hp 
(09) 

â.1 fuTh£i__p ÷p¡sp¡ S>Zphp¡ A_¡ fuTh£i_ A„N¡_u _p¢^ fpMhp_u `ÙrsAp¡_u 
QQp® L$fp¡. 

 

(09) 

â.f V|„$L$dp„ S>hpb Ap`p¡. (Nd¡ s¡ R>) 
1. äÞV$ Ap¡auk d¡_¡S>f_u afÅ¡ hZ®hp¡. 
f. äÞV$ Ap¡auk_p kp^_p¡ A_¡ a_}Qf_u epv$u b_php¡. 
3. lp¡õ`uV$pguV$u BÞXõV²$u_y„ dlÐh QQp£. 
4. apBg]N_y„ dlÐh S>Zphp¡. 
`. dl¡dp_ S>epf¡ lp¡V¡$gdp„ âh¡i¡ Ðepf¡ äÞV$ Ap¡auk L$d®Qpfu_y„ hs®_ L¡$hy„ lp¡hy„ 
 Å¡BA¡? 
6. dl¡dp__y„ fÆõV²¡$i_ L$fhp_u `Ùrs S>Zphp¡. 
7. Aph_pf dl¡dp_p¡_u epv$u b_phhp_y„ dlÐh iy„ R>¡? s¡ S>Zphp¡. 
8. rhv¡$iu QgZ õhuL$pfhp_u `Ùrs S>Zphp¡. 
 

(1f) 

â.3 Nd¡ s¡ ÓZ `f `f V|„$L$_p¢^ gMp¡.  
1. ê$d õV¡$V$k fu`p¡V®$ 
f. rhõspf_p Ap^pf¡ lp¡V¡$g_y„ hN}L$fZ 
3. ê$d f¡L$$ A_¡ d¡Bg f¡L$_p L$pep£ 
4. äÞV$ Ap¡auk L$d®QpfuAp¡_p NyZp¡ 
`. ê$d h¡QpZ_u fusp¡ 
 

(09) 

â.4 _uQ¡_p rh^p_p¡ kpQp R>¡ L¡$ Mp¡V$p s¡ S>Zphp¡. Å¡ Mp¡V$p lp¡e sp¡ ky^pfu_¡ afu\u 
gMp¡. 
1. L$d®QpfuAp¡_u `k„v$Nu A_¡ spgud Ap`hp_y„ L$pe® rlkpbu rhcpN_y„ R¡. 
f. b^u S> lp¡V¡$g_y„ Ap¡fN¡_pBT¡i_ õV²$L$Qf kfMy„ lp¡hy„ Å¡BA¡. 
3. ê$d_p h¡QpZ dpV¡$ äÞV$ Ap¡auk L$d®QpfuAp¡_¡ ê$d_p âL$pf s¡d S> k¡hpAp¡ 
 A„N¡_y„ op_ lp¡hy„ Å¡BA¡. 
4. dpõV$f Qphu_p r_e„ÓZ_u S>hpbv$pfu äÞV$ Ap¡auk L¡$iuef_u lp¡e R>¡. 
`. ê$d_p fuTh£i_ dpV¡$ BÞV$f_¡V$_p¡ D`ep¡N \sp¡ _\u. 

 

(0`) 
 

 

*************** 


