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Terenfa whe arifrd d=me
ADVANCED FRONT OFFICE OPERATIONS
feffa a7 : 3 772 SfEIHTT 37 : 60
Time allowed : 3 hours Maximum Marks : 60

278 1 P.T.O.



HTHTT (3397

(i)

(ii)

(iii)

(iv)

(v)

Jo7-97 H1 JHGER UGT | B GUE § @Ut Fo7 FT HAT 3 8 |
FIeeT gl HeTH (37 SR 81 GiH1) g7 @ehd &, [FH TIRINE Wig
3771 qreTm 7 for@ e T

GUE & : F97 G&I 1~ 7 3Ia-TLRIHS F97 IJAF Uh-TF 3% & & | 379
J9% & I UK-Uek J177 7 [o7@7 8 |

TUE & : J97 TG&IT 8 — 14 TLHIHF J97 I 2 37% & & | 3% JAd% &
I 30 - 40 ¥5] & 3714% 7 & |

GUE 7 : J97 &7 15 - 22 41 TLRIHS J97 JA%F 3 3% & & | 378 T
F I 60 - 70 I G 4% 7 &1 |

TV T : T I3 28 - 25 FH-FTHIHF I3 J4% 5 3% & & | 3P Jod% &
FH 100 - 150 Y=gl & 3718 7 51 |

General Instructions :

(V)

(it)

(i11)

(iv)

(v)

278

Read the paper carefully. All questions in each part are compulsory.
Students may use bilingual mediums (both English and Hindi) for

writing, in which technical terms should be written in English medium.

Part A : Questions no. 1-7 are very short-answer questions carrying

1 mark each. They are required to be answered in one sentence each.

Part B : Questions no. 8 — 14 are short-answer questions carrying

2 marks each. Answer to them should not exceed 30 - 40 words each.

Part C : Questions no. 15 — 22 are also short-answer questions carrying

3 marks each. Answer to them should not exceed 60 - 70 words each.

Part D : Three questions from 23 — 25 are long-answer questions carrying

5 marks each. Answer to them should not exceed 100 — 150 words each.
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SECTION A
1. dsl.wem. (PBX) 12 ? 1
What is PBX ?
2. T BIfAA (Guest Folio) T 3 ? 1

What is Guest Folio ?

3. ‘1@ fuiE (‘Turn Away Report’) T ‘et 3@ (‘Turn Away’) g M9
HEd § ? 1

What do you understand by ‘Turn Away’ in the “Turn Away Report’ ?

4. Tt 31132 (City Account) 91 a1 B 2 1
What is a City Account ?

5. UM o@1-qfier (Night Auditor) 3 O (HISTel) T TS ST | 1
Highlight the skills of a Night Auditor.

6. TR feAfie g 8 2 1

What is a floor limit ?

7. EETFTF? =% (Traveller’s Cheque) & QAT T B 2 1

What are the two advantages of Traveller’s Cheque ?
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SECTION B

8. SZTQ?H (Interface) AT % ?

What is an Interface ?

9. T IMhH HRRR % Bea A ¥ Fafad frdl o) HEl o geieg
HIT |

Enlist any four functions of a Front Office Cashier with regards to hotel

guests.

10. g fa%e (Hot list) Td sAeh T (Black list) H 31X T hIfST |

Differentiate between Hot list and Black list.

11. U ATHIA hidd d3aL I &Y FA18T |

Make a format of Telephone Call Voucher.

12. 37&fd @ (Discrepancy Report) GRIT &I FEHT YgH hi AT & 2

HYAT

S T (Manager’s Report) gRT &1 AT YgH i STl & 2

What is the information provided by a Discrepancy Report ?

OR

What is the information provided in a Manager’s Report ?

13.  STEFRRT (Overbooking) & 319 1 THSd & ?

What do you mean by Overbooking ?
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14. 1 30 (No Show) T 8 ? 2

AT

AR (Sleeper) T 27?
What is No Show ?

OR

What is Sleeper ?

Qg

SECTION C

15. fashl =2 (Point of Sale) skl THIAET | e T HIER & fiw g@eh! w1
e 8 ? 3

Explain Point of Sale. What is its importance to the Front Office
Cashier ?

16.  3ifdfer i €t I aTelt THdd =e-3T18e (Express Check-out) gfaem & ay

HHATRY | 3

Explain the advantages of the Express Check-out facility offered to
guests.

17. & ofiehell T (Guest Weekly Bill) #1 8 ? 3
What is a Guest Weekly Bill ?

18. 3 9IE (Arrival Report) 1 8 2 e ATThE =& o I8 & 3w=rfi 8 2 3
What is an Arrival Report ? How is it useful to the Front Office ?

19. 34@_-@[ gfewTd (Occupancy Percentage) %1 0T Sh&l <hi STt & ? 3

How is Occupancy Percentage calculated ?
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T @810 (Night Audit) T IfshaT &1 8 2 39k RO (steps) i faRay |
HAAT

Tt d@r-wders 6 fald (Night Auditor’s Report) T 8 2

What is the process of Night Audit ? Write down the steps.
OR

What is a Night Auditor’s Report ?

Ug 3¢ I13=N (Paid Out Voucher) %1 JT%Y §ATST |
Draw the format of a Paid Out Voucher.

T Al A9 g i Hal (currency) I WA Hal (Indian currency) q
gfafdd (exchange) T =amgar & | 39 feufa & e Aifhe R gro foa

yfskam T 9T Tomam ST =Tt 2

AT

arfafer gra fft =% (personal cheque) § Bl @ foal &1 YA HE fobam S
TRl 8 ?
A guest wants to get the currency of his country exchanged into Indian

currency. In this case what will be the procedure followed by the Front
Office Cashier ?

OR

How can a guest pay hotel bills by his personal cheque ?

Qs ¥
SECTION D

foe 2 *rot @ (Bill to Company Letter) 31 3 ? gieadi § whidie fafem
(Corporate Billing) G Y A B 2

What is a Bill to Company Letter ? How is Corporate Billing done in
hotels ?
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25.
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2fee F1E (Debit Card) T EHAT 8 ? 8! TAN HA % ATH TR |

What is a debit card ? What are the advantages of using it ?

f.wH. . (PMS) & IRATNT HIT | T gled H 38k ATl hl FHFST |
HAAT

gled | d.uH.ug. (PMS) & fafye ™1 (functions) 1 au hifvT |
Define PMS. Explain its advantages to a hotel.

OR

Describe the various functions of PMS in a hotel.
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