GENERAL TERMINOLIOGY

饭店术语总汇

1 ACCOMMODATIONS：

住宿

SINGLE                   
单人房
DOUBLE                  

双人房

TWIN-DOUBLE             

家庭房

TWIN

双床房

STUDIO                    

工作房

ROLL AWAY               

移动床

PARLOR                   

客厅

JUNIOR SUITE              

普通套房

SUITE                     

套房

LANAI
夏威夷式

SAMPLE

样品房

：One single bed

  房间只有一个单人床（2×1.1-1.35）

：One large(double)bed

  房间只有一个中床（2×1.5）

：Two double beds(“FAMILY ROOM”)

  房间有两个相同的中床（2×1.5）

：Two single beds

  房间有两个相同的单人床（2×1.3-1.5）

：One—room parlor with one or two Coaches 

conversable to a bed

  一间客厅里有一个或两个可收放的床铺

：Extra bed (COT)

  加床

：Living or sitting room not used as a bedroom (SALON)

  不做卧室的起居室

：A large room with a partition separating bedroom from sitting area

  一个卧室与客厅不相连接的大房间

：A parlor connected to one or more bedrooms, a person requesting a suite always designate the number of bedrooms needed.

  起居室连接一个或多个卧室,客人需求套房一

般要根据卧室的数量来定

：A room overlooking water or a garden with 
a balcony or a patio(RESORT HOTELS MAINLY)

  有阳台或室外能俯视水面和花园的房间

：A display room for showing merchandise with

or without sleeping facilities

带有或不带有卧室设备的商品展示房间

HOSPITALITY SUITE

招待套房

A DJOINING ROOMS

邻室

CONENCTION ROOM

连接房

DE LUXE ROOMS

豪华房

SUPERIOR

上等房

SUPERIOR DE LUXE PARK/BAR

上等豪华房

LARGE SUPERIORDE LUXE

大型上等豪华房

II.ROOM OCCUPANCY:
   客房出租

CHECK-IN

入住

CHECK-OUT

结帐

SINGLE OCCUPANCY

单人出租

DOUBLE OCCUPANCY

双人出租

：Parlor with connecting bedrooms to be used 

for entertaining

起居室连接卧室,招待房用

：Two or more rooms side by side with a 

connecting door rooms can be adjoining 

connected
两个或两个以上有连接门的房间,房间之间相

邻也可以不用连接

：Side by side with connecting door

有连接门的房间

：Located at the CONNECTING TOWER from the 

second to the fifth floors

一般指底屋靠连电梯房

：Located at the TOWER from the sixth to the 

seventeenth floors

一般指底层房

：Located at the TOWER from the sixth to the 

seventeenth floors

  一般指15层以上能看到景色的房间

：Ordinary rooms at the OLD WING

一般指房间很大的房

：After established check-out time of 12:00

noon

在所制定的结帐时间,中午12:00以后

：12:00 noon

  中午12：00点

：One occupant

  只有一个人入住

：Two occupants

  有两个人住宿

FAMILY PLAN

家庭式

WASH-UP ROOM

洗漱房

SLEEP-OUT

外宿

ON-CHANGE

等待出租

ROOM CHANGE

换房

MAKE-UP ROOM

清洁房

III.RESERVATIONS:

    预定

CONFIRMED RESERVATIONS

有确认的预定

：Special room rates given to a family in one 

room(below 12 years old-free).In case the 

family takes two or more rooms, single rates 

are charged per room

  提供给家庭的一种特殊房价(12岁以下儿童免

费)不管家庭租用一间或一间以上,饭店只收取

单人房价
：Room given to guests who are awaiting 

departure where they can use the bathroom,
change clothes without charge

  只提供给已经结帐，等待离开的客人洗漱和

更换衣服的房间，不收取费用

：Guest for out-of-town visit but still 

keeps the room 

  客人依然保留房间而不住

：Room has just been vacated by the occupant 

and the room boy is cleaning the room for 

the next occupant

旧客人已经结帐,服务员打扫以后,等待客人入住

：Guest transfers to another room

  客人调换到其它房间

：Room vacated and scheduled for cleaning

  房间空出,准备进行清理

：Oral or written confirmation by the hotel 

that a reservation has been accepted. If 

guest arrives after 6 pm. And hotel is 

filled, the Assistant Manager secures 

accommodation in another hotel. This does 

not apply to guests with confirmed 

reservations where late arrival has been specified.

  饭店发出口头的或书面的确认信,说明预定已

经接受,如果客人6点以后到店,但饭店已经住

满,饭店大堂经理负责联系其它酒店,安排客人

住宿,这里不包括客人已经提前说明晚一点到

DEPOSIT RESERVATION

有预定金的预定

CANCELLATION PROCEDURE
取消预定程序

ACCOMMODATION VOUCHER

居住担保证明

OVER-BOOKED

超额预定

ROESCASTING

预测

REQUEST ONLY

只做请求

：A reservation for which the hotel has  

received cash payment for at least the 

first night of lodging in advance and is 

obliged to hold the room regardless of the 

guest′s time of arrival

  饭店已经接到至少一夜预定金的预定,饭店将

会根据客人到达时间保留房间

：This type of reservation should be 

cancelled as early as possible but a 

minimum of 48 hours prior to scheduled date of arrival in a commercial type of hotel

在商务类型的饭店,取消预定越早越好,在到达

前48小时内取消

：Document issued by either the travel agent

or airlines to guarantee accommodation to 

any designated hotel and to authorize the 

hotel to collect payment for his/her 

accommodation. Usually indicates :name of 

guest, No of persons, Type of accommodation, 

rates, flight arrival Origin, flight 

departure, date, destination and meal

requirements.
  旅行社或航空公司向饭店发担保居住客人的担

保文件.客人结帐时,饭店向客人收取住宿费用

通常担保证明包括:客人姓名,人数,需求房间

类型,房价,到达日期,时间,饮食要求信仰,预

离时间,日期

：The number or room reservations is greater 

than the number of rooms available(the 

total of expected check-out rooms of the 

day plus any room/s from the night before)

  所接受的预定超过可能提供的房间数（包括当

日预离房和空房）

：Projected percentages of expected room 

occupancy in the next few days, weeks, 

months, year

设计饭店所期待的住房率，包括天数、星

期、月、年

：When the number of rooms reserved reach a 

certain percentage that all bookings 

should not be confirmed right away and all 

FIT

散客

GIT

团队

NO SHOW
预定未到

IV.RATES:

   价格

RACK RATES

全价房

COMMERCIAL RATE

商务价格

DAY RATE

日价房

RUN-OF-THE-HOUSE RATE

团队价

COMMISSTIONS

回扣

are subject to confirmation

  当预定数接近所定的出租率以后,立即停止确

预定服务,而再有预定只能等待确认

：Foreign Independent Traveler

  国外单独旅行者(指有预定的客人)

：Group Inclusive Tour

  团队加导游

：A confirmed reservation that has not been 

fulfilled or cancelled by person who made 

the reservation

已经确认的预定客人,没有遵守或者取消而未

到的房间

：Current rate charged offered of walk-ins 

  对无预定入住的散客提供的门市价

：The rate agreed upon by a company and the 

hotel for all individual reservations

公司与饭店达成的对所有预定散客的价格

：One half the regular rate of a room for use 

by the guest during a given day for 6 
consecrate hours use of room from
6am–6pm(“DAY-USE RATE”)
  在早6点至晚6点之间，连续使用客房不超过

6小时只收取此房门市价的一半

：An agreed upon rate generally priced at an 

average figure between minimum and maximum

for group accommodations for all available 

rooms except suites. Room assignments 

usually on the “best available”basis

  除了套间以外，给团体一个平均价，最低人数

不能少于12人，最高人数不能超过60人，每

个房间的价格是一样的

：Applied to room accommodation whose 

reservation was made by the travel agency

(local or foreign)10% to retailers and 15% 

to wholesalers

REBATES

折扣

RATE CHANGE

房价调整

凡给饭店提供房间预定的旅行社，零售商给

10%的回扣，批发商给15%的回扣

：Term used to correct room charges retroactively.

Usually guests are being charges the full 

rate and granted discount later on

通常客人已接受了全价房，然后在给予打折

：Usually happens when guest registers as 

single and expecting joiner after one or 

several days 

通常发生在先一个客人登记入住，几天以后又

住入一个客人

V．NEGOTIATIONS AND ARRANGEMENTS

   协定与约定

PROPOSAL

提案

OPION DATE

选择日期

LETTER OF AGREEMENT

契约的信件

CUT-OFF DATE

停止日期

：The first letter sent by the hotel 
outlining the understanding between the 
buyer and the hotel

由饭店发出的第一封顾客与饭店的协议书

：The date agreed upon when a tentative 
agreement is to become a definite commitment 
by the buyer
  当顾客将暂时的协议变成确认的许诺时，日期
被确定

：Letter from the hotel to the buyer 
summarizing acceptance of terms and 

conditions in a proposal. No legal

agreement exists unless both sides have 

exchanged letters or duplicates of letter

duly accepted and signed

饭店向客人发出的信件,表示接受客人在提案

里所提的项目和条件,双方在互换的信件或复

本上签字,否则没有法律效益

：The designated day when the buyer(upon 

request)must release or add to function 

room or bedroom commitment. On certain 

types of groups, rooming lists should be 

sent to the hotel one month or at least two 

weeks prior to arrival

顾客必须指明需要或不需要日期的许诺,在客

ROOMING LIST

客人名单

COMMITMENT

许诺

VI.TYPE OF MEETING:

会议的类型

SEMINAR

讨论式

WORKSHOP

工作商店式

CONFERENCE

协商式

FORUM

座谈会式

PANEL

委员会式

人到达之前,将所需房间类型,客人名单提前一

个月(或至少两周)的时间传真到饭店

：A list of names of guests submitted by the 

buyer(in advance)to occupy the previously 

reserved accommodations 

由顾客负责提交一份客人名单,在名单后,备注

住宿的组合

：The detailed arrangements hotel and buyer 

have agreed upon

饭店与顾客之间共同同意的一些细致安排

：Usually one face to face group sharing 

experiences in a particular field under the 

guidance of an expert discussion leader(30 

pax or less)

通常大家面对面就一个特定的问题相互传授经

验,并有经验丰富的专家领导的讨论(30人以下)
：Usually a general session broken down into 

small and face to face groups of participants 

training each other to gain new knowledge,

通常将集体会议分解成若干有关系的小组,面

对面的进行交流,互相吸取新的知识和技能,或

对问题的见识(30-50人)

：Usually general sessions and face to face 

groups with high participation to plan and 

discuss on a given subject

通常是集体会议,大家面对面而座,就有共同关

系的科目进行计划和讨论

：A panel discussion taking opposite sides of 

an issue by experts in a given field with 

opportunity for audience participation

就一个问题的结果进行对立的讨论,组织者给

听众广泛的机会进行参与

：Two or more speakers each stating a view 

point based on a given subject with discussion 

between speakers. Discussion is guide by a 

moderator
  两个至六个人就事先拟定的题目进行讨论,由

LECTURE

讲义式

CONVENTION

代表大会式

一名组织者负责调解

：A formal presentation by an expert 

sometimes followed by a question and 

answer period
由一名专家进行讲义,并随时回答听众提出的

问题

：Usually consists of general sessions and 

committee meeting on several subjects 

mostly information giving and generally 

accepted traditional form of annual 

meeting. Local and/or International

通常由集会会议和委员公文组成,每年举行一

次,会议议程提前发给大家(会议可以是国内

的,也可以是国际的)

CONGRESS

国会式

：More commonly used European designation for 

convention(mainly international in scope)

大多数被欧洲采用,指派代表参加,大都是国际会议
VII.GENERAL TERMINOLOCY:
    术语总汇

EUROPEAN PLAN(EP)

欧洲式

MODIFIED AMERICAN PLAN(MAP)

半美式

FULL AMERICAN PLAN（FAP）

全美式

CONTINENTAL BREAKFAST 

大陆式早餐

AMERICAN BREAKFAST

美式早餐

TABLE D′HOTE

套餐

：Room only, no meals

  只提供住房,不含餐

：American breakfast and either lunch or dinner 

excluding pate foilgras, salmon and beverage

  含美式早餐和一个午餐或晚餐,不包括馅饼,大马

哈鱼和饮品

：American breakfast, lunch and dinner 

含美式早餐，午餐和晚餐

：Includes only coffee/tea or chocolate, bread,

rolls, butter, marmalade or jam

包括咖啡、茶或可可奶、面包、春卷、黄油和果酱
：Juice, egg, bam/bacon or sausage, toast, 
coffee or tea, jam or marmalade

  饮料、鸡蛋、熏猪肉或者腊肠、烤面包片、咖啡

或者茶、果酱

：Set menu

  按要求上菜

ALA CARTE

零点

BACK-OR-THE-HOUSE

二线

FRONT-OF-THE-HOUSE

一线

CONCLERGE OR INFO

问询处

REGISTRATION/RECEPTION

接待处

MALL & KEY

邮寄和钥匙处

CASHIER/CHANGE

兑换处

LAY-OVER(TRANSIT PAX) 

中途短暂停留

PEAK AND VALLEY

危险区

TRANSFER-IN

转入

TRANSFER-OUT

转出

：Food to be prepared as ordered

  根据点菜单上菜

：Includes departments such as the kitchen, 

Engineering, Receiving, Purchasing, personnel, 

Steward, etc

  间接向客人提供服务的部门。包括厨房、工程部、

收货部、采购部、人事部、管事部等等

：Front office, Sales, Banquet and Banquet Sales,
Restaurants, Bell Service, Section of 

Housekeeping

  直接向客人提供服务的部门。包括前厅部、销售、

宴会和宴会销售、餐厅、行李、客房一部分。

：Place in the lobby for guests into flight reservations and reconfirmations, tour reservations etc.

  位于大堂，向客人提供信息服务，包括飞机预订

和确认、旅游预订等等。

：Where guests fill up their registration cards  

and get room assignment

负责客人入住登记和分发钥匙。

：Key rack, guests mails messages, parcels, 
stamps

  负责收取客人钥匙、包裹、信件邮寄、传递留言

和出售邮票

：Where guests check-out and clear bills; money 

change

  负责清理客人帐单、结帐和兑换外币

：Airline passengers who stay overnight or a 
short period due to airline technical problems

  因飞机发生故障旅客只住一夜

：Irregular percentage of room occupancy

  不正常的房间出租率

：Guests transported in from outside the hotel

客人从其它酒店转住本酒店

：Guests transported out from the hotel

  客人从本酒店转住其它酒店

PRE-PEGISTER

提前登记

TRANSFERS

迎送

UP-GRADING

升级房

COUPONS

通票

GROUNG ARRANGEMENT

观光安排

BOOKING OR RESERVATION

预定

：Guests expected to arrive but is being 

registered ahead of his arrival

  在客人到达之前入住登记单已经写好

：Service provided travelers when they arrive 
and leave the country

  客人到达和离开时饭店提供的一种交通服务

：Guests book for an ordinary or moderate 

accommodation but is assigned to a suited or 

deluxe accommodation with ordinary or 
moderate rate

  已经预定了普通房间的客人安排在套间居住，按

普通房价收取度房费

：Documents issued tour operators in exchange 
for service which travelers require such as 

accommodations, meals, trips, etc,--“VOUCHERS”

  由饭店提供给导游的一种通用卷，包括房、餐、

旅行等等

：Hotel sightseeing and surface transport 

services(LAND ARRANGEMENT)

  酒店观光和交通服务

：Allotment in advance of seating or sleeping 

accommodations for a passenger

  预先将住处为客人分配好

