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CERTIFICATE PROGRAMME IN FRONT 
OFFICE OPERATIONS (CFO) 

Term-End Examination 

ririri94 	December, 2017 

BHY -003 : FRONT OFFICE OPERATIONS 

Time : 3 hours 	 Maximum Marks : 100 

Note : Attempt any ten questions from Part A and any 

five questions from Part B. 

PART A 

1. Write a note on Hospitality Industry. 5 

2. Write about the duties and responsibilities of a 

Night Auditor. 5 

3. Explain about the classification of Hotels. 5 

4. Explain in brief about coordination of Front 

Office with various departments of the Hotel. 5 

5. Write a note on handling 'Difficult Customers' in 

a Hotel. 5 
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6. What is the utility of Travel Desk and 

Information Counter in Hotels ? 	 5 

7. Explain about the Check-in and Check-out 

Procedure in a Hotel. 	 5 

8. Write a note on the etiquettes in Front Office 

services. 	 5 

9. Explain about the duties of a Bellboy. 	 5 

10. Explain the need of skilled personnel for better 

services in Tourism and Hospitality sector. 	5 

11. Explain the role of MICE in the development of 

tourism in the present context. 	 5 
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PART B 

12. What are the Duties and Responsibilities of 

Front Office staff ? 	 10 

13. Write about the following in Hotels (Any two) : 5x2=10 

(a) European Plan 

(b) American Plan 

(c) Continental Plan 

(d) Bermuda Plan 

(e) Bed and Breakfast scheme 

14. Classify the Hotels on the basis of size and 

number of rooms. 	 10 

15. Write in brief about the following : 	 5x2=10 

(a) Modified American Plan 

(b) Twin rooms 

(c) Duplex 

(d) Draw format of Guest Arrival Card 

(e) C-Form and its importance 

16. What are the Duties of Front Office Manager ? 	10 

17. Write in brief about the following (Any four) : 
 4x2 1 — =10 
2 

(a) Duty Roster 

(b) VIP Arrivals and Handling 

(c) No Show of Guests in Hotels 

(d) Wake-up Calls 

(e) Description and Components of Lobby 
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