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'7r' CERTIFICATE PROGRAMME IN FRONT 
OFFICE OPERATIONS (CFO) 

Term-End Examination 

December, 2018 

BHY-003 : FRONT OFFICE OPERATIONS 

Time : 3 hours 	 Maximum Marks : 100 

Note : 	Attempt any five questions. 

	

1. 	Explain the duties and responsibilities of Front 20 
Office Staff. 

	

2. 	Classify hotels on the basis of size and number of 20 
rooms. 

	

3. 	Write in brief about the following. (any two) 2x10=20 
(a) Modified American Plan 

(b) Twin room 

(c) Format of C-Form and its use 

(d) Guest Registration Card 

4. 	Write short notes on (any two) : 
(a) Safety locker 

(b) Emergency Procedures 

(c) Night Audit Procedures 

(d) First Aid 
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5. 	Write the difference between registration and 20 
reservation procedures. 

	

6. 	Write the procedure for handling guest arrivals. 	20 

	

7. 	Write short notes on (any two) : 	 2x10=20 
(a) Scanty baggage 
(b) Handling complaints 
(c) Handling VIP Arrival 
(d) Telephone Services 

	

8. 	Explain check-out and settlement procedures at 20 
Front Office Cashier's desk. 

	

9. 	Explain the different types of meal plan available 20 
in hotels. 

10. Write a brief note on : 
(a) Suite 
(b) Interconnected room 
(c) Cabana 
(d) Pent house suite 
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