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POST GRADUATE DIPLOMA IN 

HOTEL OPERATION (PGDHO)  

Term-End Examination 

December, 2023 

MHYI-041 : FRONT OFFICE OPERATIONS 

(THEORY) 

Time : 3 Hours     Maximum Marks : 100 

Note : Answer any five questions. All questions 

carry equal marks. 

1. What are the duties and responsibilities of the 

following ?  10×2=20 

(a) Front Office Manager 

(b) Guest Relation Executive 

2. How do you handle difficult customer and their 

complaints ? Support your answer with suitable 

examples.  20 

3. Describe the steps in registration of a foreigner 

guest in a hotel. Draw the format of ‘C’ form. 20 

4. Front Office Department is the nerve centre of 

a hotel. Explain with examples the importance 

of Front Office Department. 20 
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5. Explain different meal plans used in a hotel. 

Draw format of Guest Arrival Card. 20 

6. Classify the hotels on the basis of size, location 

and affiliation. 20 

7. Write short notes on any four of the following : 

5×4=20 

(a) Suite room and duplex room 

(b) Handling of left luggage 

(c) Layout of hotel lobby 

(d) Various modes of payment in a hotel 

(e) Various sources of reservation in a hotel 

8. Write short notes on any two of the following : 

10×2=20 

(a) Handling of left baggage 

(b) Twin Rooms 

(c) C-Form 

9. What precautions should be taken during the 

check-in procedures of a large group ? 20 

10. Write in detail about the functions of a Travel 

Desk.    20 
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