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I. COURSE DESCRIPTION

II. 

III. 

IV. 

V. 

This course will be a practical guide to the operations of the front of the hotel and the
hospitality accounting practices. Reservations, check in, check out, and night auditor
functions will be covered through role-play, case studies, and practical applications.
Both manual and computer reservations and front desk operations will be presented.
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VI. COURSE CONTENT: 

1 
Total 

Upon completion of the course, the student will be able, with 65% accuracy, to: 

1. Explain the functions and roles of the
front office operations.

A Functions and roles of the front office 
operations in: 
1. The traditional hotel
2. The Modern hotel
3. The structure of the hotel
4. Job specification and responsibilities

2. Identify/explain the Reservation Process. B. The Reservation Process:
1. Global reservations technologies.
2. Individual and Group reservations
3. Forecasting availability and overbooking

3. Explain guest service and rate structures. C. Guest service and rate structures:
1. Managing guest service.
2. The guest cycle arrival, registration, and

roommg.
3. The role of room rate(s)

a. check-in
b. check - out










