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Check-out Sequence of Service
IRERSIERF

1. Greet Guestil3E% A Receptionist 3 i1

- N
2. Confirm Charges#fi i\ i % I?:leceptlonlzt | Cashierf £
51/ WUR B

3. Check notes/traces fu 7 5% 4% Receptionisti 1+ it

4. Provide Assistancedi fit #5 1 Receptionisti& 1+ it

5. Bid Guest Farewell & 71 & A Receptionistf& fF i

1. Greet Guestif 4% % A\
= In order to see guest’s approaching the Reception desk stand a few inches back from the computer, this
increases your peripheral vision

NTHLEREN, Wl EEAGL S TR LRy, XREa] USRI A
= |f you don’t know the guest ask for their name, not their room number

IRARANREN, 15 W i AT 2k 44 1T AN 2 s 8] 5 0
= |f Reception is busy acknowledge others and ask for assistance

INRARAFARARNT, 18 RN H A I B

= Observe the guests behavior to notice if they are in a hurry or agitated by waiting, thank guests for their
patience

MR NKAT, 2 AT TR I T B SE A AR Bl IR 2 N AT 350

2. Confirm ChargesHfiA Y 2%
= While retrieving the guest’s folio review note items that they have charged to the account
KR NHIKER, A2 N LA ST .
e Choose an item; ask the guest if they enjoyed their breakfast, spa experience, etc.
WFE—ANTH, W2 NS S BT A, KT RS 55
= Upon examining the folio, if you do not see any charges for today, address the guest:
AR, WAARKAE RS RIER R, EiRE A
e “Ms. Smith, are you expecting any additional charges?”
REH LA, BLLSHRMITII 4?2
e “Ms. Smith, have you had anything from the private bar last night or this morning?”
Hr BBy 2 T HEAR [5G 5 KPLA 2r 8/ i ?
= Post any additional charges on to the account

R B A RS Bl FH A A\ 1K L
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3. Check notes/tracesi 2 32

= Check to see if the guest has a safety deposit notice

BREHENE G A ARSI R

= Check to see if guest has to return any items to the hotel (e.g. key of safe deposit box)

BEZNGE DAY EIRIENE CORE AT IR

4. Provide Assistance$ £ #5 Bl

= Print folio and ask the guest to review their charges and sign, provide them with a copy of the charges

TR, B N BT, RIEE NIk R R e

= Confirm their method of payment

NS T3

= Ask the guest if they are vacating their room and if they assistance with luggage or transportation

W NSRRI b, 172552 5 5 2a A hikis

5. Bid Guest Farewells5 F & A

= Thank the guest for staying with XYZ Hotels & Resorts and invite them back

SR NAE NS o AR I A Tk

= Ensure their requests have been met for transportation or luggage assistance

B DR A AT B0 SR AG 2005 2 5 B AT 2R iz
= Insert local procedure
i N A
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