Pick-up service
setup

v

Take the equipment list form

v

Check the guest’s request

v

Prepare the documents Sofitel
documents (F&B newsletter,
Jinan map, music menu, Sofitel
blotter...) documents must be in
good condition

v

Prepare the newspapers

v

RESOURCE LIBRARY - CONCIERGE
Flowchart process - Car set-up process

Cope: 03.04.011

Yes

A

A

Prepare the cold drink according
to the request

Y

Does the
guest want a
coffee?

A

Get the coffee from Café
66 according to the guest’s
preference (milk, sugar...)

Get the tea from Café 66
according to the guest’s
preference (milk, sugar,

Prepare the CDs pocket

v

Prepare the WIFI device

v

(tables

Prepare the equipment needed
, tray...), cleaned and
polished

v

Prepare the glassware and
cutlery necessary (cleaned and

polished

A

Is it before
10:00 AM?

A 4

Get the croissants from
the pastry kitchen
according to the current

transportation procedures

Get the cookies from the
pastry kitchen according to
the current transportation
procedures

v

v

the pastries taken

Sign the transfer form for

Sign the transfer form for
the cookies taken

v

the Club Lounge

Get the dry banana from

Get the dry food from the
Club Lounge

v

lemon...)

v

Sign the transfer form for the
hot drinks

v

Prepare the face towel according
to the season

v

Go to the car with everything
and check on the cleanliness of
the car.

v

Set the car up with everything
according to the pictures in the
current transportation
procedures

v

Double-check the set-up with
the equipment list form

v

Adjust the set-up if something is
missing

v

AM on duty double check the
set-up and the car

4

Adjust the set-up if something is
missing

v

The car leaves Sofitel on time

v

AM and the Ambassador on duty
sign the completed form

Next pick-up
service
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