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Yes No 

Pick-up service 
set up 

Check the guest’s request Prepare the cold drink according 
to the request 

Is it before 
10:00 AM? 

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

Get the dry food from the 
Club Lounge 

Next pick-up 
service 

Prepare the newspapers 

Take the equipment list form 

Yes No Does the 
guest want a 

coffee? 

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, 
lemon…) 

Sign the transfer form for the 
hot drinks 

Sign the transfer form for 
the pastries taken 

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

Sign the transfer form for 
the cookies taken 

Prepare the CDs pocket 

Prepare the WIFI device 

Prepare the glassware and 
cutlery necessary (cleaned and 
polished 

Prepare the equipment needed 
(tables, tray…), cleaned and 
polished Prepare the face towel according 

to the season 

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

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

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

Adjust the set-up if something is 
missing 

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

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

AM and the Ambassador on duty 
sign the completed form 

Adjust the set-up if something is 
missing 

The car leaves Sofitel on time 

Get the dry banana from 
the Club Lounge 
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流程图程序 - 车内准备过程 
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是 否 

接客服务准备 

确认客人要求 

根据要求准备冷饮 

是否上午十

点之前？ 

根据现行运送程序从饼房

取牛角包 

从俱乐部楼层取干货 

下次接客服务 

准备报纸 

携带设备清单 

是 否 ?客人是否需

要咖啡？ 

按照客人喜好从咖啡厅为客

人取咖啡（是否加牛奶，

糖……） 

按照客人喜好从咖啡厅

为客人取咖啡（是否加

奶，糖，柠檬……） 

在取走的热饮单子上签字 

在取走的点心单子上签字 

根据现行的运送程序从饼

房取饼干 

在取走的饼干单子上签字 

准备 CD 袋 

准备 WIFI 设备 

准备必要的玻璃器皿和餐具

（干净铮亮） 

准备所需设备（桌子，托

盘……）， 干净铮亮 

根据季节为客人准备毛巾 

携带所有物品至车前并检查车

内卫生  

根据现行的运送程序将所有物

品布置在车内 

根据设备清单复核车内摆设 

如果有物品缺少则调整摆设 

值班大副复核摆设和车子 

准备索菲特文件（餐饮快讯，

济南地图，音乐菜单，索菲特

记事簿……）文件需完好无损 

值班大副与大使在完成的单子

上签字 

如果有物品缺少则调整摆设 

车子准时离开索菲特 

从俱乐部楼层取香蕉片 

   1  
  

The largest FREE resource tool for young hoteliers and seasoned professionals 


	0304011a
	0304011b

