CODE: 07.01.034

RESOURCE LIBRARY - TECHNICAL SERVICES

Guest Room Management Procedure EDiTION: 1

PAGE 10F2

Purpose:

H

To ensure no complaint about engineering problems
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Policy:

BUOR

Clean and tidy dressing, courtesy and hospitality and prompt maintenance to ensure the quality of
maintenance
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Procedure:

g

1. Before entering the room for maintenance, the maintenance personnel should notify the floor
attendant to open the door, making sure that the room is available;
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2. Inthe room area, personnel should dress neatly and be polite to the guests;
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3. The personnel shall obtain the consent of the guests into the room before maintaining the room with
guest in;
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4. The service personnel for maintenance should do the work according to the maintenance projects to
ensure the quality of maintenance;
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5. The maintenance equipment and device should be clear of oil, dust and things like that. Maintenance
tools and spare parts should be taken away without omission, with the garbage scattered on the ground
cleared;
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6. If the room equipment and facilities should be moved for maintenance, they should be moved back
after the service is completed;
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7. At the end of the maintenance, floor attendant should be notified to check the equipment and sign for
approval;

YEZ 45 5 BB R SR S5 RO e AT IR, JFE T AT

8. Phone repair: maintenance duty officers should arrive on the scene in a timely manner according to the
maintenance content. They are required to report to the department for signature of forms at the end
of the maintenance;
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10.

11.

12.

13.
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Maintenance personnel should ask the customers for consent before replacement repair if the materials
are not free. After the completion, the Advice of Charge should be confirmed by the signature or seal of
customers, and be returned to the Finance Department. They are not allowed to take cash from the
customers lest it will cause negative effect on the hotel (the above can be applied to completely self-
housing);
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Maintenance personnel are not allowed to run in the floor, and they can only put a fast pace in urgent
situation. (In order to avoid the panic of the guests);
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Maintenance personnel should take the initiative to say hello to guests or staff (for example: Mr., Ms.
good morning or good evening, or call customers’ name, etc. when it is necessary);

ezl id W N TE T, [EF s, LR Bieit Bif, A 0% EZnFRg
BNLIRE)

Daily work should be efficiently carried out with high-quality and properly prioritized;
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Maintenance personnel are required to be strict with themselves and improve themselves to ensure
normal operation of hotel equipment and minimum failure of operation, thus provide a good
environment for guests.
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