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Policy: Reservation Sales Agent prepares a checklist correctly and contains all relevant information.

B PUE & RS s BRI R AR .

Goals: To have all Hotel well prepared and provide perfect service to guest.

H: 7R, RS .
Steps P T:

Meeting Group 2> [#BA

» Name list.
RS

» Any VIP? If special arrangement?
RERAVIP, A TRRR 2R

» Special request for room arrangement?
X s 18] 2 HEA TR R OR 2

» Organizer or Hotel assigns the room number to guests?
WER DTG5, WG IR ?

» Individual check/in or group check/in?
2 NBEAT N EGE BIANAE?

» Individual check/out or group check/out?
B NEAT B JE Tk B AR s ?

» ETA, ETD & flight number information
TOARI (], BEIEN A, HIPEE S

» Payment; Deposit received or not?

E O EWE L S RELIS

Leisure Group /i Jji# [ A
> Name list

7 )75 H
» Special request for room arrangement
X s [A) 22 HEA TR R K ?
> ETA&ETD
TR [) 25 5 i )
» Payment
(VB
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