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Policy: Tasks listed must be fulfilled on daily basis.
BUK: WUEHE R A5 B HH TARS B R 2K .

Goals: To ensure reservation function well and provide professional service to guest.

HIK: hiRTUE B IsHe IR, R NGRS .

Steps P Tk:

» Daily Checklist includes
5 H ARG R4
Read Reservation Logbook, sign & follow up
TIRSCYEAR EEETIN R, IR
Prepare daily manual report and send to related department.
B H T LR, RIBLMRER].
Check email, follow up unread mails
K e mipRs, PREBEREMEAE .
Check fax machine, follow up new faxes
KA 1L, PREEHTE
Pick-up groups & double check FIT bookings arriving on next day, if any special request, inform Assistant
Front Office Manager & RSYeC Manager.
R BIATUE AN R GE, A A RPIRAECETUE, WRAAETR RN, 5 FIHT T 5 Rl 2 BT
JETRA T
Hand over all reservation form/credit card voucher/complimentary voucher to Front Desk afternoon
shift leader, keep copy.
R ARIBUE S, EHRER, %WpEREACSH 6 LYo, HOERIA.
Take reservation by all channels and key into PMS accordingly.
R PTARIENTUE, KHEEERMARS.
File reservation orders and all correspondence accordingly
Ha BT B TIUE S A BRI RS .
» Ensure all reservations are put into PMS on daily basis.
PG I TUE A8 KA B RGN -
» Ensure all prepayment receipt has been received and follow up.
EUHCAL R RE
» Ensure all reservation queries are answered before the closing of the day.

NIRRT B TUE 2R e B
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