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Policy: Information should be passed on to concerned department timely, correctly, clearly.
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Goals: To have all Hotel well prepared and provide perfect service to guest.
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If there is reservation for VIP 1, VIP2, VIP3, inform RSYeC Manager at first time.
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If guests have special requests, inform the concerned section supervisor/manager and leave trace in
advance. If more than one section is related, notify RSYeC Manager.
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Pass on any information which is work related. Use logbook.
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After you complete the task left on the logbook, sign your name.
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