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Flowchart process 

Greeting the guest and escort to the car 
CODE:   03.04.012 

 
 

 
   

 

 

 
Pick-up service 

Next pick-up 
service 

The driver or the Ambassador 
stand at the right gate with the 
Sofitel blotter  

Yes 

Yes 

Bonjour/Bonsoir, Madame/Monsieur! Welcome to Jinan, welcome to 
Sofitel Jinan Silver Plaza, My name is XXX. 

Is it before 
the candle 

ritual? 

Bonsoir Bonjour 

Is it a man? 

Madame Monsieur 

Greet warmly the guest, introduce 
yourself smiling as follow: 

No 

No 

Confirm the information with 
the guest (pick-up service 
flowchart) “May I have your 
name?” 

Beginning of the pick-
up service process 

Ending the pick-up 
service process 

Carry the guest’s luggage or 
push the luggage trolley 

Explain the guest where the car 
is and lead the guest there 

Have a courtesy conversation 
with the guest on the way to the 
car (how was the trip to 
Jinan?...) 

At the car, open the door for the 
guest and invite the guest to sit 
comfortably in the car 

Put carefully the luggage in the 
trunk and close it 

Introduce the driver 
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流程图程序 - 问候客人并陪同至车前-接客服务 
CODE:   03.04.012 

 
 

 
   

 

 

 

接客服务 

下次接客服务 

司机或大使手持索菲特记事薄

站在门口 

是 

 

是 

Bonjour/Bonsoir, Madame/Monsieur! 上午好/下午好，先生/女士！欢

迎来到济南，欢迎来到济南索菲特银座大饭店，我是 XXX. 

是否在点灯

仪式之前？ 

Bonsoir 下午好 Bonjour 上午好 

是否是一位

男士 

Madame 女士 Monsieur 先生 

:热情欢迎，面带微笑如下介绍

自己： 

否 

否 

确认客人信息（接客服务流

程）“能告诉我您的名字

吗？” 

接客服务过程的开始 

结束接客服务程序 

替客人拿行李或推行李车 

向客人说明车的位置并将客人

引至。 

将客人引至车前的途中与客人

进行礼节性交谈（来济南的旅

途如何？……） 

在车前，为客人打开车门并邀

请客人舒适的坐在车内。 

小心将行李放进后备箱并关门 

介绍司机 
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