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Scan the passport or ID 

Next pick-up 
service 

Proceed to the LeClub 
enrollment with the following 
information 
- Title 
- First name & last name 
- Full mail address 
- Email address 
   

Pick-up service 

Yes 

Yes 

Yes 

No 

No 

No 

Confirm the following booking’s 
details: smoking or non smoking, 
breakfast and check-out date 

Is the guest 
LeClub 

member? 

Introduce LeClub 
to the guest 

Is the guest 
interested? 

LeClub recognition, thanking the 
guest for his/her loyalty 

Is the guest 
holding the 

card? 

Does the 
guest know 

the card 

Ask for the 
registered email 
address. Tell the 

guest we will look 
for it 

Invite the guest to fill the form 
or to present a business card 
Give the temporary card 

No 

Yes 

Review the registration card 
with the guest 

Request the full contact details 

Ask for the signature on the 
registration card 

Obtain payment 

(2 room keys are ready in the 
blotter) Ask the guest how many 
keys are needed 
Give the key(s) to the guest, and 
introduce the way to use it 

Ending the pick-up 
service process 

Deliver waiting message or 
packages 

Close the desk blotter 

The email address will be used 
automatically to send Medallia 
invitation after check-out 

Get the passport or the ID 

Write down the number on the 
 

Return passport and credit card 

Beginning of the pick-
up service process 

Update guest profile accordingly 
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流程图程序 -上车登记程序–接客服务 
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浏览护照或身份证 

下次接客服务 

结合以下信息进行 LeClub 注册 
- 标题 
-名和姓 
-完整的邮件地址 
-邮箱地址 
- 交流语言 

接客服务 

是 

是 

是 

否 

否 

否 

确认以下预定细节：吸烟或不

吸烟，早餐和结账日期 

客人是否是

LeClub 的会员 
向客人介绍 客人是否

感兴趣？ 

确认客人是 LeClub 会员，感谢

客人的忠诚 

客人是否持

卡？ 
客人是否知道

卡片号码？ 

询问注册的邮箱

地址。告诉客人

我们会寻找它。 

邀请客人填表或呈上名片， 给
客人一张临时卡片 

否 

是 

与客人一起复核注册卡片 

要求全部联系细节 

注册卡片上要求客人签名 

获得支付 

(记事簿中已备好 2 把钥匙）询

问客人要几把钥匙，将钥匙递

给客人并介绍使用方法 

结束接客服务程序 

传送待发信息和包裹 

合上办公桌记事簿 

客人离店后邮件地址将自动被

用来发送 Medallia 邀请 

获取护照或身份证 

将号码记在 RC 上 

归还护照和信用卡 

接客服务程序的开始 

适当更新客人档案 

  


	0304013
	0304013a

