RESOURCE LIBRARY - CONCIERGE
Flowchart process - Arrival at the hotel
Cope: 03.04.014

r Pick-up service

Beginning of the pick-

up service process
v
The driver arrives smoothly at
the hotel driveway
v

The bellboy opens the door of
the car for the guest

v

Greet warmly the guest, introduce
yourself smiling as follow:

4

Yes Is it before
noon time
v v
Good morning Good Afternoon
/ Fuehine
Yes No
A 4 A
Sir Madam
v
Bonjour/Bonsoir, welcome to Hotel XYZ Mr./Mrs.
XXX!
v

The driver farewell the guest and

AM or GRM warmly greet the

\ 4

guest and introduce themselves
at the hotel entrance

v

Welcome back the repeat guest

Is the guest a
VIP?

wish a pleasant stay

A
2 No
VIP guest escort to
the room
Room in the guest
\
Check-in process at the
counter
>
\ 4

Next pick-up
service
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