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Flowchart process - Arrival at the hotel 
CODE:   03.04.014 

 
 

 
   

 

 

 
Pick-up service 

Next pick-up 
service 

The driver arrives smoothly at 
the hotel driveway 

Yes 

Yes 

Bonjour/Bonsoir, welcome to Hotel XYZ Mr./Mrs. 
XXX! 

Is it before 
noon time 

Good Afternoon 

/ Evening 

Good morning 

Is it a man? 

Madam Sir 

Greet warmly the guest, introduce 
yourself smiling as follow: 

No 

No 

The driver farewell the guest and 
wish a pleasant stay 

Beginning of the pick-
up service process 

Check-in process at the 
counter 

Room in the guest 

The bellboy opens the door of 
the car for the guest 

Yes 

No 

Is the guest a 
VIP? 

VIP guest escort to 
the room 

AM or GRM warmly greet the 
guest and introduce themselves 
at the hotel entrance 

Welcome back the repeat guest 
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流程图程序 -抵达酒店–接客服务 
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接客服务 

下次接客服务 

司机平稳到达酒店车道 

是 

是 

Bonjour/Bonsoir, Madame/Monsieur XXX! 上午好/下午

好，欢迎来到济南索菲特银座大饭店女士/先生 XXX! 

是否在点灯

仪式之前？ 

Bonsoir 下午好 Bonjour 上午好 

是否是位男

士？ 

Madame 女士 Monsieur 先生 

:热情欢迎客人，微笑向客人介

绍自己，如下 

否 

否 

司机向客人道别并住客人入住

愉快 

接客服务程序的开始 

客房内入住过程 

客人到达房间 

服务生为客人打开车门 

是 

否 

客人是否是

VIP？ 

陪同 VIP 客人至房

间 

大副和宾客关系经理热情的

欢迎客人并在酒店门口介绍

自己 

欢迎熟客再次光临 
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