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Guest laundry inspection  

procedure  

客衣的检查程序 

Get ready the logbook of guest laundry 

details. 

准备好客衣详情记录本 

According to the washing service procedure, 

at first check the clothes which are need to 

express laundry and ironing, then check the 

clothes which are normal cleaning   按洗涤

服务的流程，先检查快洗服务和熨烫服务，

再检查普通客衣清洗。 

Check the clothes packet one by one 

逐包检查 

 

Whether the guest have been 

contacted 是否联系上客人 

Check every clothes and record on the 

logbook according to the color, brand and 

features of the clothes. 检查包里每件衣

物，并根据每件衣物颜色、品牌特征记录

 

 

Contact the guests and ask whether he/she still 

insist to wash the damaged clothes. If the 

guest insist to wash it, the guest must sign 

his/her name.   ，与客人确认是否洗涤，如

需洗涤必须客人签字确认 

If the guest laundry inspection have been 

complete, send the guest laundry to the 

washing area, and cleaning them   

将检查完成的客衣送往洗涤区域，进行清

洗。 

If the guest clothes have any damage or 

large area of stains, report it to manager. 

客衣有破损或者大面积污渍或数量差异

等，上报经理 

 

Report to the supervisor and manager 

上报主管和经理 

Make a good record, and contact the guests. 

Send the legacy items and the clean clothes 

together to the guests.  做好记录，联系客

人，将遗留物随清洗干净的客衣一起送给客

 

End 

 

No 
否 

Yes  是 

 

Found the legacy items 

发现遗留物 

 

Waiting for the guest’s indication, and 

continue the service.等待客人指示，

继续服务 

 

End 

结束 

Fill out the Clothes Confirm Card , and 

send the Clothes Confirm Card and the 

damaged clothes back to the guestroom. 

填衣物确认卡，送返客人房间 


