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Missing guest laundry

procedure
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Guest complain that his guest
laundry have not been return
back
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Remind guest to check the
wardrobe, if the guest laundry
are not in there, record the room
number and the quantity and
characteristics of guest laundry.
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Check whether the
missing guest
laundry is in the
laundry room.
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Return the guest laundry back

to the guest in time.

To check the
clothes collection
logbook , to
confirm  whether
collect the clothes
of guest room, #t
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Look over the send clothes
logbook, and check it carefully.
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Check the surveillance video and
the logbhook together which are
record whether the guest laundry
have been return back to the
guest room EFEWEFE,
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Confirm the guest laundry have
been lost, and report it to the
Executive Housekeeper.
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Laundry Manager and Duty
Manager are going to negotiate
the compensation with the guest,
and report the result of

negotiation to the Executive
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Contact the HSKP office, and

check the room attendant’s

clothes collection logbook.
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To found the clothes. Find the
clothes on the floor
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Apologize for

guest, and ask guest
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to wash or not. 5%
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Write logbook and hand over till
taking laundry back next day. 4%
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Express service, only charge for
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Take back laundry after washing

well and record it.
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