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Missing guest laundry 

procedure 

客衣遗失处理程序 

Guest complain that his guest 

laundry have not been return 

back  

客人投诉送洗衣物没有送回 

Check the surveillance video and 

the logbook together which are 

record whether the guest laundry 

have been return back to the 

guest room 查看监控录像，核

对送衣记录。 

Look over the send clothes 

logbook, and check it carefully. 

查看送衣记录，仔细核对 

Return the guest laundry back 

to the guest in time. 

及时送还客人 

 

 

End 

结束 

Check whether the 

missing guest 

laundry is in the 

laundry room. 

检查洗衣房是否有

未送回的衣物 

Confirm the guest laundry have 

been lost, and report it to the 

Executive Housekeeper. 

确认衣物确实遗失，上报行政

管家。 

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. 

提醒客人查看衣柜，如果没有，

记录客人房号和衣物数量及特

征 

Laundry Manager and Duty 

Manager are going to negotiate 

the compensation with the guest, 

and report the result of 

negotiation to the Executive 

Housekeeper.洗衣房经理和值

班经理出面协商赔偿事宜，协

商结果汇报行政管家 

 

 

To check the 

clothes collection 

logbook ， to 

confirm whether 

collect the clothes 

of guest room。 查

看是否有客衣收

 

Contact the HSKP office, and 

check the room attendant’s 

clothes collection logbook. 

联系客房办公室，查看客房服

务员收衣记录 

Express service, only charge for 

normal fee.加快服务，并只收普

通费用 

To found the clothes. Find the 

clothes on the floor 

查找衣物，发现客衣在楼层 

Apologize for 

guest, and ask guest 

to wash or not.与客

人道歉，并询问客

人是否需要现在洗

涤 

 

Write logbook and hand over till 

taking laundry back next day.衣

物第二天普通服务送回，并写

好交接记录 

Take back laundry after washing  

well and record it. 

洗好后，送还客人，做好客衣 

记录记录 

 


