GUEST RELATION

MORNING
Birthdays today (2): - comp. order for cake
- copy from passport or ID
- phone the guests to know when and where
- if no contact with guests at noon time the order will be given to
the restaurant to follow up at dinner time
Internal mail
Arrivals by room number (check if room numbers didn’t change) or late minute
reservations
Recheck eventually the extra beds file
VIP arrivals: check with FOM or Ass. FOM the explanation to put on the compl. Order
for VIP 1.2 and 3
- VIP | and 2: Fruit basket + mini bar + oriental pastries
- VIP 3 Fruit basket
- VIP 4 Honney mooners & Wedding anniversary — check with detailed list
- VIP 5 Regular guests — check with detailed list
- VIP 6 Travel agent — fruit basket
Check VIP rooms (VIP 1 & 2)

AFTERNOON for day n + 1

Check arrivals + arrival time for orientationy/

Check for pick-ups, prepare airport form and advice reception ¢

Prepare the All inclusive paper + invitation for orientation v

Check early arrivals - see with reception ¥

Order the extra beds (3x = 2 x bellboy + 1 Chris)¥

Make list from VIP (6x = 5 x pigeon hole + Chris)¥

Check the VIP rooms for early arrivals + prepare the complementary orders to be in the
rooms upon arrival !

Welcome meetings (7x = 6 bellboy + 1 Chris)y
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ROSEIZ
‘Three Corners Resort

Naama Bay Sharm El Sheikh

All throughout your stay, our team will do its utmost to satisfy your wishes. Please find here below an
explanation of our "All inclusive” program.

All Inclusive means:
¢ Allfood items during the hours mentioned below.
¢ All beverages are served by the glass, one at a time.
¢ Allinclusive beverages stops at midnight.
¢ Upon arrival you'll find 1 bottle of water, free of charge, in the room. For ecological reasons we
ask you to re-use that bottle. You can refill it at dispensers placed in the different bars and
restaurants. Any supplementary bottle will be charged.

Not all inclusive (charged) - Ice-cream (except ice-cones between 12:00 am and 5:00 pm)
- Milk shakes based on ice-cream
- Espresso, Espressos, Cappuccino
- Fresh fruit-juice
- Pizzas
- Room-service
- Imported alcohol

Outlet opening/closing times

Pharon restaurant "~ Allinclusive: Breakfast from 7:00 am till 10:00 am
Lunch from 12:30 pm till 3:00 pm
Dinner from 6:30 pm till 10:00 pm
Pool bar - All inclusive Drinks from 10:00 am till 12:00 pm
Waves bar - All inclusive: from 1:00 pm till midnight
- Tea, coffee and cookies from 4:00 pm till 5:00 pm

- NOT all inclusive: from midnight till closing
Chez Pascal - All'inclusive: Snacks from 11:30 am till 4:30 pm
- NOT all inclusive Dinner from 06:30 pm till 10:00 pm

Kiroseiz Beach Club and Sandy Beach:

Beach Restaurant - Allinclusive: Breakfast * from 8:00 am till 10:30 am
Lunch & Snacks from 12:30 am till  4:00 pm
Dinner * from 7:00 pm till 10:00 pm

* At Kiroseiz Beach club for beach residents or upon reservation only

Kiroseiz Beach bar - All inclusive: from 9:00 am till midnight

Sandy Beach Bar - All inclusive from 9:00 am till sunset

Outlets Not All Inclusive:
Star light disco from 11:00 pm tiil closing
Saddle Bar from 6:00 pm till closing
Sunrise Cafe  from 5:00 pm till closing

In our a la carte restaurants, CHEZ PASCAL and SADDLE BAR, the all inclusive guests will get a LE
30.00 credit per adult per full meal* on their total bill. Drinks in glasses, served with the food, are all
inclusive.

* starter, main course and dessert in Chez Pascal, starter and main course in the Saddle Bar

Any food or beverages taken to the rooms (except bottles of water) are not allowed. This goes as well for
outside the hotel.

Note

We would like to inform you that, as per company policy, it is strictly forbidden to reserve sun beds at
the pool. For this reason the Management decided that, if a sun bed is not used for more than 1 hour, the
pool attendant will collect your belongings and towel and bring them to the towel centre.

Thank you for your understanding.




: { Anniversary regular guest
D=

As requested by General Manager , Kindly find below the anniversary & regular
Juest

7

- room upgrade to superior
- fruit basket special
- original sweets / GM card
- VIP amenities
Bathrobe

- Towel sculpture

bay of anniversary

- white wine or fresh juice
- small cake in restaurant

vay of departure

- Tate check out complementary

- fruit basket

- daily water

- wine (red ) upon arrival
- room upgrade

- F&B 10% discount

- Cocktail party invitation
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saturday

Tuesday

Honey Moon Guest

'guest receive VIP bracelet

Upgrade to superior room / pool view
Fruit basket

white wine or fresh juice

Special card G.M.

VIP amenities

Bathtub decoration

Bottle water on side table w/ glasses
Bathrobe

Towel sculpture

fresh fruit basket

fresh juice

Guest cocktail invitation

Eve of departure

Turn down service w/ give away mug

nDay of Departure

Late check - out F.O.C.

Thank you
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( at 5 pm afternoon )

( at 5 pm afternoon )



Information about the TTC Kiroseiz Hotel

Sandy Beach:

Kiroseiz Beach:

Chez Pascal:

Saddle Bar:

Waves Bar:

Beaches

close to Old Market (under the Harbor SSH-HRG)
Open from 09.00-18.00h

Shuttle bus free of charge upon schedule

Towel service available

Bar+ Restaurant All inclusive

Located in a bay

close to Alf Leila wa Leila

Coral beach very good for snorkeling (snorkeling equipment
rentable there)

Open from 08.00-evening

A la carte Restaurant there Mediterranean Fish restaurant
Shuttle bus upon schedule

Towel service available

Bar Restaurant all inclusive

Beach rooms SVRM there

A la carte Restaurants in the hotel:

located between 2 Pools

At lunchtime: Snack all inclusive

At Dinnertime: order full Menu get 30 Le discount, drinks Al
Reservations can be done everywhere

Mexican a la carte Restaurant + Bar

Order full Menu get 30 Le Discount, drinks with the food Al
Sometimes special events

Regular guest party take place there every Tuesday 19.00-20.00h

open from 13.00-01.00 am
Al till 00.00h



Orientations Touroperators:

a) print fact sheet of the Hotel + Al program in the language of
the Orientation

b) business card of Mr. Menno attached on the Kiroseiz file

¢) put broschure of the hotel

d) order welcome drinks on the same day, in case of VIP
Orientation, order special welcome drinks

e) After Orientation give business cards to FO + write letter to
Cairo office

Tickets:

Miscellaneous from the reception

Add Date, name, room no., explanation, name GR, Amount, in case of
children under 7 years (till 6,99) =0, between 7-12 (till 12,99) = 0.5 write
that under the explanation. 0= no payment, 0.5 50 % payment

Departure time + reception

In case guest pay cash no signature from the guest necessary

In case guest would like to add it to the room bill, signature is necessary
(in case guest change his mind after signing the ticket, cancel the signature
from the voucher)

Take 2 tickets out, 2 second ticket is for the guest, original stays in the
draw, give money + ticket in envelope, on the day of the excursion give it
to the cashier with a list of the excursion

Excursions:

Monday: Sunset cruise 15,- Euro or 11 Sterling Pound

Start 16.00 till 20.00h

Bus to the harbor, by boat about 30 Min. to a coral reef, snorkeling for
about 1 h, after coffee + tea on the boat, games with the guide, maybe
dolphins, but no guarantee

Tuesday + Friday: City tour 7,- Euro or 5 Sterling Pound
Start 16.00-18.00h
Mosque + Church + Memoriam airplane crash January 2004

Wednesday: African Night 20,- Euro or 14 Sterling Pound

Start 19.30-23.30h

Bus to the Sandy Beach, Buffet Dinner, African Show, Egyptian Show,
Belly Dance, Tandoor



Saturday: Bedouin Night 20,- Euro or 14 Sterling Pound

Start 19.30-23.30h '

Bus to the desert, horse dance, bellydance, Fakirshow, camel ride (by
extra charge), dinner

E.mails

Passwords: Internal Mails: 123 (brown)
External Mails:  Thoonen (blue)

a) Check on daily basis

b} Print important e.mails out and file them

¢) Check on daily basis e.mail file (next to the desk)
d) Send items send it back to GR

Envelopes for arrivals

1 day before: check Fidelio

a) how many rooms, languages

b) print each room + nationality Al paper (in case of Egyptians BB or HB
no Al paper)

¢) print Intro paper with or without Orientation

d) write on the envelope language + time of the Orientation

e) leave envelopes on the desk next to the computer, reception will take it
by them selves

Regular Guests

1) day of arrival: prepare amenity with Fruit basket + red wine

2) on adaily basis check the Regular guest in house

3) send application forms + explanation to the room

4) enter name, no of card etc. in the Regular guest file next to the
computer

5) when you get application forms back, in case you get it directly from
the guest, give guest card immediately the card, in case guest left it on
the desk, send card to the room+ explanation

6) enter to the Regular guest File if guest received the card, or if he has
already a card, or he didn’t get it, because it was too late

Every Tuesday: is the Regular guest party in the Saddle bar from
19.00-20.00



On Monday:

a) confirm first with Mr. Menno if the Regular guest party will take place

b) print VIP in house

¢) recheck with last week, just invite guest who were not invited before

d) write invitation cards (cross out that the guest have to confirm that
they will come)

e) give cards to the bell boy to distribute it in the rooms (order it by room
no)

f) inform Mr. Mohamed (Saddle Bar) about how many pax, time, place

In case of strange guest, like trouble makers don’t invite them to that party.
Honeymooners should also be invited, in case we have too many regular
guest, don’t invite the honeymooners.

On Wednesday:
a) count No. of new regular guest compared with last week (TTC paper)
and give the new No. to Gihan Exc. Secretary

b) the envelope with the applications give it to the IT Manager + the
following No, leave it on your desk, he will pick it up

Welcome meetings

1) check Fidelio on the day of the arrival

2) print in Reservations “arrival by agent”

3) prepare list with place + comments (HK, AC, drinks etc.) suitable
places are Waves Bar, Lobby, Conference room, Disco just in case you
don’t have any place (tour leaders don’t like it)

4) 7 copies 6 for the bell boy 1 for you

Extra beds

1) check Fidelio one day before the arrival

2) print arrivals by room

3) prepare list with date, room no, departure date, how many beds,
remarks (wood bed etc)

4) 3 copies 2 for the bellboy 1 for you



1)
2)

3)
4)

1
2)
3)

4)

Birthdays

check every morning in Fidelio guest in house birthdays today

check guest in house birthdays accompanying guest (that takes a long
time)

get passport copy via the bell boy

make amenity with birthday cake in case of info of the guest, write on
the amenity

VIP Arrivals

check every morning and afternoon the Vip arrivals of the next day via
arrival by room no or vip arrival

make amenity + mention what guest will take (see separate list), in
case of Vip 1 or 2 check with FO

in the afternoon: print VIP arrival 6x, 5 for the Mgrs (FO, GM, RM,
Ex. HK, F&B) next to the operator and 1 for you

in case of early arrival the next day, make amenity one day before

Weekly+ daily paperwork

Monday: 1) arrange Regular guest party

2) Prepare list for the sunset cruise (white tickets, room no
+ reservations from Sameh as well as the Restaurant), give
money to the cashier

3) Orientation for arrival from Sunday

Tuesday: 1) Regular guest party 19-20 h

2) once in 3 weeks Duty Magr. till 23.00h
3) prepare list for the city tour + white tickets and list for
the cashier

Wednesday: 1) No. of new Reg. guest to Exc. Sec

2) envelopes with application to It
3) List for the African night + white tickets + money

Thursday: 1) big arrivals

2) arrange welcome meetings for Friday

Friday: 1) Orientations for the arrival of Thursday

2) List for the City tour + white tickets + money
3) list for the Bedouin night + money to the FO Cashier +
white tickets

Sunday: arrange welcome meetings for Monday
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