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OBJECTIVE:
H )
e To control the handling of guest belongings that is lost on hotel premises.
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e To enhance the image of the company as a professional company by efficiently and courteously
responding to enquiries regarding lost property.
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APPLICATION:
A
All employees are to be informed of the procedure for Lost and Found property upon joining the hotel.
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The management of Lost & Found property is the responsibility of either the Housekeeper or the Head Security.
Duty Managers are to be fully aware of the procedure to follow in the event of a claim being made during out of
duty hours.

RADHEE R P A E G R A B A T . (HYEAR I D 7R 4 A UR IR SRR T LA TTAE N T R
] 5 A2 TR SR A4 A A (R A 3L

STATEMENT OF POLICY:
BUR 7
1.A logbook that records Found Property must be set up in all hotels and maintained either by the
Housekeeping Department or the Security Department.
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2.The following information must be recorded in the logbook:
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For found Items:
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e Serial Number allocated to item
Yy RS

e Date and location found
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e Description of article
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e Person who found it and their clock number
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For items claimed back:
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Name address and telephone number of individual to whom the item was returned
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e Datereturned
ik H
e Name of person who returned item
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3.Found items are to be immediately tagged with the following information:
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e Serial number

Ry

e Date and location found
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e Person who found it
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4.This information is to be made in duplicate and a copy given to the finder. The finder may claim the item if
the guest has not requested it within the six months waiting period (or twelve months for valuable
items).
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5.A secure storage area is to be allocated for lost and found items; it should be sufficiently large enough to
hold articles for a period of six months.
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6.During out of office hours the Lost & Found Log book and Storage keys may be accessed only by the Duty
Manager accompanied by a Security Officer in response to an urgent enquiry. Upon receipt of a found
item in out of office hours, the item should be securely stored and handed over to Housekeeping the
following morning.
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7.All washable items should be laundered before storing.
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8.Perishable items should not be kept unless it is an expensive delicacy, in which case it may be stored in the
Kitchen refrigerator until its expiry date.
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9.Valuable items such as jewellery and money must be stores in a Safety Deposit Box and the Key held by the
Controller. Valuables must be held for twelve months.
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10. All written enquiries must be acknowledged within three working days. If the article was found it should
be mailed to the guest with a covering letter and the postage paid for by the hotel.
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11. Any guest who personally collects lost belongings should be asked to sign for their receipt in the logbook.
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12. Employees who return articles of great value may accept a reward if offered by the owner. If the owner
does not offer a reward the General Manager should recognize their honesty thereby reinforcing a repeat
performance of this desirable level on conduct.
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