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Appendix 1. Courtesy call after check in

COURTESY CALL 10 MINUTES AFTER THE GUEST CHECK IN
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8-Mar | 3 Guest said the room is okey but she mention one of our phug is not working properly

Appendix 2. Handling complaint sheet
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Appendix 3. Courtesy call check out

Room Name

[ 21 | WaoNemMc |0
(221 | Jolyant Auastasa Ms._——| 1505

Appendix 4. Escorting guest sheet

No. Guest Name Room Number Escorting time Done By Remarks

Explained room and
hotel facilites, offered
1 BUDIYANTO 204 18:20 Susila further assistance and
wishing puest a

pleasant stay
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Appendix 5. Handling Luggage sheet
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Appendix 7. Luggage tag
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Appendix 9. Recall log
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W” Department Front Office

Date Tuesday, 15 February, 2022
TIME ROOM NO GUEST REQUEST ACTION TAKEN “::c = BY COMMENTS
19:25 517 1 Towel Infom To HK Susila DONE
17:53 37 4 Slipper Infom To HK Susila DONE
2235 506 Iron And Iron Board Infom To HK Susila DONE

Appendix 10.

Reciept
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