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Appendix 1 Host/Receptionist Desk 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix 2 EDC (Electronic Data Capture) Machine 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Appendix 3 Guest’s Bill 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Appendix 4 Example of Cash Deposit 

 
 

 

 

 

 

 

 

 



 

 

 

Appendix 5 Guest’s Registration Card/Form 

 

 

 

 

 

 



 

 

Appendix 6 Example of Local Standard Operating Procedure Check Out 
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