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Appendix 1 Questionnaire of The Procedure in Handling Check-In under New 

Normal Condition. 

RESPONDEN:  

SECTION A 

Please give a check ( √ ) on this form if you use the steps when handling guest 

check-in under new normal. You may add more job desks if you do other than the 

ones you find on this form.  

No Job Desk The Procedures Responses 
1.  
 
 

Welcoming guest a. Greeting the guest  
b. Offering help  
c. Inviting guest to sit 

down 
 

2.  Identifying purpose a. Asking the purpose of 
coming  

 

b. Giving some 
information 

 

3A. Asking reservation  
(If the guest has 
reservation) 

a. Asking voucher 
guarantee letter 

 

b. Check the reservation 
in the system 

 

c. Confirming a guest 
reservation 

 

3B. Asking reservation  
(If the guest doesn’t have 
reservation) 

a. Offering room type  
b. Closing room selling  
c. Information room 

selling 
 

d. Responding discount 
for room rate 

 

e. Asking a number of 
rooms  

 

f. Asking length of stay  
4.  Checking room status a. Check room status  
5.  Asking guests to fill 

registration card 
a. Asking guests to fill 

registration card 
 

6.  Rechecking registration 
card 

a. Rechecking registration 
card 

 

7. Asking method of 
payment 

a. Asking method of 
payment 

 

8.  Asking for a room deposit a. Asking for a room 
deposit 

 

9.  Borrowing credit card a. Borrowing credit card  
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10.  Giving guest card, 
welcoming card, and 
room key 

a. Giving guest card and 
room key 

 

11.  Showing readiness to 
serve 

a. Showing readiness to 
serve 

 

12.  Wishing guest a nice stay a. Wishing guest a nice 
stay 
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Appendix 2 Questionnaire of Language Expression in Handling Check-In under 

New Normal Condition. 

SECTION B 

Please provide a language expression that you often use when handling under new 

normal guest check-in. You may add more job desks if you do other than the ones 

you find on this form.  

No Procedure Language Expressions 
1.  Welcoming guest  

2.  Identifying purpose  

3.  Asking for guest 
reservation 

 

3A. 4. Asking voucher/  
guarantee letter  
(If the guest has 
reservation) 

 

5. Checking guest 
reservation  
(If the guest has 
reservation) 

 

6. Confirming a 
guest reservation  
(If the guest has 
reservation) 

 

3B. 7. Offering room 
type  
(If the guest 
doesn’t have 
reservation) 

 

8. Closing room 
selling  
(If the guest 
doesn’t have 
reservation) 

 

9. Informating room 
rate  
(If the guest 
doesn’t have 
reservation) 

 



 
 

56 
        

10. Responding 
discount for room 
rate  
(If the guest 
doesn’t have 
reservation) 

 

11. Asking a number 
of rooms 
(If the guest 
doesn’t have 
reservation) 

 

12. Asking length of 
stay 
(If the guest 
doesn’t have 
reservation) 

 

4.  Checking room status  

5.  Asking guests to fill 
registration card 

 

6. Rechecking registration 
card 

 

7. Asking method of 
payment 

 

8. Asking for a room deposit  

9.  Borrowing credit card  

10. Giving guest card, 
welcoming card, and 
room key 

 

11. Showing readiness to 
serve 

 

12. Wishing guest a nice stay  
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Appendix 3 Reservation Form at Puri Saron Hotel Baruna Beach Cottages 
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Appendix 4 Formulir A at Puri Saron Hotel Baruna Beach Cottages 
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Appendix 5 Miscellaneous Charge at Puri Saron Hotel Baruna Beach Cottages 
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Appendix 6 Cash Voucher at Puri Saron Hotel Baruna Beach Cottages 
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