
Friends & Family Service Sheet 
 

Service Provider:___________________________________  F+F Name:___________________________ 

Today's Date:_______________________ 

Each friend and family service must have approved paperwork attached to accurate receipts and payment 
submitted to management the same day as service. 

​Step 1. Schedule accurate F+F appointment on the book 

​Step 2. Appointment checked in 

​Step 3. Ticket updated to reflect accurate service(s) rendered 

​Step 4. Amenities charge $25 added to every salon service ticket under House 

​Step 5. Color charge added (must match salon Scale) under house 

​Step 6. Payment collected by *Concierge Team (no tips through computer- cash only) 

​Step 7. Print receipt and attach traveler and receipt to this paper  

​Step 8. Submit to Management on Sydney's desk in black tray the same day of appointment. 

*Service providers may not check out their own guests. It is the service provider's responsibility to ensure 
ticket and payment accuracy. 

I agree to the above information, and understand that if protocol isn't accurately followed, it is subject to: 
write up, loss of F+F perk, and possible termination. Any money owed will be deducted from my next 
paycheck. 

 

Signature:_____________________________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Employee Service Sheet 
 

Service Provider:___________________________________ Today's Date:_______________________ 

 Employee Name (Receiving Service):__________________________________ 

Each employee service must have approved paperwork attached to accurate receipts and payment 
submitted to management the same day as service. 

​Step 1. Schedule accurate employee appointments on the schedule. 

​Step 2. Appointment checked in 

​Step 3. Ticket updated to reflect accurate service(s) rendered 

​Step 4. Amenities charge added to ticket 

​Step 5. Color charge added (must match salon Scale) 

​Step 6. Payment collected by *Concierge Team (no tips through computer- cash only) 

​Step 7. Print ticket and attached to this form 

​Step 8. Submit to Management on Sydney's desk in black tray the same day of appointment. 

*Service providers may not check out their own guests. It is the service provider's responsibility to ensure 
ticket and payment accuracy. 

I agree with the above information, and understand that if protocol isn't accurately followed, it is subject to: 
write up, loss of employee service perk, and possible termination. Any money owed will be deducted from 
my next paycheck. 

 

Signature:_____________________________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 


