B QUY TRINH DQN PHONG KHACH
CAC BUGC NOIDUNG

1. DON PHONG

KHACH

1.1. Chuan bi truée
khi vao ca

e Kiém tra dong phuc, bang tén ding quy dinh.
e Nhan chia khoa budng, Key, bo dam, danh sach phong.
e Chuén bj xe day:
- Khan: Khan tdm, Khan tim, Khan mat, Khan tay, Khan chan
- D6 vai: Ga givong, vo chin, 4o gdi, Ao tim.
- D6 Amenities: Ban chai, Chup toc, Luoc, Tam bong, Dao cao, Gidy VS
- Db Free: Ca phé, Che tui loc, Puong, nude sudi, dd dung pha tra
- B6 Mini bar: Bia Ha ndi, Bia Heniken, Coca, Fanta, Nu6c Lavie, Banh
Oreo, Peanut, Snack
- Hba chit: nudce lau kinh, nude lau san, khir mui, chat téy toilet
- Dung cu: khan lau, chdi, cay lau san, gang tay, tdi rac

1.2. Quy trinh khi vao
phong (Tiéu chuan)

B1: Kiém tra tinh trang phong: So sanh voi danh sach phong dé dam bao
dung phong can don.
B2: Thuc hi¢én quy trinh gd ctra (GO ctra - Thong bdo - Vao phong)
e Go 3 1an, mdi lan cach nhau 5 giay.
Xung danh: “Housekeeping!”
Néu khong ai tra 16i, md cira tir tir va tiép tuc xung danh.
Néu phong c6 khach: xin phép quay lai sau hodc hoi gid cu thé.
Tt diéu hoa.
Cam thé, Bat dén, mo rém, mo cira sd (néu co) dé thong thoang.

1.3. Quy trinh dgn
phong (Tiéu chuan)

A. Thu gom & phan
loai

e Gom rac — thay tii rdc moi.
Thu gom khan do ban: dé vao gio riéng.
e Kiém tra do that lac (Lost & Found) — bao cao ngay cho L¢ tan.

B. Don giwong

e Xir Iy ga ban, thay moi.
Kiém tra ném va bo tri set-up chuan.
Boc ném, drap phang, khong nhan, khong 16 mép.

C. Lam v¢ sinh phong
tam

Xit hoa chit bon rira — bdn cau — voi sen — kinh.
Cha rura tur trén xuéng dudi, lau kho cac bé mat.
Thay khan tam — khan mat — tham chan.

Kiém tra nude nong/lanh, thoat nudec.

Setup amenities theo tiéu chuan khach san.

D. Lam sach khu vue
phong ngu

Lau bui: ban, ghé, den ngu, k¢, tu quén 40, két sit. ..
Lau kinh, cira s6, guong.

Lau, hut bui tham, lau san.

Kiém tra d6 minibar

E. Setup phong

Setup do amenities ddy du (nudc subi, tra, cafe...).
Kiém tra diéu hoa, Tivi, Diéu khién, dién thoai: Pam bao tat ca thiét bi
hoat dong.

F. Hoan tit kiém tra

e Xit thom nhe theo mui dac trung cua khach san.
Rut thé phong.
e Doéng cira — kiém tra tay nim.

Trang: 1/1




' HaAMNCH
LA BIL
HOL T
et |

QUY TRINH DON PHONG KHACH

e Cap nhat, bao céo tinh trang phong trén nhém Zalo va phiéu 1am phong
G. Thi gian tiéu ° Ph(?ng Llfu: 20~25 phu‘E
chuin e Phong trong: 15 ~ 20 phut
e Phong Out: 20 ~ 35 phut
1.4. Quy trinh don
phong Luu
Z 1. e Léy chia khoa, Bio cdo phong, xe 1am phong.
1. Chuan bi e Kiém tra dﬁy du: khin, amenities, hoa chat, dung cu.

2. Tiép can phong

e (0 ctra 3 lan, moi lan cach nhau 5 gidy: “Housekeeping!”

Néu khach tra 15, xin phép vao don.
Néu khong c6 phan hdi — mé ctra nhe — thong béo lai.

3. Lam phong

M@ rém — bat dén — kiém tra hu hong.
Thu gom rac, vat dung dung mot lan.
Sép xép lai d6 khach néu 16n xon (khong duoc xAm pham do c4 nhan).
Thay khin theo chinh sach khach san (chi thay khan ban).
Lam giuvong theo quy chuan: Cing ga — xép chan — dat géi — can
chinh.
Vé sinh phong tam:
- Rtra lavabo — voi nudce
- Lam sach bon cau
- Lau vach tam, tiy cin canxi
- Thay amenities (xa phong, dau goi, ban chai...)
Lau, hut bui toan bo phong.
Lau san bang dung dich trung tinh.

4. Két thic

Kiém tra toan phong lan cudi theo checklist.
Dit phong vé ché do tiéu chuan

DPoéng ctra — kiém tra tay nam.

Ghi, bao cdo trang thai phong 1én nhom

1.5. Quy trinh don
phong OUT

1. Chuin bi

Kiém tra hé théng: phong di check-out chua
Mang day du ga goi, amenities mdi, xe day sach.

2. Kiém tra ban dau

Bat dén, Mo rem.

Mo cira dé thong gio.

Kiém tra do that lac.

Béo ky thuat néu phat hién hu hong.

3. Quy trinh lam sach
siu

Bwée 1: Thu gom

Lay toan b rac.
Thu hét khan, ga, vé goi ban.
Néu can, mang chan/ném di xtr 1y (lau, huat bui).

Buéc 2: Thay dd méi

Thay ga — gbi — khian méi theo diing sb lwong tiéu chuan.

Budc 3: V€ sinh khu vue ngu

Lau bui toan bd bé mat (ti, ban, dau giuong, tivi...).
Lau kinh, guong.
Lau, hut bui tham, san.

Trang: 2/ 1




’ HaAMNCH
LA BIL
HOL T
et

QUY TRINH DON PHONG KHACH

Buéc 4: Vé sinh phong tim

Tay can da voi trén voi, sen, bon tam.
Lam sach bdn cau (khtr khuén).

Lau kinh phong tim chéng bam nudc.
Thay day du amenities set.

4. Thiét lap tiéu
chuan

e Sctup minibar
e Kiém tra hoat dong: tivi, di¢n, nudc nong.
e Setup welcome book / bt / gidy note.

5. Hoan tit

Kiém tra toan phong lan cudi theo checklist.

Dit phong vé ché do tiéu chuan
Dong ctra — kiém tra tay nam.
Ghi, bao cdo trang thai phong 1én nhom
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