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Hotel General Manager Daily Walkthrough

Daily Operations

DATE

EXTERIOR & ENTRANCE

GM / DUTY MANAGER

TIME

Car park tidy, no litter
Entrance clean and welcoming

Signage illuminated and correct

[[] ok [[] 1ssue

Flags or banners presentable

LOBBY & RECEPTION

OK ISSUE

o O
o O
o O

[] N

Landscaping maintained

Door handles and glass clean

OK

OO

ISSUE

Lobby floor clean and polished
Furniture clean and well arranged
Fresh flowers or displays presentable

Reception desk tidy and staffed

PUBLIC AREAS

OK ISSUE
O Music and scent appropriate

Temperature comfortable

O00O0

O
O Guest information current
O

All lighting working

OK

O0O0O0

ISSUE

O0O0O0

Lift interiors clean and functional
Corridors vacuumed, walls unmarked

Public toilets clean and stocked

Meeting rooms tidy

Gym and pool area clean

|:| OK |:| Issue

No maintenance issues visible

SAMPLE ROOM SPOT-CHECK

OK

OO

OK

ONON®)

ISSUE

OO

O0: 000

Room cleanliness to standard
Bed made correctly

Bathroom spotless and stocked

[] nAa

Minibar stocked [ ] OK [] Issue

TV, wifi, and phone working

No maintenance defects

Go digital with Miratag

ONONOIE

OK

OO
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ISSUE

00O

ISSUE
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F&B & BACK OF HOUSE

Breakfast setup complete and ontime  [_| OK [_] Issue [ | N/A

OK ISSUE OK ISSUE

O Kitchen clean and organised O O
O Back of house tidy and orderly O O
O

Restaurant and bar clean

Staff in correct uniform with badges

ONONO,

Staff greeting guests appropriately

ACTIONS FOR MORNING BRIEFING

Issues found today

Departments to action

GM / Duty Manager signature

Notes
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