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Hotel Guest Check-In Procedure Checklist

Daily Operations | US

GUEST NAME CONFIRMATION # DATE

RESERVATION VERIFICATION

FRONT DESK AGENT

Reservation located in PMS
Dates, room type, and rate confirmed
Number of guests confirmed

Special requests noted (ADA room, high floor, rollaway)

00000

Package inclusions explained (breakfast, valet)

IDENTITY & PAYMENT

D Government-issued photo ID checked
D Credit card presented for incidentals

D Pre-authorization processed

D Registration card signed

D Corporate billing / voucher attached (if direct bill)

ROOM ASSIGNMENT & KEYS

D Room assigned (clean, inspected, ready)

D Room number shown, not announced

D Key cards programmed and tested

D Key jacket prepared (WiFi, breakfast info)

GUEST ORIENTATION

D Breakfast location and hours
D WiFi network and password
D Restaurant and bar hours

D Fitness center / pool access

FINAL STEPS

D Elevator and floor directions
D Checkout time mentioned
D Emergency exit location indicated

D Front desk phone number

D Bell staff / luggage assistance offered
D "Is there anything else | can help with?"
D Guest escorted or directed to room

Notes (upgrades, loyalty tier, complaints)
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