


1.1. ORGANISATION OF ROOM
SERVICE

ction is providing services in the
the necessary hygienic
litior omfort in rooms and common

(lobby, lounge, hallway, staircase, elevator
other areas.), monitoring the room
ent, linens, staff uniform.

1S service is the largest - covering 50% of the
staff. Specific requirements for personal qualities,
~service culture and integrity.



r of hotel on service. Duty on the floor,

aid, linen department head, maids,
' r, steward, seamstress, cleaners are
subjects to service manager.






AL RESPONSIBILITIES OF KEY
- STAFF(on your own):

service manager.

aner. |
n department head.
1 warehouse personnel.

9. Steward.
10. Laundry staff



.-

service should have a room for
DN purposes:

ice space (for the organization and
lin of the staff, training, corporate

events, storage and control of service use

2 ] S (]

hnological facilities for staff (for storing
quipment, care facilities, dressing and
sonal storage space, rest).




_ for the equipment each room has a
description in a separate cards with
on the room(equipment structure,

sonnel of the laundry;
nting ware, interior, etc.

irpose of the inventory is finding availability of
- service equipment, the need of change and cost of its
replacement.



_

TYPES OF SERVICES ON FLOORS AND
ECHNOLOGY OF GRANTING

floor service is housekeeping.

organization of the maids can be

h individua d team.

ividual provides a full cycle, perform all
tions in room by one maid.

Team work organization provides
circuited work cycle, i.e. the distribution of
manufacturing operations at their uniformity
(making only one operation).




main types of cleaning :
urrent and intermediate);
leparture of guests;

o IS carrie out in strict accordance with
nstructions of technology in compliance
e established order of linen replacement.

sequence of cleaning :

‘daily room cleaning;
m cleaning just released rooms;
m occupied room cleaning.



e
DAILY CURRENT CLEANING:
tion,

nd washing dishes
tables, nightstands,

aning of sanltary facilities.
1e respon51b111t1es of maid also include

oom, cleaning always starts in the
bedroom, living room and continues in other
areas. Cleaning is finalized by cleaning
bathrooms.



.-

Y INTERMEDIATE CLEANING
cted if necessary and if there are

al functions of maid:

ception room,

nge of linen and towels,

lacement of advertising information in the

GENERAL CLEANING of accommodation
facilities and all of the residential property is
held at least once every 10 days.



S,

average rate of cleaning by maid is 17

(rooms such as "luxury"
lated using two rooms).

the standards of the Swiss Association of
lers, the room, which 1s home to the visitor,
en 20 minutes to clean a room, vacant - 30



.-

ORGANIZATION AND PREPARATION
OM FOR ACCOMMODATION

m 8 am floor service informs
e status of the number of rooms.
nt mformatlon link between

ation is provided :
bout occupied rooms;
about free rooms;

about rooms on cleaning;
non-accommodation rooms;

[=]
(=]
[=]
[=]
[=]

about booked rooms



aration of room stock to accommodation of
guests (technology):

ion and correction of information on
preparedness to accommodation
(the presence of data about the room stock,
invoices and payment, additional services,
formation on living);

anning repairs in the rooms and application
the liquidation of failures in engineering
and technical service;

= works of cleaning of room stock in a defined
sequence;

m transmission of information about
preparedness of room stock at the reception.



eparation for the accommodation should be
taken into account:

iple of compact settlement;

est requests;

Group arrival of tourists;

dentity of rooms

Prediction formula of room stock state :

I number of rooms (-) number of rooms on
repair (-) number of rooms occupied ahead of
schedule (-) number of booked rooms (+)
number of booked rooms (X) % not arrived (+)
number of rooms released ahead of schedule (-)
number of rooms where have continued

accommodation(=) FREE ROOMS



.-

EANING BOOKED ROOMS

of the work of cleaning is providing
2ss for the arrival of the guest in room

aning is carried out on the eve of his arrival
e evening or at night, in day of arrival early
e morning, every day 1 time per day, for a
ain number of days before arrival.

e scope of cleaning work booked rooms

m dry wiping;
= wet wiping;
m wet cleaning of the floor.



RGANIZATION OF DEPARTURE FROM
“ A ROOM

in stages of departure of guests:
m from the guest (maid, duty on

yment for accommodation and additional
es (reception and accommodation
istrator).

companying guest (representative of the
he doorman, luggage carrier).



The main technological operations:
f documentation on departure guest
he numbers after departure.

ormation about telephone calls
ices not included in the bill.

ment for accommodation and additional

es.
‘ eiving the key from the guest.
6. inal payment
\-- 7. Moving luggage.

8. Transfer.



a compliance for
ctions and hotel staff:
hotels;

Is

A. Porter
arture of guest B. Cashier
information about additional services C. Receptionist
d in the bill D. Duty on the floor
th fter depart R
e room after departure =

tion of damaged or destroyed hotel

property
ransferring correspondence coming into the
otel to recipients

. Issuing room key
). Accompanying the guest to room
. Fulfillment of assignments of the guest






