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AM FRONT DESK STAFF MID FRONT DESK STAFF PM FRONT DESK STAFF

AM # CHECK-INS MID # CHECK-INS PM # CHECK-INS

AM # LATE CHECK-OUTS MID # LATE CHECK-OUTS TOTAL ROOMS

AM # DEPARTURES MID # DEPARTURES # NO SHOWS

AM # WALK-INS MID # WALK-INS # OUT OF ORDER
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GROUP NAME CHECK-IN TIME # OF ROOMS # OF NIGHTS MAIN CONTACT NAME SPECIAL INSTRUCTIONS
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TOMORROW'S SCHEDULE CHECKED FOR
CHANGES/OPPORTUNITIES

K GROUPS IN-HOUSE
Be prepared and organized for large group arrivals

 MEETING ROOMS
Be prepared and organized for meeting room reservations
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1995 Last "Far Side" by cartoonist Gary Larson (started 1980) Anger is seldom without an argument but seldom with a good one.    Lord Halifax

SHIFT AT A GLANCE
High Level Overview Of What Happened Today
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EVENT TIME LOCATION NOTES
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ITEM ASSIGNED TO COMPLETED

ITEM ASSIGNED TO COMPLETED
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COMPETITOR RATE NOTES

COMPETITOR RATE NOTES

COMPETITOR RATE NOTES

COMPETITOR RATE NOTES

COMPETITOR RATE NOTES

 TOP 5 COMPETITION
Local market rate comparison

 GUEST REQUESTS

 LOCAL EVENTS
Festivals, Sporting Events, Concerts, Conventions, Etc

 TO DO
Daily or Weekly Cleaning, Special Projects or Tasks, etc
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TIME ROOM # REQUEST DETAILS ASSIGNED TO COMPLETED
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TIME ROOM # REQUEST DETAILS ASSIGNED TO COMPLETED

 GUEST REQUESTS
Towels, Pillows, Toiletries, Laundry, etc.
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ROOM/LOCATION DESCRIPTION ASSIGNED TO COMPLETED

FOLLOW-UP / ADDITIONAL INFORMATION
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FOLLOW-UP / ADDITIONAL INFORMATION

ROOM/LOCATION DESCRIPTION ASSIGNED TO COMPLETED

FOOD & BEVERATE NOTES
Breakfast, Happy Hour, etc

REPAIR & MAINTENANCE
Repairs, Scheduled Maintenance, Parts Ordered, etc
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FOLLOW-UP / ADDITIONAL INFORMATION

ROOM/LOCATION DESCRIPTION ASSIGNED TO COMPLETED

FOLLOW-UP / ADDITIONAL INFORMATION

Initials Initials Initials Initials Initials SHIFT NOTES
Shift Highlights, Shift Overview, etc
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