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. (Mask)
. / (Gloves/Disposable Gloves)
. / (Uniform/Apron)
. / (Medical grade googles)
. (Slush boot)



(Mask)

/ (Gloves/Disposable Gloves)
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PPE ,

, One time use Disposable



/ (Medical grade googles)

(Slush boot)

/ (Uniform/Apron)
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OSH

/ OSH

(Occupational Safety and Health Administration)

PPE use & OSH practice-

OSHA
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(Mop/Wringer)
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(Dry Mop)
(Wet/Damp mop)

wet mop
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Metal handle

Titanium alioy shell—

Indicator panel
Shoe brush-

Shoe polish bottle.
electric motor.
Automatic nozzle.
Automatic sensor-

Dustproof carpet
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All-Purpose Cleaners AP((')
A multi-purpose agent designed for

several different cleaning tasks
depending upon the dilution ratio

applied.
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Air Freshener / Deodorizer

* Used to remove foul odor in
guestrooms, comfort rooms or any
area with foul odor.
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= Lobby

= Water Closet (WC)
= Function room

= Storage area

= Balconies

= Restaurant

= Swimming pool

= Health club

= Parking area

= Garden
= Single

= Double
= Twin

= Triple

= Quad

= Deluxe
= Suite
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Standard Operating Procedures

SOP

SOP

SOP-

©3

SOP

SOP



R

: SOP-

, SOP-

VIP ,

VIP

Lobby: ,
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Water Closet (WC):

SOP-

Function room: /

/
Function room/ Seminar room/Ballroom/ Banquet hall
Function room-
function -

function

Storage Area: Storage Area

Storage area ,

Balconies:

08

Function list



Restaurant: Restaurant

- Restaurant -
Swimming pool: / Swimming
pool | :
( ! ) 1 ’
Health Club: / /
helth club
Parking Area: parking area
Garden: / Garden Garden
' garden
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SOP - - ,
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Single room, Double room, Twin room, Triple room, Quad room,

room,

Deluxe room, Suite

Single Room: Single room

Double Room: Double Room

Twin Room: Twin Room

, Twin room

Triple Room: Triple

Quad Room: Quad

Deluxe Room: Deluxe room,

Suite Room: Suite room
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/ , * Do not disturb’ sign
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, ‘Clean my room’ sign ,
Door bell /

, ‘Housekeeping cleaning the room’ sign
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» Lobby
Swimming pool are
Parking Area

= Restaurant
. SOP ?
. SOP full form Standard Operating Procedures
SOP SOP
SOP ,
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, Do not disturb’ sign
. , ‘Clean my room’ sign ,
Door bell / ,
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, ‘Housekeeping cleaning the room’ sign

?

Enter room

Guest belonging
Maintainance check
Air out the room
Bed Making

Room Cleaning
Bathroom Cleaning
Final Check

Room Status update

?

= Lilen checklist

= Room cleaning checklist

= Toilet cleaning checklist

= Lobby cleaning checklist

= Swimming pool cleaning checklist
= Maintainance chesklist

» Inventory checklist,
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HOTEL NAME AND LOGO

www setupmyhotelcom
Housekeeping Attendant Worksheet
o, D ST Task for the Day House Keeping SUPervisor..................—.
Floor_ . . Rep—

Mouse keeping Attendant Sgnatume House leeping SUPEVEOr SIENATUM i
and Found if Any
ICODES
\VC- Vaccent Clean OC- Occupied Clean DND- Do Not Dstrub ~ S/O - SkepOut N/L- No Luggage
VD vaccam Dirty OD- Occupied Dirty DL- Double Lock SR-Service Refused VIP- Very important Person

, VIP
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SOP-

, ‘Do not disturb’, ‘Clean my room’,

Memo Book
Work Date | Description Location | Reported | Job
Order of /room no | by completed
No maintenance on
work

Sign of
supervisor

(@]
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| “Store indent book’/ ‘Store Indent Sheet
Store Indent Book
Hotel XYZ Date:
Store Requisition Form T Ll
DS osvsevsens ore Indent Sheef
Item required as.................... Items Indented on:............... SNO Indented Items Quantity indented annn‘ty Issued
S.No. Name of | Stock in | Quantity Quantity Remark with Remarks
Item Hand Intended Issued
Madeby:.........ccoovnne
Approved By:................... Storekeeper:..........ocoooiiiis

Signature of housekeeper

Sig. of Storekeeper

, (.Noa

ey

SOP-

‘Yes’ ‘No’




I Hotel Name & Logo (www . setupmyhote

ROOM INSPECTION CHECKLIST

M‘I’E:
1

Exterior door/Frame

Peep - Hole

Lock Operation VES NO OND- Card (1 Nos.) YES NO
Room # Polished VES NO Make My Room - Card ( & Nos) VES NO
[’cnxrvl.r.hr switch YES NO Laundry - Card { 1 Nos.) YES NO
[Closet door mirrors VES NO Closet Light VES NO
Entey ight ¥ NO Wardrobe Door v NO
[Cloth Hangers (8 Nos) ¥ NO Extra Blanket { 1 Nos.) ¥ NO
Luggoge Rack ¥ NO Extra Pillows (2 Nos) ¥ NO
Electronic Sate ¥ NO {Shoe Shine { 1 Nos.) ¥ NO
Safe Instruction Card ¥ NO |Laundry Bags { 1 Nos.) ¥ NO
Closet Door Tracks YES NO [Sights Switches YES NO
Emergency Exit Plan VES A/C Operation VES

Desk Lamp YES

[Chair YE NO li\mlnn!v Folder {1 Nos) YES NO
Trash Can YE NO Room Service Menu YES NO
Hotel Rules Hotel Directory YES NO
Breakfast Knob Card Writing Material VES NO
Sewing Kit_( 1 Nos_) All Pourpose Kit { 1 Nos.) YES NO
Bible { I Nos) Gita {1 Nos.) YES NO
Mirrors Hea YES NO
Sheer Curtain clean G YES NO
|Orapes open properly Wicture & fFrame lights Dusted YES NO
[Window Clcaning Night Stand Surface clcan YES NO
Sofa cleaned Table Cleaned YES NO
Bcds Propery Made Trash behind furmiture YES NO
[Snder tabie ciean Under bed clean YES NO
Floor Lamp dusted Picture & Frame Dusted YES NO
Bed Side table Clean Scd Side lamp ¥ NO
Lamp shade Telephone Disinfected & Working ¥ NO
Message pad [ 1 Nos.) ¥ NO [Scrvice directory v NO
Pen ( 1 Nos.) ¥ NO TV Remote - Working ¥ NO
TV - Channel set correctly VES NO Bed Side Radio set at proper time YES NO
[Carpets Vaccummed YES NO I74ini Bar - All aminities placed YES NO
Thermos fiask (1 Nos.) VES NO |High Ball glasses ( 2 Nos.) VES NO

Bottie Opencr

Toilet Door Cleaned

Tissue Box
GUEST BATHROOM

Bolt YES NO Robe Hook YES NO
[Washbasin and counter YES NO Mircor YES NO
Micror Screw cops YES NO Tissuc Box YES NO
[Soap & Soap dish YES NO Lights Switches YES NO
Hair Dryer VES NO Sink Stopper Clean YES NO
[Vanity Ledges Clean VES NO Aminity Placement YES NO
[Gargle Glasses YES NO Ashtray YES NO
Toilet Tumblers VES NO Shower cap YES NO
Pipes under sink YES NO Waste basket clean YES NO
[5anitary disposal Bag VES NO Toilet Porceiain YES NO
e YES NO WC Band YES NO
Flush YES NO Toilet Roll - With Extra roll YES NO
Bath tub / Bath tub Stopper VES NO BathTub Fitting [ Nuts, Boits etc.) VES NO
Bath Tub - No Hair ¥ NO Bath Tub Drain YES NO
Shower Head ¥ NO Soap Dish YES NO
Tap & Shower Operation ¥ NO Shower Curtain YES NO
Bath Bucket ¥ NO Bath Cup YES NO
Bathroom Floor YES NO Bathroom Wall tiles VES NO
[Tetephone working & Clean YES NO [Vanity Area lights YES NO
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Laundry Collection
Marking and Sorting
Washing or dry cleaning
Drying

Ironing

Packaging

Delivery to the guest
Billing

v
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(Discussion)
(Presentation)
(Demonstration)

(Guided Practice)
(Individual Practice)

(Project Work)
(Problem Solving)
(Brainstorming)
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(Written Test)
(Demonstration)
(Oral Questioning)
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(Learning Objective):

Laundry Collection /
Marking and Sorting/
Washing or Dry cleaning/
Drying /

Ironing/

Packaging/

Delivery to the guest/
Billing/

)

Packaging




(Laundry Collection):

(Marking & Sorting):

(Washing / Dry cleanning):

(Flaush):
/
/ (Break):
/ (Suds): ,
/

qo



/ (Intermediate Rinse/Carryover Suds):

/ ,
(Bleach): / ,
/ ) H
(Rinse): ,
/ (Intermediate extract): -
/ : , ,
(Conditioning): /
- (
);
/ (Extract): - /

Dry cleaning/

Drying/

Ironing/
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(Packaging):

(Delivery to the guest):

(Billing):
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Laundry Collection /
Marking and Sorting/
Washing or Dry cleaning/
Drying /

Ironing/

Packaging/

Delivery to the guest/
Billing/
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Sorting duration of lost & found item
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Lost & found item disposal method

(Vg

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)
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(Written Test)
(Demonstration)
(Oral Questioning)
(Portfolio)

© 6 p v

bo




(Learning Activities)

/
(Learning Activities) (Resources / Special instructions)
5. [
2.
9, - -
/
8 / /

bd




€.
€.R
€.
¢.8 SOP
¢.¢ SOP

€.

(Information Sheet)
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Rolex, Casio, Fastrack, etc.

Zara/Nike/Gucci/etc

bO



u -
Sid's Beach Resort, Port Blair
Lost and Found Report
Date: 20/11/2021 I ENK: Clint
Guest details (if available)
$tho. temfound | Category | Descriptionoftheitem | Foundon | Locationwherefound | Foundby | Received By Guest remarks | Disposed On | Disposed By | Disposing remarks
Name ContactNo | Email address

As ashed by the guest
o [ o

1 Credit Card Valuable Amex Credit Card 28/11/2021 | Restaurant (Table no 21) Steve Clint Siddharth§ | 9522135210 “w‘osm'd 29/112021 Clint in the shreding
it mm:mea

b8
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, ‘Theft on property’- claim
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, ‘Theft on property’- complain
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

© 6 p v

(Written Test)
(Demonstration)
(Oral Questioning)
(Portfolio)
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EXAMPLE DAILY MAINTENANCE CHECKLIST

For more info visit: www.publiciability.net.ay

Action | Initial

MONDAY Al ional

i

Vacant Trestle Tables and displ

Centre L
Enty Mats
s etc
Toilet - defects etc.
Graf - Paint (external, nternal)
e
Waterleaks (root - drains ofc)
Trolley bays
Corparks sal
TUESDAY All and exit doors. tional
P
"
Casuall B
Vacant Trestie
Centr Lighting (malciparks-signage)
Entry Mats
los etc
Todet - defects otc
Grafitti - Paint (external. internal)
F - fire pump - etc)

Water leaks (100! - drains etc)

Trolley bays

Carparks sal

3 romaton an, Wi t depts enson o and commeres upon poseralos convo fsues 2 ot fended

Bpimrms s gy o7 Ee
b e P
L o e S e

Sasticas dast 4320 808t colce3asoe? doc Pagetots

shal ho be fable 0 you o any Oiher
o spechiay dacam y warant o Tipresenaion (ot Coriiance Wb & Ace

Avgust 10

Maintenance for Emergency Power System

Component | Daily | Weekly weBei;Iy Monthly | Quarterly f:::‘:;"y Annually

Service |

Space

Exterior c

Louver

Intake c

Plenum

Damper B

Actuator B

Drive Belt B

Shaft B

Bearings

Hoses A

Full Load D

Test

Supplier E

verification

Task Description

A Visually inspect for leaks and wear

B Visually inspect for abnormal conditions.
Ensure operability and lubricate as required.

c Visually Inspect for cleanliness, microbial growth, build-up or leaks.
Clean or repair as necessary.

D Observe for proper operation.

E Engage supplier to verify full operation and issue report.

F Visit space.

Look and listen for abnormal situations such as noises, leaks or odours.
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(Review of Competency)
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https://www.tutorialspoint.com/hotel _housekeeping/hotel _housekeeping_cleaning_equipment
.htm

https://poloandtweed.com/blog/types-cleaning-agents-used-housekeeping
https://aiello.ai/blog-en/tips-tricks-better-housekeeping-operations/
https://uou.ac.in/sites/default/files/sim/HM-103.pdf
https://setupmyhotel.com/hotel-staff-training/housekeeping-training/housekeeping-
introduction-definition-role-responsibilities-and-layout/
https://setupmyhotel.com/hotel-staff-training/housekeeping-training/hotel-laundry-operation-
flow-chart/
https://setupmyhotel.com/hotel-sop-standard-operating-procedures/house-keeping-sop/sop-
housekeeping-lost-and-found-
procedures/#:.~:text=Employees%20are%20instructed%20to%20bring,the%20L 0st%20and%

20Found%20reqgister.

https://upkeep.com/learning/hotel-maintenance/
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https://www.tutorialspoint.com/hotel_housekeeping/hotel_housekeeping_cleaning_equipment.htm
https://www.tutorialspoint.com/hotel_housekeeping/hotel_housekeeping_cleaning_equipment.htm
https://poloandtweed.com/blog/types-cleaning-agents-used-housekeeping
https://aiello.ai/blog-en/tips-tricks-better-housekeeping-operations/
https://uou.ac.in/sites/default/files/slm/HM-103.pdf
https://setupmyhotel.com/hotel-staff-training/housekeeping-training/housekeeping-introduction-definition-role-responsibilities-and-layout/
https://setupmyhotel.com/hotel-staff-training/housekeeping-training/housekeeping-introduction-definition-role-responsibilities-and-layout/
https://setupmyhotel.com/hotel-staff-training/housekeeping-training/hotel-laundry-operation-flow-chart/
https://setupmyhotel.com/hotel-staff-training/housekeeping-training/hotel-laundry-operation-flow-chart/
https://setupmyhotel.com/hotel-sop-standard-operating-procedures/house-keeping-sop/sop-housekeeping-lost-and-found-procedures/#:~:text=Employees%20are%20instructed%20to%20bring,the%20Lost%20and%20Found%20register
https://setupmyhotel.com/hotel-sop-standard-operating-procedures/house-keeping-sop/sop-housekeeping-lost-and-found-procedures/#:~:text=Employees%20are%20instructed%20to%20bring,the%20Lost%20and%20Found%20register
https://setupmyhotel.com/hotel-sop-standard-operating-procedures/house-keeping-sop/sop-housekeeping-lost-and-found-procedures/#:~:text=Employees%20are%20instructed%20to%20bring,the%20Lost%20and%20Found%20register
https://setupmyhotel.com/hotel-sop-standard-operating-procedures/house-keeping-sop/sop-housekeeping-lost-and-found-procedures/#:~:text=Employees%20are%20instructed%20to%20bring,the%20Lost%20and%20Found%20register
https://upkeep.com/learning/hotel-maintenance/

