HOTEL CONCIERGE SERVICE STANDARDS & GUEST REQUESTS LOG 2026

Created by ChecklistGuro (https://checklistguro.com)


--- PRE-SHIFT PREPARATION & GROOMING STANDARDS ---
[ ] Inspection Date
[ ] Shift Start Time
[ ] Grooming & Uniform Checklist (Uniform is clean and pressed, Name tag is visible and straight, Professional grooming standards met, Personal hygiene and scent neutrality)
[ ] Workstation Readiness Status (Fully Prepared, Needs Attention, Requires Cleaning)
[ ] Daily VIP Arrival Notes
[ ] Supervisor Verification

--- GUEST ARRIVAL & FIRST IMPRESSION PROTOCOL ---
[ ] Arrival Date
[ ] Estimated Time of Arrival
[ ] Guest Name
[ ] Guest Type (VIP, Loyalty Member, Standard Guest, Group/Event Guest)
[ ] Initial Greeting Services Provided (Luggage Assistance, Welcome Drink/Towel Offered, Directions Provided, Vehicle/Valet Coordination)
[ ] Special Arrival Observations
[ ] Concierge Signature

--- GUEST REQUEST LOGGING & TRACKING ---
[ ] Request Date
[ ] Request Time
[ ] Guest Name & Room Number
[ ] Request Category (Transportation, Dining Reservation, Luggage/Bell Service, Tours & Activities, Room Amenities, Other)
[ ] Detailed Description of Request
[ ] Urgency Level (Low, Medium, High, Immediate/Urgent)
[ ] Assigned Staff Member
[ ] Staff Verification

--- LOCAL INFORMATION & RECOMMENDATION ACCURACY ---
[ ] Information Categories Verified (Restaurant Availability & Reservations, Local Tourist Attractions & Museums, Public Transport & Shuttle Schedules, Weather Forecast & Dress Code Advisories, Local Event & Entertainment Calendar)
[ ] Restaurant/Attraction Name
[ ] Verification Notes & Updated Details
[ ] Last Information Verification Date
[ ] Concierge Auditor Signature

--- VIP & LOYALTY MEMBER SPECIAL HANDLING ---
[ ] VIP Arrival Date
[ ] VIP Guest Name & Room Number
[ ] Pre-Arrival Amenities Required (Fruit Basket, Champagne/Wine, Personalized Note, Floral Arrangement, Extra Pillows/Linens)
[ ] Special Preferences or Dietary Restrictions
[ ] Loyalty Tier Level (Platinum, Gold, Silver, General Guest)
[ ] Concierge Supervisor Verification

--- TRANSPORTATION & TOUR COORDINATION ---
[ ] Booking Date
[ ] Scheduled Pickup Time
[ ] Passenger Name & Room Number
[ ] Transport Type (Taxi, Private Limousine, Shuttle Bus, Car Rental)
[ ] Tour Services Required (City Walking Tour, Museum Tickets, Airport Transfer, Restaurant Reservation)
[ ] Special Instructions or Itinerary Details
[ ] Concierge Verification

--- INTER-DEPARTMENTAL COMMUNICATION LOG ---
[ ] Communication Date
[ ] Target Department (Housekeeping, Front Office, Food & Beverage, Maintenance, Security)
[ ] Request Reference Number
[ ] Instruction Details
[ ] Urgency Level (Low, Medium, High, Critical/Immediate)
[ ] Concierge Confirmation

--- COMPLAINT RESOLUTION & SERVICE RECOVERY ---
[ ] Incident Date
[ ] Time of Complaint
[ ] Complaint Category (Room Condition, Service Delay, Staff Behavior, Billing/Invoice Error, Facility/Amenity Issue, Other)
[ ] Description of Complaint
[ ] Immediate Action Taken
[ ] Resolution Status (Resolved On-site, Escalated to Manager, Pending Follow-up, Compensation Issued)
[ ] Concierge Signature

--- LOST & FOUND CONCIERGE COORDINATION ---
[ ] Item Description
[ ] Location Found
[ ] Date Found
[ ] Item Category
[ ] Immediate Actions Taken (Logged in Digital System, Placed in Secured Vault, Notified Housekeeping, Labeled with Tag Number)
[ ] Staff Member Signature

--- END-OF-SHIFT HANDOVER & SUMMARY ---
[ ] Handover Date
[ ] Shift End Time
[ ] Pending Tasks for Next Shift (Unresolved Guest Requests, Outstanding Transportation Bookings, Pending VIP Amenity Deliveries, Follow-up Required for Complaints)
[ ] Detailed Handover Notes
[ ] Outgoing Concierge Signature
[ ] Incoming Supervisor Acknowledgment

--- END OF TEMPLATE ---
Transform this text into a digital, automated, and trackable mobile app!
Visit: https://checklistguro.com/templates/hospitality/hotel-concierge-service-standards-guest-requests-log-2026
(Click "Install Template" to launch your digital inspection tool immediately)
