SET UP RECEPTION FOR SUCCESS

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


--- SPACE & APPEARANCE ---
[ ] Reception Desk Height (inches)
[ ] Waiting Area Seating Capacity
[ ] Flooring Type (Carpet, Tile, Wood, Other)
[ ] Description of Décor Style
[ ] Upload Reception Area Floor Plan
[ ] Lighting Style (Warm, Cool, Neutral)
[ ] Notes on visual merchandising / display of promotional material

--- STAFFING & TRAINING ---
[ ] Number of Reception Staff on Duty (Peak Hours)
[ ] Receptionist Role Specialization (e.g., Phone, Guest Services, Security) (Phone Management, Guest Services, Security Monitoring, Mail & Package Handling, General Reception Duties)
[ ] Summary of Standard Greeting Script
[ ] Topics Covered in Receptionist Training (Check all that apply) (Conflict Resolution, Emergency Procedures, Property Information, Brand Standards, Software/System Training, Data Privacy & Security)
[ ] Last Refresher Training Date
[ ] Method of Training Delivery (In-Person, Online Modules, Shadowing, Combination)
[ ] Notes on Handling Difficult Guests

--- TECHNOLOGY & EQUIPMENT ---
[ ] Number of Reception Desks
[ ] Phone System Type (VoIP, Traditional Landline, Cloud-Based, Mobile Phones Only)
[ ] Computer Operating System (Windows, macOS, Linux)
[ ] Reception Software License Documents
[ ] Number of Guest Wi-Fi Access Points
[ ] Software Configuration Notes
[ ] Date of Last System Backup

--- INFORMATION & RESOURCES ---
[ ] Welcome Message/Script
[ ] Frequently Asked Questions (FAQs) Topics (Directions & Parking, Local Attractions, Amenities, Check-in/Check-out Procedures, Wi-Fi Access)
[ ] Local Area Map (PDF)
[ ] Language Options Available (Printed Materials) (English, Spanish, French, German, Other (Specify in LONG_TEXT))
[ ] Emergency Contact Information (printed)
[ ] Number of Printed Maps Available
[ ] Availability of Digital Brochure (QR Code/Tablet) (Yes, No)

--- SECURITY & SAFETY ---
[ ] Fire Extinguisher Inspection Date
[ ] Emergency Evacuation Drill Date
[ ] Security Personnel Presence (Days/Times) (Always, Weekdays, Evenings, Weekends, Specific Hours (Long Text))
[ ] Emergency Contact List & Procedures (Location & Details)
[ ] First Aid Kit Availability & Inspection (Present & Regularly Inspected, Present, Inspection Needed, Not Present)
[ ] Describe Guest Identification Protocol (e.g., ID checks)
[ ] Visible Security Cameras? (Yes, No)
[ ] Describe procedures for handling suspicious persons or activity.

--- BRANDING & AMBIANCE ---
[ ] Background Music Volume (dB)
[ ] Scent Profile (Fresh & Clean, Warm & Inviting, Subtle & Neutral, Seasonal (e.g., Cinnamon for Fall))
[ ] Reception Area Photography (for branding consistency)
[ ] Welcome Statement/Quote (displayed prominently)
[ ] Color Scheme Alignment (Fully Aligned with Brand Guidelines, Minor Variations Allowed, Requires Review by Marketing)
[ ] Describe Brand Personality & How it's reflected in Reception

--- END OF TEMPLATE ---
Transform this text into a digital, automated, and trackable mobile app!
Visit: https://checklistguro.com/templates/hospitality/set-up-reception-for-success
(Click "Install Template" to launch your digital inspection tool immediately)
