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Your Hotel – Manager on Duty Report

Manager on Duty

Date
Shift

Weather
Shifts run from 6 pm the day previous to the shift to 6 pm day of shift

	Front Office
	Yes
	No
	Comments...

	Beepers
	
	
	

	Change
	
	
	

	Rooms For Sale                             4:00 p.m.
	
	
	

	                                                    11:00 p.m.
	
	
	

	Front Desk, Lobby
	
	
	

	Check in/out is efficient
	
	
	

	Front Desk is organized and neat
	
	
	

	Aware of any groups checking in/out
	
	
	

	Is the lobby clean/neat
	
	
	

	Back office clean/neat
	
	
	

	Guest Rooms
	
	
	

	Any dirty rooms to be left by housekeeping
	
	
	

	Clean and properly stocked
	
	
	

	Plumbing operating
	
	
	

	Stairwells/Corridors
	
	
	

	Clean of refuse, room service trays
	
	
	

	Ice & vending areas clear & Operation
	
	
	

	Emergency exits clear and well lighted 
	
	
	

	Fire fighting equipment in place
	
	
	

	Storage doors locked
	
	
	

	Pool clean, enough towels
	
	
	

	Security Check
	
	
	

	Any occurrence reports after 10 p.m.
	
	
	

	Any lights blown or not operating
	
	
	

	All key cards in place except those in use
	
	
	


1.
Primary responsibility is seeing to the well being of the Hotel and its Guests.

2.
Responsible for assisting (if necessary) in handling all guest complaints.

3.
Responsible for assisting (if necessary) in handling all guest and hotel emergencies.

4.
Responsible for ensuring that all hotel functions and function rooms are OK.

5.
Responsible for walking the property once every two hours.
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