51 @ePATIKN EVOTNTA
Front Desk



Mepiexopevo OeuaTikne EvoTnTac

v Appodlotnteg tou Front Desk.

v'Property Management System.

v EvEpyeleg TTpLY TNV aglén tou meAAtn Kail dtadlkaocia
check in.

v Aladlkacla avaxwpnong.

v Express c/in Kat express c/out.

v'Kataotaon (status) dwpatiwv

v Asopeuon dwpatiou (room allocation)

v'Alaxeiplon overbooking

v’ HAeKTpOVIKO cuotnua mpooBaong ota dwudtia

v ApHOOLOTNTEC TOU TAWPIA KAl VUXTEPIVOC EAEYXOC.



YnoevoTtnTa 1
AppodioTnTeC Tou Front Desk



AppodioTnTeC Tou Front Desk

> MwAnon dwpatiwy
> A@LEn TeEAaTwVY

> Alaxeiplon altnpatwy meEAATwWyY Katd tnv dlapovi
TOUG

> MAnpowopleg
> Alaxelplon tapeiou

> Avaxwpnon meAatwy



Front Desk
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Opyavoypappa Front Desk

Front Desk
Manager

Front Desk

Supervisor
| Shift Leader
Shift ’Lea’der Amoysupativi

Npwivi Bapdia Bapdia
Front Desk Night Front Desk

Clerk Receptionist Clerk




AppodioTnTec unaAAnAou Front Desk (unodoxnc)

> KaAwoopilel Toug MEAATEC PE XAPOYEAO KAl EUYEVELA
> ALlEKTTEPALWVEL TNV APLEN TWV TEAATWY

»>®povtidel va amokopidel Ta OTOXEIA TWV TTEAATWYV
(apBpo tautotntag, Oleubuvon KAT.)

»Evolkiadel dwpatia o€ mepaotikoug meAateg (walk in)

> ALEKTTEPALWVEL TNV AVAXWPENON TWV TEAATWY



AppodioTntec unalAniou Front Desk (unodoxnc)

> Tapelo.

> JuvaAAaypda.

> Kpatnoelc.

> TnAEPWVIKO KEVTPO.






AppodIoTnTEC unainiou Front Desk (unodoxne)

>  Mnvupara.
> T[EVIKEC TANPOYPOPIEC
>  AldWoPEC KPATNOELG

> Alaxeiplon mapamovwy Xelpidetat Kat EMAUEL TUXOV
mapamova meAATwy.



ApuodioTnTec unaiAniou Front Desk (unodoxnc)

> Elval eviuepog yia ti¢ eEKONAWOELC

> Evnpepwvel to log-book

> Tvwpllel OAEC TIC UTINPEGIEC

> 2upmAnpwvel tnv check list



ApuodioTnTec unaiAniou Front Desk (unodoxnc)

> AlopBwoelg Aoyaplacpwy

> Alatnpetl kabBaplotnta

> XPNOIUOTIOIEL TO OVOHd TWV TEAATWY

> Xelpiletat to P.M.S (Property Management System - PMS)



Property Management System - PMS

To PMS KaAUTITEL TIC AKOAOUBEC AslTOUPYIEC OGOV apopa Tov
TOHEA OWHATIWV:

> AlaXeiplon KpATNOEWV.

»>2Uvoeon pe booking engines.

>Npo@IA TEAATWY - ICTOPLKO - KATAYPAPN KIVACEWV TTEAATWY.
> Alaxeiplon Aoyaplacpwy TEAATWY.

>YmootnplEn oAwv twv Asttoupylwy tou Housekeeping.



Property Management System - PMS

> 2uvOeon pe cuotnpata POS (Point of Sales) yua
AQUTOHATN XPEWON TWV TEAATWV

> [apoxn oTATIOTIKWY avapopwy.
> Night auditing - autopato KAEIOIHO NUEPAC

> Auvatotnta ocuvOeong Ye AAAA cuoTnpata umootneLeng,
OTTWC TNAEPWVIKOU KEVTIPOU, Pay Tv,KA1dapIEC KATI.

> Auvartotnta yia Slaxeiplon - UTTooTNPLEN AEITOUPYLWV
moAAwvV Eevoooxelwy tautoxpova (Hotel Complex) pe
£VAV KOLVO Server.



YnosvoTnTa 2
Aladikaoia agiEnc-avaxwpnonc



Mpiv Tnv agi&én (Pre arrival
Me tov opo pre- arrival EvVOOUHE OAEG TIG KIVIOELG TTOU KAVOURE
TPV TNV A@l€n tou meAatn. Zuvnbwc eivatl ot €ENG :

> AmootoAn email emBeBaiwong tng Kpatnong.

> AEOPEUCN OUYKEKPIPEVOU OWHATIOU av auto Kpivetal
amapaitnto.

> TomoBetnon kamolou 6wpou KAAWCOPICHATOG 6TO OWHATIO av
auto Kpivetal amapaitnto.

» AmooToAn email otov meAATn PE TANPOPOPIEG YId TO
EEVOOOXELD KAl TNV YUPW TEPLOXN. AUTO ouvnBwg To {nNTouV ol
MEAATEC KAl EPEIC TOUC TTAPEXOUHE TIC TTANPOYPOPLEC.

> Metagopa (transfer) amo to Aiyavt/agpodpopto mpog 1o
Eevodoxelo.



Aladikaoia agiEnc neAatn (check in)

Ta Bnpata mou akoAouBel o uTTAAANAoC utodoxng Katd tnyv
dladikaoia tng agléng Tou meAatn €ivatl ta €ENC:

>  Xaipetilel kat KaAwoopilel Tov mEAATN.
> Avaldntd tnv KpAtnon oTto NAEKTPOVIKO cuotnua PMS.

> Aivel otov meAatn 1o OeAtio aiéng (registration card)
yld va TO CUPTTANPWOEL.

>  EA£yxel ta ta&ldwTiKa £yypaga tou meAAtn, (cuvndwg
dlaBatnplo n tautotnta). Meta tov EAcyxo Ta
ETMIOTPEWPEL OTOV TTEAATN. ATTayopeUETal va Kpatnoouy.



Check in




Aladikaoia dglgns ns)\c':ng gcheck in)

»Avalnta oto PMS dwpatio (eav Ogv sival ndn KAmolo
OECHUEUPEVO) TO OTTolo Ba TTPETTEL VA CUHPPWVEL JHE TA  OTOLXELd
TNC KPATNONG Kal TIG EMOUPIEC

»EmBeBalwvel Tnv TN Tou dwpatiou Kat tnv Oldpkela dlapovng
TOU TEAQTN.

»>Kavel otov mEAATN Pla ypnyopn EVNHEPWON YLd TIC TTAPOXEC TOU
Eevodoxeiou

>MNapadidel ta KAEIOLA Tou dwUATIOU OToV TTEATN
»>EVnNUEPWVEL TOV YKPOUU VA PETAWPEPEL TIC ATTOOKEUEC

> TnAepwVel peTa amo Aiyo oto OwHATIO Yid va emMBeBaAlwoel OTl
OAd €ival eviagel.



H unaAAnAoc xeipiletal To PMS




Registration card

Hotel Gl Hotel

NAME NATIGNALITY
ADDRESS

CITY ORE TN CAR REGESTH ATION NO.,

DATE OF ARRIVAL FATE OF DEPARTURE

METHOD OF PAYMENT [ € Card [] Cash ] Chegue

RO BEATE |:| EDINNER ., BED & BREEAKFAST |:| BED & BREAKTFAST
MEWSPAPER ORDERED CHECECHAFT TIME 1DaEm
SIGHNATUER O MV MO,

Meree:  Dhegees st B acoompasied by g currend BANK card,
Credit Cards suest e fperared ard signed, ansowar fo be verfted price e depuertane.
O crastomers ool sleer ro edrher pay i advesice, o ana dioy e diry Saads
(it T2 macn eact day for ove follonwidny doys smav].



Express check in

Mpokettal yia dwadikaoia ypnyopnc agpénc. MNa va
gpappootel n dladikaoia Tou express c/in xpelaletat:

> Na eival dlaBeoipa ta oToXela tou meAATn.

> To Eevodoxeio va yvwpilel OAa Ta oToIXEla TNG
Kpdtnonc.

> To Eevodoxeio va yvwpilel TIC oUVNOICHEVEC
eMOUPLEC TOU TTEAATN (av EXEl OLAPEIVEL KAl AAAEC

(POPEG).

> To express c/in BpiOKEL TTEPLOCOTEPO EPAPHOYI OF
emavaAapBavopevouc TeAATEC.



Express check in

Ta MAEOVEKTNPATA TOU express c/in givat :

> Taxutnta

> |kavomoinon amo tov meAAtn atcbavopsvog otL Tov
avayvwpilouv oto Eevodoxeio.

> KaAutepn kat 1o gupubpun Asttoupyia tng
UTTO00XNG, A@POU PELWVOVTAL Ol OUPEG KAl N
avapovn, KUplwg o€ wPeG AtXpung.

> KaAutepog TPOYPAppATIoPOG oTnV Oladson
dwHaATIwV.



To NPOPIA TOU NEAATN

To TPOWIA Tou TEAATN APOPA CTOIXEID XPNOIPA Yid TO
EEVOOOXEIO KAl KATAYpaPovTal NAEKTPOVIKA oTo PMS.
[eptAapBavet:

> 2Tolxeia dleubuvonc.

> TpOTOC EMKOLVWVIAG.
>EOvikotTnta.

»HAKla.

> molov Aoyo ouvnBwcg ta&ldevel

>10laitepeC MPOTIHNOELC.



Mpo@IA neAatn oto PMS

Fem MOTTI - Individual Profile |0 - 45002532

Individual ) || Search
iore Fie | State &lmu| Contacl | Profected Propery [MOTTI E3
“addrees Information ~Intemal Information
Last Name [Tadmor |81 i 1| saitation [ | Date ofBirth [0101/74 =
Firsti Middle [Hertzel | we[ e Passport | |
B e [P o P R e e
Address [MODRESS | | RerCu L 12 communications
Home [ADDRESS2 | Busgen [ || [EMaL | s[micke@micros.cd |
Cleansed ¥ . [ADDRESSE | watmeson [ | #| [BusinEss | sfz394300110 ||
City [Maples || Mailing List ¥ [EmaiL | & |mickayg@micrasc| |
Postal Gd i Ex (34120 | | wepwon | L actve ™ contact T Histone ¥ I
Countryf State |Li|5 | * lFL | !| UD;E:'"S ||..Iur1!|:-r I Business Tille | |
[ Ambutes T cigHistory  HistoryInformation | Do
Search Mame | | First | | Options
Mernber Lavel | LastRoem [ oF
[ aUketE] Member Siatus | Last Rate | Eoe
: Mamber Mo. [AA - 3452345345 Las:t'l.-"sdl— Nl
mwmm

Cremed By OXVE

On DSA2080956 AW py TOLTAR | jnoated By MTADMOR

On 1044080917 &M a1 MAPLES

Close




Aiadikaoia api&nc ykpour

2tnv Oladkaoia aplEng vog YKpouT tnpouvtdal Ta
MTAPAKATW:

»>To Eevodoxeio £xel AaBel tnv rooming list

>'Exouv Non OECPEUTEL OUYKEKPIPEVA OWHATLA YId TO
YKpOUT

>Ta KA Twv dwpaTiwy TPETEL va £lval £TOLPA KAl
TOTTOOETNHEVA OE Evav pAKEAO o otroio¢ Ba 6oB¢ei otov
meAATN



Aladikaoia agiénc ykpoun

> EAaxioto xpovo mplv a@ixbel To yKpout
emBeBalwvetTal OTL Ta OWHATLA TTOU EXOUV OECHEUTEL
elval KEvd Kal kabapa.

> ‘Otav agpxBel To ykpout divovtal cuvnbwg ta
KAELOLA OTOV ApPXNYyO TOU YKPOUTT KAl AV XPEIACTEL O
uTTaAANAoC uTTodoxng tov Bonbdcsl va ta Polpdoel
OTOU TEAATEC

> Av TIPOKELTAL YIa HEYAAO YKPOUT I0WC XPEIAOTEL TO
c/in va ylvel o€ Kamola atboucd tou ¢EVOOOXEIOU Kdal
OXL OTNV PECEYIOV Yl KAAUTEPN EEUTTNPETNON.



APIEN YKpOUT




Aiepyopevol neAartec (walk in)

> lNepactikol MTEAATEG Eival autol Ot OTToiolL OEV EXOUV
KAVeL Kpatnon dwpatiou, aAAd epxovtdl oTo
gevodoxelo ameubeiag kat {ntouv GwHATIO EKELVN

TNV OTLyun.

> [a pepika EevoOoXeld Ol TEPAOCTIKOL TEAATEG
amoteAouv afloAoyo KOPUATL TNG TTEAATELA TOUG.

> Oa mpEmeL va Sivetal I0LAiTePN TTPOCOXN GTOUG
MEPACTIKOUG TTEAATEG YIATL £lval £V OUVALEL
tueAAOVTIKOL emavaAapBavopevol TEAATEC.

> Emiong eival amapaitnto Katd v agien va
OUAAEYOUUE OAd TA ATTAPAITNTA CTOIXELD
(6l£u6uv0n, TAUTOTNTA KAl onwoénnors rpono
EMKOIVWVIAG) HIAG KAl OE TEPUTTWON aAvVAXwPnong
TOU TEAATN HE EKKPEUOTNTA GTOV AOYAPLACHO Eival
OUCKOAOG O EVTIOTIIOHOC TOU.



KaTd Ty Bic 5 .

H Ymodoxn kata tnv dlapkKela tng dlapoving Tou meAATn :

> DOpovtidel WOoTE va avtamoKPIVETaAl HE TAXUTNTA KAl EMAPKWE
OTIC EMOUMIEC TWV TTEAATWV.

> Alvel mAnpowopieg (ocuvnBwce yia aflobeata, pouoeiq,
£0TIATOPLA KAT.)

> EmAUEL Tuxov TpoBANpata Kat mapamova meEAATwy.

> MNapakoAouBel TouC Aoyaplacpoug TwV MEAATWY KAl
eEao@ailel otL 10 Eevodoxeio Oev Ba dlatpeEel Kivouvo pn

TANPWHNG,.

> 2uvepyadletal Pe Ta umoAolra TuNHata tou Eevodoxeiou yia tnyv
OLEKTTEPALWON AITNHATWY TWV TTEAATWY.






Avaxwpnon neaaTn

Ot TeAATEC TWV EEVOOOXEIWY oUHPWVA HE TOV
KAVOVIOHO OPEIAOUV VA avaxwproouV To dpyOTEPO
oTIC 12 N wpda TO HEONHEPL.

H avaxwpnon meptAapBavel 3 otadla:

> AleuBETNON TWV UTTOAOLTTOU TOU Aoydplacpou Tou
meAQTN

»EvnuEpwon Twv apxeiwy TNG UTTOOOXNC

> Anploupyla 1oTopIKoU (apXelou) TOU TTEAATN



Avaxd)egcg I'IE)\C'ITD

OL evepyeleg Tou umaAAnAou ummodoxnNg KAtd TNV avaxwpnon tou
meAdTn sivat;

>

EKTuTTwvEL ToV Aoyaplacpo Kat tov mapadidel oTov MEAATN yid
VA TOV EAEYCEEL

Pwtd tov MEAATN TUXOV KATAVAAWOEIC TOU TPOEKUWYAV TNV
TEAEUTAlA OTIYHN, (TTX KatavaAwon amo to mini bar).

Kataxwpel Tov 1pomo mMANpwHNg oto cuotnua (PMS)

EkOidel tnv amodeiEn mAnpwpng (N tigoAoylo av auto {ntnbel
amo Tov meAATN)

Euxaplotel tov mMEAATN TOU TPOTIUNGCE TO £EVOOOXEIO YA TNV
olapgovn tou



N T S " )

08-31-12  Deposit Ledger Transfer 5328
08-31-12 Room 4674
08-31-12  City Tax (8%) 374
08-31-12  State Tax (5.98%) 280
Wyndham Rewards members earn valuable points on qualifying stays at nearly 7,000 hotels Total 5328 53.28

around the world. If you are not already a member, join the next time you check-in, visit us at
www.wyndhamrewards.com or call 866-996-7937,

Balance 0.00



Avayxwpnon neAdaTn

Ot tpomol e€opAnong Aoyaplacpou elvat ol €NC :

>Metpnta

>MoTWTIKN N XpEWOTIKN Kapta n travel card
> Traveller check (ta&dlwTtikn emrayn)

> 2UvVaAAaypa

>Emrtayn

»Metagopa oe xpewotn (Direct Billing Transfer)



When you buy the check

After you fill it out
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MeTapopa Tou Aoyapiacpou O€ XPEWOTN




Express check out

> O meAdtng e@oocov eMOBUYEL ypryopn avaxwpnon
CUUTIANPWVEL £va €1O0IKO EVTUTIO, TO express c/out form,
HECW TOU oTToiou £E0UCLOO0TEL TO EEVOOOXEIO VA XPEWOEL
TNV TMOTWTIKN TOU KApTda.

> O tapiag KOOl TOUG AoyaplacHoug TwV TPOG ,
avaxwpnon TEAATWY KAl agPou Toug EAEYEEL TTPOXwPA
OTNV XPEWON TNC MOTWTIKN TOUC KAPTAC.

> Katomv n amodel§n mAnpwung KAt To amokoppda tg
XPEWONG TNG MOTWTIKNG KAptag dlavepovtal otd
OWHATIA TWV TTEAATWY.



EXPRESS CHECKOUT

Thanle wou for choosing Lo stay at our hotel.

Enclosed is a copy of youraccount for your peruzal. Ay charges
incurred after this time will be added to wour bill.

Should ¥ou wish Lo utilize our express checlkout service, please
fill in your details and simply leave this envelope and ¥our room
leer at the front desle on your departure. A full receipt will be
2Nt Lo your account address in the next mail.

] Checle here if wou wauld lilke your account emailed Lo wou

Ermail

L1 checl here if ¥ou do noet require a receipt

Marme

Rooaorm Mo

Account Address

I authorize for all costs incurred during my stay to be charged
to e credit card

Card Mo, (not necessary if provide on checle ind

Card Trpe: L1 visa O mc O amex Ll ec O iners O jCB
Expiry Date I I I

Signature

Wve ool forvward to seeing wou again.




Express
Check Out

Room MNumber

Dear Guest,

Tomorrow is your scheduled checkout date. If you have changed plans, please
do contact the Front Desk.

Enclosed is your bill as of today. Tonight's room charge and any other late
charges are not included.

Please review and call the Front Desk, if you have any question and if you wish
to split the invoice please let us know now to save your time at check out

Our check out time is 12 noon, Late Charges may apply
Thank you for your staying at ABC hotel

We look forward to serving you again, for reservation or information please
email us:



YnoevoTtnTa 3
Alaxeipion dwuaTiwv




O1 neAaTec Tou &evodoxeiou
O meAdtec avnkouv o€ OUO BAGIKEC KATNYOPLEC :

»>Katnyopla pepovwpevwy meAatwy (Transients)

> Katnyopia opadikwyv kpatnoewv (Groups)

v
\ Hotel
T /

Guest
<Association >—’ Group Room D
v

Demand \
Pleasure >

SMERF )



I S
Aeopeuon dwpatiou yia nedarn(room allocation)

Mepumtwoel¢ Mou to Eevodoxelo xpelaletal va OECHEUOEL
OUYKEKPLIHEVO OWHATLO TIPLY TNV AYLEN:
> O meAatng £xel {NTNOEL TO CUYKEKPLUEVO OWHATIO.

> O MeAATNC EXEL CUYKEKPIPEVEC amaltnoelg. Mx dwpartio pe Oaq,
WYNAO OpOPO KAl HAKpLd Ao TOUC AVEAKUOTNPEC.

> ‘Otav o cuyKkekplpEVOC TUTTOC dwHATIOU TNC KPATNong Tou
TEAATN TEIVEL va eEavTAnO«L.

> ‘Otav Oa mpemet mpLv TNV aPlén Tou TEAATN VA PTIEL KATTOLO
OwpPOo pHEoa oTo OWHATIO N AoUuAoudia KAT.

> X€ TEPITTTWON YKPOUT TO OTTOI0 AaW@IKVELTAl OAo TNV idla
oTlyHn.



Assigned rooms onwc¢ eugavidovral oto PMS
(881 Room plan:1 06/06/12-30/06/12 E=ET )

June 11 \%'-?e Th Fr Sa Su fn‘g Tu We Th Fr Sa Su

2m2 Filter 06 07 08 09 10 1 12 13 14 15 16 17
temnoriBusinessd i
101 Deluxe @ @

103 Deluxe @
104  Businessd
105  Business@

106 Business® [l [ | (] [

107 Businessd Ebert Klaus Herr

105 Business® [l [ | [ = [ | = [ | [

110 Citv Suite@ < Loreen Sophia Frau >

111 Standard@ < Meier Helmut Herr > < Kagawa Shinji Herr >
A2 Superiort ! { Schachtsiek Heike >

114 Business@ < HermamSigiHer ) < Krause , 22006/
115 Business@ < Schmict Hugo Herr >

116 Business@ < Gustavson Karl Herr >

117 Business@ < Laufer Rainer Herr >

118 Business@ <  (2) Osthues Manfred Herry >

119 Standard@ < Assmann Jan Herr 231064
120  Standard@ < ‘Miiller Udo Herr > < Jahn Siegfried >

121 Business@ { Gétze Mario 23006/
122 Business@ { Gates Bill Mr.

123  Deluxe @ { Dignasy> < Bunde Klaus Herr

124  Business@ { Cooper Sam Herr

201 Standard@ Taylor Lizer Mrs. 202% <
202 Business@ Baker Je<1f Herr > Emre Konya ; 201 Tayl 1806/

203 Deluxe @ éMeierﬂf Schmele Marcus Herr

204  Business@ Weissyf < Moore Roger Mr.

205 Business@ S Dallmann YWerner Herr

206  Business@ { Schneig> - el

207  Business@

208  Business@ < Yilmaz André Herr 4

209 Business@ < Oslowik Amelie >

210 Citv Suite@ < Miler §¢> Evan Anne Frau 23106/

212 Standard@ 4 Kohl > < Sinatra Sina Mr. P v
Jun 1 1 1 [Mar13 [ Apr 13 [May 13 [




To status (kataoTtaon) Twv dwuaTIWV

KatelAnppevo (occupied).

EAcUBepo mpog d1abeon (available)
Kpatnpevo (assigned,reserved)
Kevo kal kaBapo (vacant and ready)

Kevo kat pn £towpo.(vacant and dirty)




To status (kataoTtaon) Twv dwuaTIwWV

Ektog Asttoupyiag (Out Of Order)
Mapapovn (stayover

Avaxwpnon (check out

Apyomopnuevn avaxwpnon (late check out)

Yo avaxwpnon (due out)




To status (kataoTtaon) Twv dwuaTIWV

AlavuKTteEpeuon eKToC (sleep out)
KAsidwpevo (lock out)

Avaxwpnon xwpic evnuepwon (skip)
Mapapovn meAatn os dwpatio (sleep)
dro€evia (complimentary)

Mnv gvoxAeite (do not disturb).







I S
KAg1d1a (smart cards)-npoofacn oto dwPATIO

Ta meplocotepa Eevodoxela XpNoIJoTTolouV cuctnpa €Kdoong smart cards
(NAEKTPOVIKWY KAEIBIWY Yia TTpocBaocn oto dwpdatio. Ta MAEOVEKTNpATA
glvat:

>
>

[ToAU uynAo emimedo acgpaAsiac.

EukoAila otnv xpnon Kalt anaMayn TOoU ns?\atn amo 1o ayxog NG
amwAELag Tou KAELO0U, agou apeca Pmopel va eKG0Bel vEo KAELOL Kal To
amoAecOB8v va KaTaoTel AaVEVEPYO.

Auvatotnta mAnpopopnong yia Kabe KAetdapid. (Tmx molog UTaAAnAog
n}eoypappatlos TNV KAPTA, Tl wpd £lcNABE 0 TEAATNG 0TO OWHATLO
KATI.)

Auvatotnta OlaKoTNAC TNC npooBacng oTo 6w|.|atlo pscw aKupwong
TNG AELTOUPYIAG TNG NAEKTPOVIKNG KAPTAG ATTO TO KEVIPIKO CUCTNHA
EAEYXOU.

Auvatotnta €KGooNng amepLOPLoToU AaptBpoU KAEWWWY yia tnv idla
KAELOapla.

XapnAO KOGTOC cuvVTNPNOoNSG TOU CUCTAHATOC.




Smart Card Basic Function

Chick-in Card Making Open Door Card for energy saver







e R

e

e




eriergy saving switch




Overbooking

Ot Baolkot Aoyol TTou odnyouv o€ overbooking givat ot €ENC :
»No shows

> AKUPWOELC KPATNOEWY

>Mn avapeEVOUEVEC AVAXWPNOELG

>7nNTtnon yla mapdtaocn mapapovng

»Amodoxn KpAdtnong mou agopd oAU TAKTIKOUG KAl KaAoug

TEAATEC
]




Overbooking
—— 2UVTNPNTIKN
/. TTOAITIKNA
/S AN ,
Y4 AN —— [oAITKN
7,/J T~ overbooking
G o L E G &
@) N D ‘\\\ .\O O Q\
N\ <& ‘*000 ] \%Q {S@Qg
S o




MapayovTec yia uwnAo n xapunAo overbooking

[MpoBAEWEIC ATTO TO cUoTNHA

Eumelpia twv umaAAnAwy

AlaBeopotnta dwpatiwv oe aAAa Eevodoxela

EvOeAeXNC EAEYXOC TWV AVAPEVOUEVWY APIEEWY

Evnpépwon tou meAatn ywa moavo overbooking
TTPOCYPEPOVTAC KAAUTEPN TIUN




Overbooking

>MBavn pn umapén No shows-agién OAwv Twv TEAATWYV

> YTIOXPEWOEIC TOU EEVOOOXEIOU

> AucapEoKela meEAATN

»>0peAn aAAa kat {npieg




Overbooking

»>EveEpyeleg amo mAsupag Eevodoxeiou

»>Metagopd tng OUCAPECKELAC
>ATO TOUC TTEAATEC

> ApvNTIKA 0XOALa O€ LOTOCEAIOEC




Date

Zuest Mame

Walked Guest Log

Susest Returm™?

Yes
Hes. &

[ ]
Camncel. &

Hotel that guest
wwent to

Rate
Dpoted

Rate
gquoted by




YnoevoTtnTa 4
TapEIo Kal VUXTEPIVOC EAEYXOC







I S
Tapeio

> To tapeio amoteAEl Evav AKOWN TOPEA TOU TUNHATog uTToOoXNC.

> 2Td HIKPa EEVOOOXELT TO TAMEIO Elval AUTO TO OTIOLO
avaAapBavel OAEC TIC CUVAAAAYEC TNG EMIXEIPNONG, OTTWC
ElOTIPAEELC, TTANPWHUEC, KAT.

> 21a peyaAng duvapikotntac Eevodoxela opwe, dlaxelpiletal
HOVO TIC CUVAAAQYEC TWV TTEAATWY KAl TIC TTPoavapepOEIOEC
EPYACLEC TIC avaAapBavel To Aoylotnplo.

> MNaAlotepa tnv OE£on TApia KATEIXE KATTOLOC OCUYKEKPIHEVOC
UTTAAANAOC TN UTTOOOXNG O OTTOLOG EKTEAOUCE HOVO XPEN Tapid.
[MAov oto Front Desk oAot ot uTTaAAnAol EKTEAOUV XpEN Tapid.



CORPORATE BILLING

CREDIT CARDS

| TRAVELLERS CHEQUE l

PERSONAL CHEGUES

PREPARE ACOOUNTS

FOREIGN EXCHANGE

HANDLES CASH



KabnkovTa Tayia

»>AvaAapBavel elompd€elc amo e€0pAncn Aoyaplacpwy
> Kavel nUEPNOLEC ELOTIPAEELC TUNHATWY

> EA£yxel Toug Aoyaplacpoug oto KAEiolpo Kabe
Bapdiac.

»2uvTtovilel pe to Aoylotnplo tnv OleubETNON TWV
XPEWOTIKWY AOYAPLACHWY TTEAATWY KAl AUTWYV TTOU
e€opAouvtal Je MOTWTIKN KAPTd.




KabnkovTa Tayia

»Kataxwpel 6Toug Aoyaplacpoug twv TEAATWY TIG
XPEWOTIKEC ATMOOEIEEIC TWV TUNHATWY TOU EEVOOOXELOU.

> EEapyupwvel EMTAYEC

> Kataxwpel ta mapactatika mou d@opouyv
KATAVAAWOELC TTEAATWY OTOV (PAKEAO KABE TTEAATN

> EloTTpAttel Kal Kataxwpel TPoKAataBoAEC




>uvalhaypua

> 21a Eevodoxela mou dlabETouy meplocotepa amo 50
KpeBATIa, EMTIPEMETAL N AYOpd CUVAAAQYHATOC TTPOC
eEUTTNPETNON TWV AAAOOATIWY TTEAATWY TOUC.

> O tapiag mapaAauBavel to &svo voplopa Kdl TO
mapadidel oTov TEAATN EYXWPLO0 VOULoHA.

> 2uvnOwc¢ mapakpatsital vVoulun mpopntela mepimou 2%.
> O meAatng AapBavel amodeleEn ayopdag cuvaAAaypatoc.

> O tapiag emrpemeTal va mapaAapBavel EEvo voplopa Kat
va mApAadLOEL OTOV TTEAATN EYXwPLo. To avtlBeTo Oev
ETIITPETETAL.



KabnkovTa Tayia

> AvaAapBavel TANPWHEC

»EEayopalel cuvaAlaypa

> Elval umeuBbuvocg yia tnv @uAaén Tou Tapeiou Tou

> ZUPTTANPWVEL TA E10IKA EVTUTIA O10pBwong o€
MEPITTWON TTOU Aoyaplacpol Xpewdnkav pe Aadog
TOGO.




'EVTUNO NANPWUNC

PETIY CASHVOUCHER
DATE :

AMOUNT

FOR WHAT EEQUIRED RBs P

SIGNATURE :
FOLIO : PASSEDBY




Hotel ABC
Notification of High Balance
Room Mo. Date:
Dear
| would like to notify you that expense up until are

This amount i1s in excess of the level of credit the hotel normally extends to its
guests. We would, therefore, be most grateful if you would contact our duty

manager on or the front office manager to establish

how you wish to settle your account.

Yours sincerely,

Front Office Manager




Cash Payment Slip

Note: Cash Payments must not exceed $50.00.

Date




NOTICE TO DEBIT CARD USERS
IF YOU CHOOSE TO USE A DEBIT CARD

Upon check-in, an authorization for the
full amount of your stay plus (to cover
incidentals) will be taken from your card.

The authorization amount will be
deducted from your account balance.
Upon checkout, the total balance will be
charged to your card and the
authorization amount released.

Depending on your banking institution,
this release may take S to ¥ business
days per the financial institution’s policies.

The hotel is not responsible for overdraft
fees associated with your debit card.

THAMNK YOU
MAMNAGEMENT
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NUXTEPIVOC EAEYXOC-KABNKOVTA VUXTEPIVOU EAEYKTN

>MapaAapBavel Bapdia KAt eVNPEPWVETAL YId TIG
UTTOAOLTTEC APIEELC TTEAATWY

> Kataxwpel 00e¢ KatavaAwoelg meAAtwy OV €XOUV
KATAxXwpnoel

»EAEYXEL OAEG TIG TAPEIAKEG KIVNOELG TNG NUEPAG KAl
dlopBwveL TUXOV AdBN

»>®povTidel yua TNV «CUPPWVia TG NHEPAS”, ONAadn
TNV £€ac@AALon OTL OAEG Ol CUVAAAQYEG £yLVaV HE TOV
OWOTO TPOTIO.



NUXTEPIVOC EAEYXOC-KABNKOVTA VUXTEPIVOU EAEYKTN

»>Kavel EAeyxo OAWYV TwV EVOLKIWY TWV OWHATIWVY
(room and tax check) kat agpou S1amoTwoEL OTL Ol TIPEG
TOU EVOIKIOU KABe OwpATIOU ELvAL N CUPPWVNHEVN
TPOXWPA OE XPEWON TOU EVOLKIOU ava OWHATLO

> Aivel evtoAn oto cuotnua (PMS) va «aAAaget n
npspa»

> AlekTepatwvel ta express check out

»2UVTAOOEL ONUAVTIKEG AVAPOPEG KAl TIG ATTOOTEAAEL
otnv Oloiknon tou £EvoOoXxeiou



