
Quick Guide
To provide a quick 
and effective hotel 
check-in guide

© 2023 Roitels Inc. All Rights Reserved. 

The content of this guide is the exclusive property of Roitels Inc and is protected by copyright laws. Unauthorized 
reproduction, distribution or use of this material without the express written permission of Roitels Inc. is strictly 
prohibited.



To provide a quick and effective hotel 
check-in guide, we can follow these 
steps:

1

When the guest arrives at the front desk, greet them warmly and verify their 
reservation details. This includes confirming their name, dates of stay, and 
room type. This step ensures that the guest's reservation is accurate and 
avoids any confusion or double bookings. 

Greet the guest and verify their reservation:

2

After verifying the reservation, give the guest a brief introduction to the 
hotel. This can include information about the amenities and services offered, 
such as Wi-Fi access, breakfast options, gym facilities, or any special services 
available. Providing this information upfront sets the guest's expectations 
and helps them feel welcomed.

Provide an introduction to the hotel:
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4

Give the guest an opportunity to ask any questions or voice any concerns 
they may have. This could include inquiries about local attractions, 
restaurant recommendations, or any specific requests they may have 
regarding their stay. It's important to address these questions and concerns 
promptly and professionally to ensure the guest feels valued and well taken 
care of. 

Inform the guest about the check-out time and any other important details 
they need to know, such as the availability of front desk staff during certain 
hours or any specific policies or regulations they should be aware of. This 
helps the guest plan their stay and avoids any confusion or 
misunderstandings later on. 

Answer any questions and address concerns:

Provide check-out and other relevant information:
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5

Once all the necessary information has been provided, hand over the keys or 
access card to the guest. Accompany them to their room if requested or offer 
assistance from the concierge. This ensures that the guest feels attended to 
and helps them settle into their room smoothly. 

Hand over the keys or access card:
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In addition to the above steps, here are some additional 
tips to improve the hotel check-in process:

1

Installing self-check-in kiosks can help streamline the check-in process, 
especially for individual check-ins or when a large group arrives at once. Self-
check-in kiosks free up front desk staff to handle more complex check-ins 
and reduce perceived wait times. They are particularly appealing to guests 
who prefer handling the check-in process themselves. 

Implement self-check-in kiosks:

2

3

Send pre-stay emails to guests with detailed information about their stay, 
including check-in FAQs and important hotel information. This can be 
automated using a hotel guest messaging solution. By providing this 
information in advance, guests can arrive at the hotel prepared and with any 
questions answered, improving their overall experience. 

Use information obtained from direct guest bookings to personalize the 
check-in process. This can include addressing guests by name, referencing 
their preferences or special requests, and providing a warm and welcoming 
atmosphere. Personalization enhances the guest experience and makes 
them feel valued and appreciated. 

Utilize technology for pre-stay communication:

Personalize the check-in process:
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By following these steps and implementing these tips, hotels can provide a quick 
and effective check-in process that ensures guest satisfaction and sets the tone 
for a positive stay experience.
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