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|.  OBJECTIVE / MUC TIEU

Make sure to clean up any dirty items, check the

entire area for any items left behind by guests after
service, and prepare a clean new room for the next

guest.

Dam bao cac dé ban da dwoc don sach sé ,kiém

tra tat ca cac khu virc xem khach cé quén dd sau
khi st dung dich vu hay khéng va chuan bi phong
méi sach sé& cho khéach tiép theo

II.  POLICY/ CHINH SACH

- Spa Therapist must always stay in guest’'s
sight in order to assist as well as anticipate
guest’s needs.

- Clearing should be done when: * Before and
after Guests finish treatment (treatment room,
toilet, product, shower area, bed, steam
&sauna, chair and more...).

- Approach after 1-5 minutes. * When guest
does leave the treatment room. To check any
lost and found items

- Ky thuét vién trj liéu spa phai ludn & trong tdm
nhin cda khéach dé hé tro ciing nhw duw doan nhu
céu cda khach.

- Viéc don dep nén duwoc thuc hién khi: * Truoc
va sau khi Khach hoan thanh liéu trinh (phong tr/
liéu, nha vé sinh, sén pham, khu vuc tdm voi
sen, giuvong, phong xéng hoi w6t & khd, ghé va
nhiéu thir khac...).

- Tiép cén sau 1-5 phut. * Khi khach roi khaéi
phong trj liéu. Dé kiém tra bat ky db vat bj mét
va tim thdy nao
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. PROCEDURE/ THU TUC

1.0pen the curtains and check the room for
anything the guest left behind. Open the
cupboard and check.

2.Clean dirty linen, trash, check for trash and
linen in the bathroom, toilet........

3.Check the pillowcase for dirt and moisture.
Store the eye pillow in a warm cupboard.

4.Get new towels and linens to set up and
replace.

5.Empty the foot wash water, clean the basin
and foot wash area. Get new salt. New
towel........

6.Clean and replenish the towel -cabinet,
essential oil lamp, ceramic lamp, clock and
check if there are enough candles.....

7.Set up the bed with new, flat and neat towels,
the sheet is neat and not skewed. Pay attention
to the flower pot under the bed, adjust it neatly.
8.Check and set up hand washing sink, hot
cabinet, hand washing bottle, paper, hand
towels... clean if dirty, replenish if missing
9.Check the wardrobe, change clothes, open
extra boxes and clean the wardrobe. Pay
attention to keep the wardrobe and drawers
neat.

10.Check chairs, curtains, linen closet, fireplace,
electrical outlets, and other objects are in place.
11.The slippers are new. The floor is clean.
12.Bathroom is fully equipped and clean.
Shower is neat.

13.Clean toilet, paper folded neatly. Trash and
rattan basket clean and tidy. Clean shower in
place.

14.Before leaving the room, look back, turn off
the air conditioner, turn off the lights and pull the
curtains neatly

1. M& rem ra, kié’m‘tra khap mét lwot phong xem
khach c6 bo quén dé. Mé tu kiém tra

2. Lam sach céac dé vai ban, réc, kiém tra réc va dé
vai trong phong tam nha vé sinh........

3. K/em tra vé gbi xem ¢6 bi ban va w6t khéng. Cét
gbi d3p mét vao ti néng

4. L&y khan va db vai méi dé set up thay maéi

5. D6 nuwéce riva chan, lam sach chau va khu vue riva
chan. Lay mudbi méi. Khan mai........

6. Lam sach va b6 xung tu khan, dén tinh déu, den
gbm, déng hé va kiém tra nén c6 du .....

7. Set up guong béng khan mo, phéng phiu va gon
gang, tdm pha ngay ngan ko x6 léch. Cha y chau
hoa duwdéi gdm giwong chinh lai ngay ngén

8. Kiém tra va set up sink rtra tay, ta néng, binh
nuwoéc ria tay, g/ay, khé&n lau tay ....lam sach néu
béan, Bé xung néu thiéu

9. Kiém tra tu o choang, thay méi 4o, mé cac hop
bé xung dé va lam sach tu. Chi y chéc ti va ngén
kéo gon gang

10. Xem lai ghé, rém, td khan, Io sudi, 6 dién, va
cac dé vat dung vij tri

11. Dép duoc thay méi. Nén nha sach sé

12. Phong tdm day du dé va sach sé. Voi sen ngay
ngan

13. Nha vé sinh sach sé, gidy gép gon. Réc va g/o
may sach sé, ngan nép. Voi xit sach sé diung ché

14. Trudc khi réi phong nhin lai mét luot, Tét diéu
hoa, tat dién va kéo lai rem ctra gon gang

HOTEL DE LA COUPOLE SAPA | SOP — SPA

Page 2 of 3




B VOTELDE 17 N

= COUROLE 2

QL™
N\ 4

MGALLERY VIETNAM

IV. RECOMMENDATIONS / KHUYEN NGHI

Always check the booking to prepare the Luén kiém tra bang datlich Spa dé chuén bj
room for the next guest if any. phong cho khach tiép theo néu co.
Prepared by Approved by
Dang Thi Yen Pedro Miguel Oliveira Neto
L&D and Wellness Manager General Manager
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