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FOR CHANGES/OPPORTUNITIES

 LATE CHECKOUTS
Notate any scheduled late checkouts, plan accordingly
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LOST / FOUND
 Items Lost, Items Turned In, etc

YES NO

YES NO

YES NO

YES NO

YES NO

$ ROOM DAMAGE / LOSS
Note any room damage or missing items
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ITEM ASSIGNED TO COMPLETED
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Towels, Pillows, Toiletries, Laundry, etc.

NOTES TO / FROM MANAGER
Shift highlights, items to be aware of, etc

TO DO Daily or weekly cleaning, special projects or tasks, etc

ORDERS
Equipment or Supplies To Order

GUEST REQUESTS / ISSUES 
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