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Guest Services – First Impressions Notes (Key) 
Complete each section with the correct answers. 
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Guest Services – First Impressions Notes (Key) 
Complete each section with the correct answers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Methods of Payment 

Cash  Credit card  

Personal Check s  Money order  

Business Checks  Vouchers  

Debit card  Foreign currency /checks  
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Update PMS to indicate vacant

Collect keys

Processing of payment

Confirmation of folio

Final copy presented to guest

Update folio for additional charges

Presentation of bill

Early morning copy Front desk copy

Guest Services – First Impressions Notes (Key) 
Complete each section with the correct answers. 

 

Check-Out Procedures 
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Guest Services – First Impressions Notes (Key) 

 

Technology to Get the Job Done 

Old School New School 

Credit card verification system  PMS software and computer - Tied to cash draw in most hotels  

Check verification system  Key card encoders  

Postage scales  TV On-demand 

Time stamp machines  Wi-Fi network connections 

Telephone systems – multiple line transfers  Internet registrations from hotel site and third-parties  


