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	Date
	MM/DD/YY
	
	Shift
	
	Name and role of staff on duty
	Name and role of staff on duty
	
	Total Staff Present

	Start Time
	6:30 AM
	
	Morning
	
	Name and role of staff on duty
	Name and role of staff on duty
	
	0

	End Time
	2:00 PM
	 
	
	
	Name and role of staff on duty
	Name and role of staff on duty
	
	

	Prepared By
	Name
	 
	
	
	Name and role of staff on duty
	Name and role of staff on duty
	
	



	Tasks Completed
	
	
	
	
	
	
	

	Guest Room Check-ins
	Guest Room Check-outs
	Room Assignments

	Number
	0
	Number
	0
	Details of any special requests or issues

	Details
	 
	Details
	 
	



	Maintenance Requests Handled
	Special Events Managed

	List of any maintenance issues resolved
	Details of any events or functions





Pending Tasks / Tasks Not Completed
	Task 1
	Reason pending

	Task 2
	Reason pending

	Task 3
	 

	Task 4
	 



	Guest Feedback
	
	
	
	
	
	
	
	

	Positive Comments
	Complaints / Issues Raised

	Summary of positive feedback received
	List of any complaints and actions taken



	Incidents and Issues
	
	
	
	
	

	Positive Comments
	Complaints / Issues Raised

	Description of any incidents
	Details of any emergencies handled



Inventory and Supplies
	Supplies Used
	List of items used, e.g., toiletries, linens

	Inventory Shortages
	Items that need replenishing



	Communication Notes
	
	
	
	
	
	
	

	Notes about important messages received/delivered, details of communications with management or other departments



	Handover Notes for Next Shift
	
	
	
	

	Immediate Actions Required
	General Observations / Recommendations

	Tasks needing attention from the next shift
	Details of any Suggestions for improvement or notes on ongoing issues



	Date
	MM/DD/YY

	Name
	 

	Role
	 

	Signature
	 




	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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