Check-in:
Ask if they’ve stayed with us before? What brings you to town? Where are you coming from today? Are good questions to glean information.
Let them know: 
· Check out time is 11:00 am 
· The Restaurant’s hours and offer to make reservations
· Relay amenities
· Wi Fi is free and where to find code 
Ask or take notice:
· If they have a dog, mention the dog par nearby
· If they are attending a conference at the Civic Center, reference directions
· Here for wine, reference nearby vineyards
· Traveling with a bike, note bike work room and storage.
· Are they wearing an Audubon Society Hat? Let them now about Ollie and Olga

Check-Out
When guests stop by to checkout engage them! 
Ask if they enjoyed their stay. If they have a complaint listen, apologize if necessary and share any follow up action and thank them for their observations.
Provide a summary of the bill verbally, it loos lie you stayed two room nights and a restaurant charge, would you like a printed receipt?
Observe/ask if they need any directions, help with transportation, luggage storage, etc.
Thank them for staying with us and invite them to stay again.
Report any complaints and suggestions to your management.



