Lost & Found Responsibilities

1. All Lost & Found items will be logged and stored in secure area.

2. If someone calls to inquire about Lost & Found, a note needs to be made in the Inquiry Log.

3. If the item is here at the hotel, confirm with the guest their room number and a description of the item.

4. If the guest will not be back in the area and wants the item mailed to them, Lost & Found items are mailed at the guest’s expense.  The item is either mailed C.O.D. or charged to their credit card and mailed through the post office.  

5. Verify the guest’s information on file (spelling of name, address, billing of credit card.)

6. Package up the items to be mailed.

7. Print screen of guest folio.

8. Address label and put on package.

9. Update Lost and Found logbook.

10. Give the package to Management to mail with the print out of the guest folio with any notes on it.  Make sure to write down what the item is.

11. If the item is not found, tell the guest it hasn’t been turned in but you would be happy to keep his name and number on file in case the item does show up.
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