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INTERDEPARTMENTAL COMMUNICATION

CLEAR MESSAGE e CLEAR OWNER ¢ COMPLETE FOLLOW-UP

&l oo oS o &Ll o J3uw ¢ goiwl

Listen e Record e Inform e Confirm e Follow up
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GOOD COMMUNICATION PREVENTS
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The guest sees one hotel—not separate departments.
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USE A SHORT, CLEAR HANDOVER
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COMPLETE MESSAGE
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A request is not handed over until receipt is confirmed.
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FOUR STEPS FOR EVERY REQUEST
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CONFIRM
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Assigning a clear owner prevents requests from being lost.
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FOLLOW UP
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v o L ... I 1 CONSISTENT HANDOVER

WHO

WHAT & WHERE

PRIORITY

OWNER & TIME
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C I . I w - r WHEN TO ESCALATE
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Communicate clearly, assign ownership, and follow through.
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