
LOST & FOUND AND VALUABLES

REPORT • RECORD • SECURE • RETURN

Find • Report • Record • Hand over • Secure



TRUST STARTS FROM THE FIRST MOMENT
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FOLLOW THE PROCEDURE
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The correct procedure protects the guest, the employee, and the hotel.



STOP • REPORT • HAND OVER

03

01

SECURE
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REPORT
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HAND OVER
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FIVE LOST-ITEM STEPS
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REPORT FIRST
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If the owner is known, the supervisor or authorized person contacts them through an approved hotel channel.



WHAT SHOULD YOU RECORD?
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DESCRIPTION

02

PLACE & TIME

03

FOUND BY

04

CONDITION

Record what you see. Do not guess the value or owner.



DO • AVOID
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WHEN THE ITEM IS VALUABLE
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01STOP

02WITNESS

03RECORD

04HAND OVER



RETURNING THE ITEM SAFELY
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Report, record, secure, verify, and return every item safely.


