
MANAGING PRIORITIES WITH MULTIPLE REQUESTS

ASSESS • PRIORITIZE • DELEGATE • UPDATE • CLOSE

Assess • Prioritize • Delegate • Update • Close



NOT ALL REQUESTS HAVE EQUAL 
PRIORITY
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PRIORITIZE FIRST
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●
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Priority is based on need and impact—not who speaks the loudest.



SAFETY • IMPACT • TIME
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SAFETY
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GUEST IMPACT
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TIME & PROMISE
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QUICK QUESTIONS BEFORE ACTION
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MAKE A CLEAR CHOICE
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When priority is equal, serve the guest who has waited longer.



FOUR PRIORITY LEVELS
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IMMEDIATE

02

URGENT

03

IMPORTANT

04

ROUTINE

Give every guest a realistic time and record every request.



DO • AVOID
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TRACK EVERY REQUEST TO CLOSURE
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01RECORD

02SET TIME

03UPDATE

04CONFIRM



WHEN TO ASK FOR SUPPORT
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Prioritize urgent needs, delegate clearly, and close every request.


