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Purpose

A hotel runs the same loop every day, and the quality of a property shows in how cleanly that loop turns. This overview
describes a generic daily operations flow — a shared map that front desk, housekeeping, and management can all

point to. It is intentionally high-level and contains no property-specific data.

The Daily Loop

Morning — Set Up the Day

¢ Review the day's arrivals, departures, and stayovers in aggregate.

e Group arrivals into waves (see Arrival-Wave Room-Blocking Methodology).

¢ Check inventory against par levels and flag shortages (see Inventory Par-Level Tracking Template).
¢ Brief the team on priorities, not individuals: which wave, which floors, which room types are tight.

Midday — Turn the Rooms

¢ Housekeeping works the prioritized board: departures cleaned in wave order, stayovers serviced on schedule.
e Front desk tracks readiness by wave and assigns rooms as they clear.
¢ Maintain the flex buffer of ready rooms for walk-ins and surprises.

¢ Reconcile the board midday and re-sequence if needed.

Afternoon — Land the Arrivals

¢ Check in arriving guests against ready rooms, wave by wave.
¢ Keep a short watch list of any reservation still waiting on a room and clear it first.
¢ Replenish floor closets to baseline so evening shift starts stocked.

Evening — Close the Loop

¢ Confirm late/evening-wave rooms are ready.
¢ Reset housekeeping closets to par (FIFO, faces forward, labels visible).
e Capture the day's aggregate numbers: rooms turned, time-to-ready, any stock-outs, any guests who waited.

¢ Hand off a clean board and an honest status to the next shift.

The Four Aggregate Metrics



Track only what helps the next day run better, and keep it aggregate:

1. Rooms turned on time — did readiness keep pace with arrivals?

2. First-wave time-to-ready — how fast were early rooms available?

3. Stock-outs — how many times did we run out of something? (Target: 0)

4. Guests who waited — how many reached the desk before their room? (Target: 0)

These four numbers tell you whether the loop is healthy without exposing any guest, staff, room, or financial detail.

Why a Shared Flow Matters

When every department reads from the same daily map, handoffs stop dropping information. The front desk knows
what housekeeping is prioritizing; housekeeping knows what the front desk is about to need; management sees the
whole loop in four numbers. The result is a property that runs on a rhythm instead of on heroics.

This document is a generic operations overview. It contains no property-specific data, no guest or staff names, no real
room numbers, and no financials. Adapt freely to your own property.



