Hotel Guest Request Tracker

Monitor service requests from receipt to completion.

Property: Date / Shift:

Checklist item / field Status / details

Request ID, receipt time, location and request type

Assign responsible department and owner

Record promised completion time

Track acceptance, progress, escalation and handover

Capture completion time and guest confirmation

Measure response and resolution duration

Review missed SLAs and recurring request causes

Exceptions, follow-up owner, due time:

Reviewed by: Follow-up date:

Adapt to your property procedures and local requirements. This is an illustrative operational aid, not a mandatory standard.

DIGITAL ROOM SERVICE | HOTEL MANAGEMENT RESOURCES Template - Page 1



