Message taking

       All written messages should be taken by telephone operators and passed to bellmen to deliever it to the guest’s room. The process of taking messages is the folowing:
· the adressie’s name and room number should be identified;
·  special message blank should be completed;
· the massage should be delivered to the adressie.

In the mrssage blank should be completed the following boxes:

· date

· time received

· full name of the person calling

· full mane of the adressie

· company name

· text

· telephone number

· signature of the person received the massage

· urgency sign (if needs)

Each massage should be written in  FIDELIO.

