
H HOT E LO P S  TOO L K I T

LOOK  INS I D E

Leadership
Edition V2
Real pages from the 13 tools: front office, housekeeping, revenue,
guest recovery and hiring. Word and Excel files you edit, plus
print checklists. What you see here is what you download.

Built by Nicholas Ashley, a hotel operations leader who ran a portfolio of two hotels and a

serviced residence in Lusail, with about 200 colleagues. These are the forms that kept the desks,

floors and Monday meetings honest.
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One ZIP · four folders · 19 files

What's inside
Start here

00 Start Here guide (2 pages) PDF The 13 tools, your first week by role, how the
files work

A · Ops (Director of Operations / Hotel Manager)

A1 Front Office Daily Ops Word Full desk standard: shift checks, handover,
cash, keys, VIPs, walks, night audit

A1 FO Daily Checklist PDF One printable page per shift

A2 Front Office Cash & Key Log Excel Variance and seal checks calculate; flags
what needs the Duty Manager

A3 Housekeeping Standards & Inspection Word Room status rules, six defect codes, auto-fail
rule, standards by zone

A3 HK Room Inspection Checklist PDF Per-room checklist plus a supervisor tally with
first-time pass rate

A4 Department Head Weekly Meeting Word 60-minute run order with an action register

+ How-to guides: FO Shift, HK Inspection PDF Two short guides for the managers rolling A1
to A3 out

B · Revenue (GM / Director of Operations)

B1 Revenue Weekly Workbook Excel 10 tabs; Occ, ADR, RevPAR vs budget and last
year calculate

B2 Revenue Monday Agenda Word Runs the 30-minute Monday meeting off the
B1 numbers

+ Monday 30-Minute Run Order PDF Minute-by-minute guide for whoever chairs
Monday

C · Guest (Hotel Manager / Duty Manager)

C1 Guest Recovery Scripts Word Ten desk situations: what to say, what to do

C2 Guest Complaint & Comps Log Excel Checks every gesture against the GM's
signed limit

+ How-to guide: Guest Recovery PDF How to brief the desk and run the log

D · HR (Director of HR / Director of Operations)

D1 Hiring Scorecards: FO, HK, F&B Excel Two interviewers, knockouts, calculated
recommendation

D2 Onboarding 30 / 60 / 90 Word Before Day 1 to the 90-day gate review, by
department

D3 Training Attendance & Competency Log Excel 20-module starter curriculum with expiry flags

+ How-to guide: Hire, Onboard, Train PDF How HR and department heads use D1 to D3

"+" marks a guide that comes with the tools. 13 tools (6 Word, 5 Excel, 2 print PDFs), a Start Here guide

and five how-to guides. Word files open in Word, Google Docs or LibreOffice. Excel formulas are

password-protected (yellow cells stay open for entries); protection works in Excel and LibreOffice, not

in Google Sheets or Numbers. Checklists print on A4; on US Letter choose "Fit to page". Every Word file

opens with who owns it, when it's used and what "done" means. Every Excel file has a Start Here tab

and a setup tab.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/
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A1 · PDF · 1 page

Front Office Daily Shift Checklist
WHAT IT IS One printable page that runs the shift: opening checks, mid-shift checks,

the handover (outgoing speaks, incoming writes, write NIL, never leave a
blank), VIPs and desk complaints, close and night audit.

WHO USES IT The opening lead and shift leader tick it. The Duty Manager signs it off.

WHEN Every shift, from before the first walk-in to the last agent leaving the
desk. Print one per shift.

Real page from the kit, shown blank, the way you print or fill it.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/

page continues in the file
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A3 · PDF · 2 pages

Housekeeping Room Inspection
WHAT IT IS A per-room checklist across six zones with Pass or Fail on every line and

defect codes (H hair, D dust, S scum, O odour, M missing, E
engineering). Some fails are automatic, like stains on linen or a previous
guest's items. Page 2 is a supervisor tally with first-time pass rate.

WHO USES IT Housekeeping supervisors and inspectors. The Executive Housekeeper
reviews the tally.

WHEN Every room inspected, before it is set to Inspected or Ready.

Real page from the kit, shown blank, the way you print or fill it.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/

page continues in the file
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A2 + C2 · Excel

The two logs that flag problems for you
WHAT IT IS A2 Cash & Key Log: one row per drawer per shift. Set float, currency and

tolerance once; expected cash, variance and seal match calculate. C2
Complaint & Comps Log: every gesture is checked against the GM's
signed limit, and a repeat gesture for the same room or booking is
flagged.

WHO USES IT Front desk agents and Duty Managers fill them in. The FO Manager and
GM read the weekly summaries.

WHEN A2 at every drawer close. C2 for every complaint, before the shift ends,
even when nothing was offered.

Real page from the kit. Sample data is a fictional Demo Hotel.

C2 shows "Limit not set" until the GM fills and signs the Authority sheet. That is on purpose.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/
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A4 · Word · 4 pages

Department Head Weekly Meeting
WHAT IT IS A 60-minute run order that puts guests before revenue: wins and risks,

guest and reputation, a numbers snapshot from B1, department lines,
then an action register with owners and due dates.

WHO USES IT The Hotel Manager or Director of Operations chairs it. Every head of
department attends.

WHEN Once a week, midweek. Monday is kept for the revenue meeting.

Real page from the kit, shown blank, the way you print or fill it.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/

page continues in the file
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B1 Excel + B2 Word

Revenue Monday
WHAT IT IS B1 is a 10-tab workbook: flash KPIs, pace by horizon, pickup, segments,

channels, groups and comp set, all calculated. B2 is the agenda: one call
per horizon (Push, Hold, Raise or Restrict) and a reason.

WHO USES IT The GM or revenue lead runs it, with the Director of Operations, front
office and sales.

WHEN Every Monday, 30 minutes, using last week's numbers from your PMS.

B1 top, with fictional sample data. B2 below, shown blank.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/

page continues in the file
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C1 · Word · 5 pages

Guest Recovery Scripts
WHAT IT IS Ten common desk situations, each with what to say and what to do next,

sorted as Mild, Serious, Critical or Repeat. Square brackets are the parts
you fill in for your hotel. The comps authority grid stays blank until your
GM signs it.

WHO USES IT Front desk agents and Duty Managers.

WHEN In training first, then at the desk the moment a guest complains.

Real page from the kit (page 3 of 5).

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/

page continues in the file
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D1 · Excel · 8 tabs

Hiring Scorecards: FO, HK and F&B
WHAT IT IS Two interviewers score each candidate 1 to 5 on their own. Gaps of 2 or

more get flagged, a knockout overrides the score, and the
recommendation calculates. No offer goes out until four people sign.
Includes a 30-question bank and a candidate tracker.

WHO USES IT HR and the hiring department head.

WHEN Every interview, before any offer, verbal or written.

Real page from the kit. Sample data is a fictional Demo Hotel.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/
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HotelOps Toolkit V2 · Leadership Edition

All 13 tools, one download

$97 USD, one-time. No subscription.

Founding price: pay $49 instead of $97 (save $48) with code

FOUNDING10  at checkout. First 10 orders only.

BUY  HERE

www.nickashming.com/hotelops/
Secure checkout by Lemon Squeezy. Instant download plus a link in your receipt email.

Direct checkout: hotelopstoolkit.lemonsqueezy.com/checkout/buy/a9456fbb-fd41-4d07-8946-

cca30b96f19b

Try it first: the Front Office Daily Shift Checklist is free.

www.nickashming.com/hotelops/free/

Only need one department? Front Office Shift Pack $34 · Housekeeping Inspection $32 ·

Guest Recovery Desk $36 · Revenue Monday $44. Same page.

Running 2 to 5 properties? Group licence, $447 one-time for up to 5 properties. Email

ceo@nickashming.com.

Licence: one property. Edit freely for your own team. Don't resell or share the files.

Refunds: only for faulty or not-as-described files. Email within 14 days of purchase and I'll

fix it or refund you. No change-of-mind refunds on instant downloads.

Questions before you buy? Email ceo@nickashming.com and I'll answer you myself.

HotelOps Toolkit V2 · Leadership Edition www.nickashming.com/hotelops/
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