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Check in and

Check out
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"Check-in" at a hotel refers to the process by which guests

officially register their arrival. During check-in, guests

typically provide their reservation details, identification, and

payment information. The hotel staff then assigns a room

and provides key cards or access information. This process

is usually done at the front desk and can vary in length

depending on the hotel's policies and the number of guests

checking in at the same time.
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Here’s a list of key vocabulary terms commonly used during hotel

check-in:

1. Reservation: The booking made in advance for a room.

2. Check-in: The process of registering at the hotel upon arrival.

3. Check-out: The process of settling the bill and leaving the hotel.

4. Front Desk: The area where guests check in and out, and seek

assistance.

5. ID (Identification): A document, like a driver’s license or passport,

needed to confirm identity.

6. Confirmation Number: A unique code given when a reservation is

made.

7. Room Key/Card: A device that grants access to the guest’s room.
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Here’s a list of key vocabulary terms commonly used during hotel check-in:

8. Deposit: A sum of money held by the hotel as security for any damages

or unpaid charges.

9. Amenities: Additional features or services offered by the hotel (e.g., Wi-

Fi, breakfast).

10. Room Type: The classification of the room (e.g., single, double, suite).

11. Concierge: A staff member who assists guests with services like

reservations and information.

12. Lobby: The entrance area of the hotel where the front desk is located.

13. Check-in Time: The designated time when guests are allowed to check

in.

14. Late Check-in: Arriving at the hotel after the usual check-in hours.

15. Registration Form: A document to be filled out with personal and

payment information.
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Here are some example sentences related to checking in at a hotel:

1. "I would like to check in under the name Smith."

2. "Could you please provide your identification and confirmation number?"

3. "Our check-in time is at 3 PM; would you like to store your luggage until

then?"

4. "Here’s your room key; you’re in room 305 on the third floor.

5. "If you need any assistance during your stay, feel free to ask at the front

desk."

6. "We offer complimentary breakfast and Wi-Fi as part of your stay."

7. "Is there a deposit required at check-in?"

8. "I’d like to request a late check-in since my flight arrives after midnight.”

9. "Please fill out this registration form before I can finalize your check-in."

10. "Welcome to our hotel! We hope you have a pleasant stay."
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"Check-out" in a hotel refers to the process by which guests

finalize their stay and settle their bill before leaving the

hotel. During check-out, guests typically return their room

key or card, review any charges incurred during their stay

(such as room service or incidentals), and make any

necessary payments. The hotel staff may also ask about the

guest’s experience. This process is usually conducted at the

front desk.
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Here’s a list of key vocabulary terms commonly used during 
hotel check-out:

1. Check-out: The process of settling your bill and leaving 
the hotel.

2. Bill: A statement of charges incurred during the stay.

3. Payment: The method used to settle the bill (e.g., credit 
card, cash).

4. Room Key/Card: The item that must be returned to the 
hotel upon check-out.

5. Express Check-out: A quick process that allows guests to 
check out without visiting the front desk.

6. Charges: Additional fees for services such as room 
service, minibar, or parking.
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Here’s a list of key vocabulary terms commonly used during hotel 
check-out:

7. Receipt: A document provided after payment that details the 
charges and confirms the transaction.

8. Incidental Charges: Extra fees that may apply, often for 
services or amenities used during the stay.

9. Check-out Time: The designated time by which guests must 
leave the hotel.

10. Late Check-out: Permission to stay beyond the standard 
check-out time.

11. Luggage Storage: A service that allows guests to store their 
bags after check-out if they have a later departure.

12. Feedback: Guest comments or reviews regarding their stay, 
often collected during check-out.
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Here are some example sentences you might use or hear during check-

out at a hotel:

1. "I’d like to check out, please."

2."Could you please provide your room key?"

3. "Here’s your bill; let me know if you have any questions about the 

charges."

4. "I’d like to settle my bill with a credit card."

5. "Do you offer express check-out?"

6. "Can I request a late check-out?"

7. "Thank you for your stay! We hope to see you again."

8. "I’ll need to store my luggage for a few hours after check-out."

9. "Could I get a receipt for my payment?"

10. "I’d like to leave some feedback about my stay."
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 END 



No. Dokumen : 4FM-DP40101 Revisi : 00 Tanggal Berlaku : 07 April 2021



No. Dokumen : 4FM-DP40101 Revisi : 00 Tanggal Berlaku : 07 April 2021

Thank You


