
Labor Management Checklist
FOR GENERAL MANAGERS

Manage Time Cards
•	 Have all hours been captured?
•	 Are there any missing or unpaired punches?

Review Operational Data
•	 Were rooms sold and room revenue entered?
•	 Were housekeeping cleans entered?
•	 Was additional ops data entered?

Review Hotel Performance
•	 How did your hotel perform, compared to 

the labor plan? Did you win or lose?
•	 How was your housekeeping productivity?
•	 Is your hotel at risk for overtime?

Create Schedules
•	 Has the forecast been entered and approved?
•	 Where are your over- or understaffed based on 

forecasted plan hours?
•	 Has the schedule been published?

Managing labor is easy in Hotel Effectiveness. We do all the math for you!
Start using the checklist and our tools to manage your labor.

Complete My Training if you haven’t already done so.

Sign Up for Alerts
•	 Today’s Schedule
•	 Overtime Risk
•	 Weekly Labor Flash (Group)
•	 Room Attendant Productivity - Last 7 Days
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daily, 5 minutes

weekly, 15 minutes
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Email Alerts

https://my.hoteleffectiveness.com/app/my_training/MyTraining
https://my.hoteleffectiveness.com/app/options/setup-email-alert?alertID=kJlVewTJBXjmDZoI2YCiqg==
https://my.hoteleffectiveness.com/app/options/setup-email-alert?alertID=BBrUiwBBA8nMr5c4DtDAgg==
https://my.hoteleffectiveness.com/app/options/setup-email-alert?alertID=wTWnuVlOW2Ps60HJCVaBCA==
https://my.hoteleffectiveness.com/app/options/setup-email-alert?alertID=Wq7U68tG0G5hbxT/FoQNaw==

