


 
 
Guidelines to Completion of the Check Lists 
 
Principal controls in different areas of the hotel are assessed under the various sections of the questionnaire, department heads should refer to the appropriate 
OSM sections where indicated. 
 

Current Practice Reply Remedial Action Plan (Form B) for completion? 
Where there is full compliance to SOP 
requirements (which also includes 
those areas of non-compliance for 
which “Deviations from SOP” have 
been granted by Head Office). 
 

Yes Not required 

Where alternative controls exist but 
without formal “Deviation from SOP” 
granted by Head Office. 
 
 
 

No (alternative Controls 
in place) 

Yes – to explain the reason for alternative controls 
and reason for not applying for deviation approval 
from Head Office. 

Where there is partial or non-
compliance to SOP requirements 
 
 
 
 

No (follow Up Action 
Required) 

Yes – with identical weaknesses, detailed practical 
suggestions (for additional procedures or processes) 
should be indicated to strengthen these control 
areas. This includes specifying actions, identifying 
personnel responsible for implementation and when 
the action is to be implemented. 

 
It is important that the completed questionnaire reflect what is actually happening and not what should be happening. It is therefore necessary to ensure a “true 
view” is reflected when completing the questionnaire. Weak controls and non-compliance need to be identified in order that they are effectively remedied. 
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GENERAL COMMENTS: 
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