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Policy: All correspondence should be filed accurately on daily basis.

BUR: BURMA IR HAFAY .

Goals: An organized filing system would help to work efficiently.

BAw: AR RS RETTE TAER .

StepsZ&:
Reservation OrderfjiE 5
» Reservation orders are filed according to the arrival date, separately to File Folder “Expected

nn

Individual””Expected Group””Cancelled Individual””Cancelled Group”.
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» For reservations which are amended many times, staple the most updated reservation on the top.
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» For cancelled reservation, staple the cancelled order together with the original reservation order, with
cancelled order on the top.
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Contract & [A]

»  File contracts alphabetically, separately to File Folder “Company””Travel Agency””3rd Party Website”
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Partnership GAE#HY
»  File partnership alphabetically; File Folder “Partnership”.
B A VRO SURYE 7 BEEA .

Miscellaneous(Memo, Promotion, Report) Hih
»  All files should be in alphabetical order.
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