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Objective H ¥
To ensure that room revenue is properly accounted and rebates are given only for genuine reasons.
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Policy B3R

1.

2.

POSTING OF ROOM CHARGE % #i3t ik

Regardless the rate packaging, all inclusive elements such as surcharge charge, tax, breakfast, welcome
drink, etc. should be taken out in the gross Room Charge. Then the Room Charge should be posted to the
guests account.
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Apart from day used rooms, all room charges will be posted separately with surchargeand tax by PMS during
the Day End Closing. Day rates could be entered into the guest account handledby the Cashier upon guest
check-out. Consequently this transaction should be supported by a “Day Rate Slip” issued by the Front
Office.
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DAY USE, LATE CHECK OUT & EARLY CHECK IN H Fi 55, 3EiEB B &R EIALE

The followings activities will be defined as Day Use, Late Check Out and Early Check In:
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Day Use: only for new guest (means non in-house guest) if stay hotel within 6 hours.
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Late Check Out: only for in-house guests, late check-out can be only given within 6 hours.
(12:00pm — 6:00pm).
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Early Check-in: guest after day end close and before 6:00am check in.
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When handling such check-out, the Front Office/ Guest Service Agent should inform the Assistant Manager

for confirmation of charge of day use. By then the Assistant Manager should determine to charge or not.
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A Day Rate Slip in triplicate copies will be opened by the Assistant Manager and forwarded to the Front

Office Guest Service Agent for posting to the guest account. However, the guest should be informed and to
confirm such charge by him/ her. The distributions of the Day Rate Slip will be as follows.
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= 1 Copy - To be retained by guest& — k1% A
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= 2" Copy - To be kept in guest folio 2f - HcAE N2 A JIK H.
= 3 Copy - To be submitted to Income Auditor 2§ = B3 RN 5 it

Normally, it should be a routine procedure that the Due-Out rooms to be called, practically before 12:00 by
the Reception staff for confirmation of check-out time or extension of stay. When it is done, the Assistant
Manager should determine whether the charge will be and regardless the decision, Day RateSlip for each
late check-out room should be opened.
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A separate department key in the Hotel System namely “Day Use Rate” should be built in order to segregate
the transactions from the regular Room Charge.
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Day use room should be counted as one room night in computation of occupancy.
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COMPLEMENTARY 4 3% 5

Any free room granted for business will be defined as Complimentary and should be subject to General
Manager’s prior approvalor Director of Finance and Controllingin his absence.
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A Complimentary Room Request in triplicate copies should be raised by the requesting person and forward
to the General Manager for approval. The distributions of the Complimentary Room Request will be as
follows.
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= 1% Copy - To be forwarded to Front Office 5 — A2 25 il JT 36
= 2" Copy - To be forwarded to Reservation Dept &5 HAZ 25 Fili]
= 3" Copy - To be retained by the Income Auditor 2 =1 FHU N 5 1+ £ B4

For group complimentary, the Request could be exempted but it should be written in the Group Order
prepared by the Sales Department. The Income Auditor should verify daily on the accuracy of the rooms
granted against the Sales Contracts / Agreements made. Any discrepancy found should be reported to
Director of Finance and Controllingand General Manager.
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The approved Request will be forwarded to the Reservation Department for reservation. Upon guest arrival,
the original copy of the Request will be attached with the Guest Registration Card, Consecutively the 3rd
copy will be forwarded to the Income Auditor for verification against the Complimentary Room Report.
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4. ROOM REBATE Ji # U4

« Any dispute or discount on room charge due to carelessness, guest complaint and other reasons, the Room
Rebate Voucher should be raised with the following information.
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- Date of rebate 71 H

- Room number 555

- Guest name Z A4

- Reasons of rebate 1 5 [A]

- Period incurred &4 )3 A]

- Deduction amount entered separately for room, surcharge and tax 55 2%« R 5% 3 FlAA 32 .0 FF i sk

. The following designated personnel are authorized to approve Rebates in accordance with their approval
limits
DA A2 SR rh sk iR N G S A PR
DESIGNATION75EA & APPROVAL LIMIT #E4XIR

General ManagerS1 22 ¥

Executive Assistant Manager (RM) RMB500&above
ITBES (BB G AR 50070 &L E
Director of Finance I} 45 &1

Front Office Manager Hij [T 4 ¥ } RMB 500 & below
Manager on Duty 17 BU{H JE £ # AN R M5007C % AR
Duty Manager {H ¥t £ 3 } RMB200 & below
Front Desk Supervisor §j &5 £ AR 20076 & BAR

. For ease of operation, rebates exceeding the respective limits can be initially approved only by the Manager
on duty / Front Office Manager at Front Office and thereafter countersigned by the appropriate personnel
mentioned above.
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« The Income Auditor will review the Rebate Voucher on the next working day. After being checked, it will be
forwarded to the Director of Finance and Controlling and General Manager for further approval.
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