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Objective H

Mini Bar Par Stock: Par Stock level should be set up in every floor in a specially made cabinet with lock and
controlled by the Floor Supervisor. The Par is to be replenished on a weekly basis.
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Policy B3R

. The Room Attendants have to check the guest’s consumption every morning while making up the room.
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« The Room Attendant is responsible to complete the Mini Bar Vouchers and Mini-Bar Check List immediately
(if hotel’s Call Accounting System has Mini Bar input function, the Attendant also needs input consumption
items to PMS through the telephone system).
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. To forward the Mini Bar Voucher to the Housekeeping Clerk for justification with guests. After being batched
together at the end of shift the Housekeeping Clerk will forward the 3rd copy of the Mini Bar Voucher to
Front Office/ Service Agent to insert the voucher into the Guest folder.
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. The Room Attendant should pass the Mini-Bar Check List to the Supervisor at the end of shift for
replenishment of stock.
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. After replenishment, copy of the Mini Bar Check Lists should then be passed to the Night Guest Service
Agent for reconciling with the computer. Any discrepancy with the Vouchers should thenbe adjusted in the
Guest Ledger.
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. After the verification by the Night Auditor, Guest Service Agent and the Income Auditor, all the Mini Bar
Check Lists are then passed to the Cost Controller.
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« On a weekly basis, a summary should be prepared by the Cost Controller, which is verified against the
Beverage Requisition prepared by the Housekeeping for replenishing the Floor Supervisor’s cabinets.
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The Cost Controller checking the Mini Bar Check list will prepare a Potential Sales analysis. Any major
discrepancy with actual sale should be immediately investigated.
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Usually, an Expected Check - Out List can be generated in the Property Management System by the
Housekeeping Department. The Room Attendant should check the Mini Bars of these expected checkout
rooms first to avoid loss.
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Upon the guest check out, the Guest Service Agent should immediately inform the Room Attendant for Mini
Bar check. In addition, the Front Office should also ask the guests if they have consumed the Mini Bar. Most
of the times, the guest’s words are taken in good faith. The quantities of the Mini Bar consumed as stated by
the guest can usually be taken for granted and a Mini Bar Voucher can be prepared at the Guest Service
Agent and posted to the folio accordingly. This would smooth the check out process.
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Should it come to a late charge of a guest’s credit card, the Account Receivable Supervisor has to attend the
Guest’s folio and inform the guest in writing of the late charge to avoid any future dispute with guests or the
Credit Card Company.
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