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Objective H ¥

The usage of long distance call (domestic & overseas) facilities should be properly controlled to ensure that these
facilities are used solely for business purpose. Any personal calls should be identified and paid by the individual
concerned. Henceforth, the integrity of all individuals is highly regarded.
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Policy &%

. All administrative telephone lines should be given IDD/DDD access based on seniority and/or job necessity.
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« The Director of Rooms/Front Office Manager should draw up the checklist of all administrative lines for the
General Manager’s approval.
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« This list should be reviewed from time to time.
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« At the end of each day, a telephone print out is distributed to all relevant Department Heads to be verified,
indicating the name of the receiver and company, evidenced by his / her signature and returned to the
Income Auditor for filing.
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« Should such copies not be returned to the Finance Department promptly, the Finance Department has the
liberty to charge the full cost to the Department Head concerned.
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« Should there be any personal charges indicated, the Income Auditor will make a copy to the Accounts
Receivable to charge the individual’s city-ledger account, which is to be settled at the end of each month.
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. Inthe event that the caller does not have access, but requires the operator to assist in the call, the operator
on duty must first obtain permission from the relevant department head.(Or fill out an application form
Approved by the Department head)
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« This printed out permission of the call should be forwarded subsequently to the department head for initial
to acknowledge approval.
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