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Objective H ¥

To ensure that all commissions are properly proceeded.
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Policy F2 /%
ACCOUNTS RECEIVABLE SECTION [/ /¢ %5

« A/R Officer will submit to General Ledger Section the outstanding travel agent commission for the month
based on the travel agent commission report.
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« A/R Officer must keep track of any payment made during the month by stamping “PAID” against the travel
agent in the travel agent commission report.
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« For those commissions not captured in the system but paid to the travel agent during the month, the
information must also be recorded in order to determine the accuracy of the T/A Commission Report for
future months.
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. A/R Officer will monitor the accuracy of this report verses the weekly report from the Reservation Manager.
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« When cheque requesting, point 7 & 8 are to be noted.
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GENERAL LEDGER SECTION & i35

. Based on point 1, the commission for the month is accrued.
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« The previous month provision is reversed out
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ACCOUNTS PAYABLE SECTION VA 55

. All Payment are charged directly to the expenses account:

P A SR ELC A STk H

1
The largest FREE resource tool for young hoteliers and seasoned professionals

©2017 INNARCHIVE.COM



CODE: 05.01.016

RESOURCE LIBRARY — ACCOUNTING

Travel Agent Commission EDITION: 1

PAGE 20F2

Dr Comm — Travel Agents f&: {14 —ig T4t
Cr Creditors — Travel Agent Co. B%: AT - 1T 412 5] 44 FK

« When making the payments:
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« The month relating to the commission paid should be indicated in the description of payment for
reconciliation purposes.
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