CODE: 05.01.018

RESOURCE LIBRARY — ACCOUNTING

Monthly Aging Report EDITION: 1

PAGE 10F1

Objective H ¥

The monthly Accounts Aging Report measures the Hotel’s performance in timely collection of accounts, and helps
to identify and highlight problem accounts and issues to be resolved.
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Policy F2 /%

. Debtors’ names must be reflected into its respective grouping — Corporate, Government, Local Travel
Agents, Foreign Travel Agents, Banquets, Airlines, Employee Ledger, etc.
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. Aging of debtors should be categorized as follow:
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Current 1-30 days from date of invoices
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30 Days 31 to 60 days from date of invoices
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60 Days 61 to 90 days from date of invoices
60K I kAR H S 61-90°K

90 Days 91 to 120 days from date of invoices
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120 & above 121 days above from date of invoices
120Kk ) UL | MK H AR A TR 120 R K AR

« Unidentified payments and unutilized advance deposits cannot be credited to the receivable accounts to
reduce the balance as this will distort the overall outstanding receivables.
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. Overall total of the detailed receivables must reconcile to the General Ledger.
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« The Credit Committee, consisting of the General Manager, Resident Manager, Director of Finance &
Controlling, Financial Controller, Sales & Marketing Director, Sales Managers, Front Office Manager, Food
and Beverage Operation Manager, Banquet Manager and Accounts Receivable Supervisor, will meet at least
once a month to discuss the credit rating of all outstanding accounts, using the Accounts Ageing Report as a
tool. Minutes of the meeting will list actions to be taken. The minutes will be filed in the Director of Finance
Office.
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