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Objective H ¥

To establish the policy for handling Credit Card Cash Advance.
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Policy F2 /%

Cash advance by Credit Card is to be treated on a case to case basis. The authority to approve cash pay-out may
be delegated to the following executives:
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Authority Limits ApprovalstX B & fit:

- ¥3,001.00 and above Director of Finance & Controlling.
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- ¥3,000.00 and below Front Office Manager.
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- ¥500.00 and below F.O. Assistant Managers.
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« Upon guest's request for cash advance, Front Office reception shall prepare paid out and miscellaneous
debit vouchers in duplicate. The following must be recorded:
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Date H #{
Name of Payee (Guest) SIEk NE# (BN

Description #ifiit
Amount &40
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« A 5% surcharge shall be levied on all cash advance.
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« Imprint payee's credit card and. record total (cash paid-out + 5%surcharge) on charge voucher.
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« Obtain approval from credit card authorization center.
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« Present paid-out voucher, miscellaneous debit voucher and credit card charge voucher to guest for
signature.
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