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PURPOSE H I

To ensure that cashier’s due backs are properly carried out.
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POLICY FEFF

The Cashier will enter the date and amount on both the Cashier’s copy and the File copy of the Due-Back
Receipt.
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The Cashier will then sign only the Cashier’s copy, which will be included with his / her cash to bring the total
to the approved house fund.
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The File copy, together with the other currency must be deposited in the hotel “Drop” safe at the end of the
shift. The Due-Back amount should be listed in the Cashier Deposit Envelope.
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The following day, the General Cashier will reimburse the money to the concerned Cashier in accordance to
the Due-Back Receipt.

VPR T RARYE % Y b 4 WSO AR AR SRR

The Cashier will sign the File copy of the Due-Back Receipt, acknowledging receipt of the cash
reimbursement. Following this signature, the Cashier’s copy of the Due-Back Receipt should be destroyed.
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The General Cashier will sign on the General Cashier’s signature line of the file copy on the Due-Back Receipt,
and attaches the copy to the General Cashiers Report for filing.
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