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OBIJECTIVE:
B B
e To ensure the required company procedure is followed with regards to contracts for services, facilities and
supplies.
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APPLICATION:

KiF

This policy applies to all contracts including leases which the hotel is party to, irrespective of whether the hotel is
buyer, seller, lessee or lessor.
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This policy does not apply to contracts for a routine operating transaction such as banquet, tour booking or
purchase/replenishment of store items.

PEBCRAER T H W e 5 G RGNS RFHT S RBGE RE. St ba R

Examples of service contracts supplied to the hotel that the Statement of Policy overleaf applies to be:
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e Rental agreements including outside storage etc.
TIPS 5 H5 RAFAESE

e Contract cleaning

EEaE

e Qutside laundry
HMELEEA

e Maintenance contracts
Yz & A

e Landscaping contracts (interior/exterior)
SOMEWE R C(HER/AMTD
e Purchase commitments
Ryt
e Advertising
I
e Staff Housing
T TAEE
e Barter agreements
% 54 [F
e Entertainers / artists
SNIERFK
e Cars/hotel vehicles
RE/N)EZE TR
Examples of service contracts supplied by the hotel that this policy also applies to be:
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e Shops, concessions, offices
R AP A E
e laundry
TR
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Contract catering

B

Showcases

JERHE

Long term leases / Airline crew contracts
KA 55 & R /T 26 141 A& 7]

Special events (Exhibitions/Conventions etc.)
Frpket oy (RWS /RS

STATEMENT OF POLICY

BURF B

1.

Three written quotations are a pre-requisite to the selection of a supplier of services to the hotel. The
guotations must be sought from reputable suppliers, where possible collaboration with a sister hotel is
encouraged as it may give stronger bargaining power.
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It is strictly against company policy to engage or give preference to suppliers of contracts on the basis of
friendship or family relations.
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The preferred choice of supplier is not to be determined on the basis of price only, the cheapest be the
most expensive in the long-term. Quality, reliability and reliability and flexibility must be also be taken
into account when selecting a supplier.
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In all cases the preferred supplier’s first quote should not be accepted without determined negotiations
taking place.
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The selection of suppliers must be made by the General Manager and should not be delegated to
Department Heads.
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Terms and conditions must be carefully studied in conjunction with the Controller before signing,
particularly clauses regarding price changes and renewals.
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Copies of all contracts must be carefully filed and retained by the Controller who is required to review
them annually.
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Any new contract being entered into whether supplied to the hotel or by the hotel, each single contract
with the value of more than CNY50,000 will require the prior approval of owner
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Accepting commission from a supplier will be viewed by the company as a bribe and treated very
seriously, as such it will warrant summary dismissal.
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