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PURPOSE H I

To ensure an adequate control of flower arrangements.
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According to the need of the hotel, a list of permanent location of flower arrangements, such as flowers
displayed at the reception counter and F&B outlets etc. should be pre-approved by the General Manager.
This required quantity will be ordered from a pre-selected flower supplier monthly.
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Any additional order of flowers, such as for VIP guests, or for banquet requirement etc should be done with
a Flower Request form. This form should be filled out by the requested department and submitted to the
Housekeeping Department for ordering well in advance (especially large quantity) to avoid increase of flower
cost. For each order (per event) larger than CNY500, the Flower Request must be approved by the DOFC,
DGM and GM.
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At the end of the month, the Executive Housekeeper needs to prepare a Flower Consumption Report by
department and by outlet. He/she submits the report together with a copy of the flower requests to the
Finance Department for further action.
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