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OBJECTIVE H I:
e To clarify the entitlement and maintenance requirements for the Manager’s car.
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APPLICATION RM.H:
This policy applies to General Managers of all hotel properties. In large properties, a car for the Resident
Manager is also provided.
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STATEMENT OF POLICY
BORF B

1. General Managers are entitled to a company car for both business and personal use.

A BERL, 2B A B A R 24

2. The car type should be a four-door sedan. This excludes models such as four wheel drives, hatchbacks, or
sports cars.
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3. The selection of the car has to be approved in advance by the Head Office. The budget allocated will take
into account factors such as hotel size, financial results and owner’s expectations.
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4. It is against company policy to obtain the managers car on a barter agreement with the tenant of the hotel’s
car rental desk. However, a hotel bus may be negotiated as part of the car rental barter agreement. Head
Office must approve all car rental desk/office contracts in advance.
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5. The car is to be driven by the General Manager himself. A driver is not to be allocated to chauffer the
Manager around.
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6. The vehicle is to be well maintained and regularly serviced. The cost of insurance, maintenance and fuel may
be charged to the operation.
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7. Maintenance costs in excess of $550(CNY3,500) over a period of 30 days would require approval from the
Head Office.
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8. The Manager’s car should serve for a minimum period of five years. 30 days before the car’s fifth
anniversary, an FF&E purchase request may be submitted for approval (making sure it has already been
budgeted for).
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9. Prior to obtaining the new car, arrangements must be made to sell the old car. The old car must be sold

within a maximum of two weeks from the date the new car is purchased
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