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PURPOSE H I

To establish internal controls that will insure the protection of the hotels cash funds. The Hotel Director of
Finance and Controlling (DOFC) has overall responsibility for the implementation and compliance on a
continuing basis.
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POLICY FEFF

A "House Bank Contract" (see attached) is to be obtained from each employee to whom a house bank is issued.
The form should comply with local legal requirements and has therefore to be modified as required by each
individual hotel.

B Pl 4 B A7 2 Fh RO B 26 < 03 RSB IR o 126 [) I S 22 IR P SR T AR 45 5 i 1)
BORATIES

The following steps are to be observed in the control of house bank funds:
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« A House Bank Contract will be completed by the General Cashier as acknowledgement of acceptance of the
full amount of house funds as reflected in the General Ledger. The contract has to be signed by the General
Cashier and the recipient, and approved by the DOFC.
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« The General Cashier will be responsible for obtaining a completed House Bank Contract from each employee
to whom house funds have been issued.
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« If a particular house bank amount is authorized to be increased or decreased, a new House Bank Contract is
to be completed. At no time are any alterations to be made on a House Bank Contract.
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« The record of all floats will be kept by the General Cashier; at month end reconciliation to the General
Ledger has to be performed.
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PROTECTION OF HOUSE FUNDS
-k

. Each employee to whom a house bank is issued is to be assigned a safe deposit box for its safe storage.
There is only one key for the safe deposit box and the holder is responsible for securing this key personally
and it should not be released to anyone else.
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The General Cashier's office has to be secured as well as the general safe. The combination to the safe is to
be reset at the time of all General Cashier personnel changes.
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House floats may not contain personal checks of any employee, or paid out voucher for private purposes
"lIoU".
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HOUSE BANK COUNT
B R

It is mandatory that the General Cashier's bank, and at least 60% of all other house banks be counted on a
monthly basis. The total amount of all house banks must agree with or be reconciled to the monthly general
ledger house bank account.
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The count should be recorded on a standard form. The completed bank count forms are to be kept with the
General Cashier, any over- or shortages have to be recorded on these forms. Both the Cashier as well as the
person who checked the float has to sign for the correctness of the results. Any shortages have to be paid by
the individual float holder, overages have to be submitted to the General Cashier which has to account for
this money.
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House Bank Contract
ZHE&EH
Date H#:
| hereby acknowledge receipt of cash in the amount of CNY hereinafter referred to as the "bank",

from my employer Bavaria Hotel XXX, which | am to use in performing my duties as a cashier. By accepting said
bank, | do hereby agree to as follows:
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1. To be responsible for the safekeeping of said bank, returning it in its entirety upon the request of my
employer or when my employment terminates.
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2. To keep said bank at all times (when not in use) in a safe deposit box assigned to me and to guard the key
there to carefully, keeping the key in my personal possession at all times.
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3. That the funds of said bank at all times remain the property of my employer, and to utilize the funds only in
the performance of my duties as a cashier and to not combine, mix, or confuse said funds with any funds of
my own or use them for my personal purposes.
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4. To permit auditing of said bank at any time by the hotel Director of Finance and Controlling, or his/her
representative, or other duly authorized designated personnel, and to pay any shortage discovered by such
audit immediately upon demand of my employer.
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5. Not to transfer or deliver said bank or any part thereof to anyone unless authorized in writing by the hotel
Director of Finance and Controlling.
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6. To submit a daily report as to the condition of said bank to the accounting department.
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7. To comply with all rules and regulations concerning the bank as may be established by me employer from
time to time.
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General cashier . 4144 Receiver’'s Name (Print) Sk N ik4 (FTEIF)D
Signed 2 Position B :
Safe Deposit Box No. fRf&F 5% Date H IH:
Issue approval ki (Hotel DOFCI I It 45 2 %)
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