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POLICY STATEMENT/BUE 5 B
Any hotel properties being taken out of hotel are to be recorded and follow-up with Official Gate Pass
Documentation.
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PURPOSE/ H ]

The purpose of these policies is to protect the hotel properties from being missing or taken by staff
intentionally. With the proper documentation, these will also assist the security department should
there is any guest complaint of theft cases in the room.
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PROCEDURE/TEFF

1. Any hotel properties being taken out of the hotel has to be submitted the Official Gate Pass Form
issued by Department Head or the Assistant.
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2. Official Gate Pass has to be issued in duplicate (photocopy). Item being taken out should be spelt out
in the column provided. All copies must be signed by the authorized department head concern.
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3. Erasures, alterations and cancellation shall render them invalid and may subject the holder to
investigations.
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4. Should any Authorization issued by the department not having proper documentation control or
being removed shall not be recognized and be treated as invalid, e.g. Official Gate Pass Form issued by
Engineering for property under control of Food & Beverage.
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5. Anyone whether private individuals or contractors or staff removing hotel properties must submit the
Official Gate Pass Form to the Security Personnel for checking. When all details or the particulars are
tally, the Security Personnel on duty shall sign, time and date on both copies. The first copy will
accompany the items whereby the second copy kept by security for references.
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6. All activities of loading the hotel property to the transport only permitted at the receiving area. This is
for control measures by purchasing / receiving department and checking by the Security Personnel.
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7. Staff should cooperate with the security guard on duty to check their belongings actively when he or
she enter or leave hotel. Anyone who found didn’t assist in checking, disciplinary action will be taken
according to hotel regulation.
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8. When staff bring properties leaving hotel, which are not daily used personnel belongings, should get
the permission of their division heads as well as fill out the Gate Pass Form. The security guard on duty
has the right to check and confirm, if necessary, the Gate Pass Form should have DGM or GM’s sign and
approval.
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9. An authorization also is needed by the staffs who wish to take out of the following:-
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» Gifts from guest or from the hotel.
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» Unclaimed properties issued by Housekeeping Department
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» Loans items.
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» Hotel property officially given to them.
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» Payment receipt and invoice must be offered while buying some hotel properties.
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10. Any food and drinks are not permitted to take out of hotel.
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11. The policy will effective from the date of General Manager’s sign and approval.
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