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The scope of this instruction is to recognize the natal day of each employee, to make each employee
feel that they are remembered and to uplift the employee's morale.
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1- Monthly birthday list is prepared and corresponding birthday cards are printed with their first name.
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2- The birthday cards are circulated to all Department Heads for signature or greetings. Lastly, it is
forwarded to the General Manager / Executive Office for signature or remarks.
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3- The cards are traced then to their birth date and the card is handed over to the employee by the
Human Resources Manager.
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N.B. Cost of the card and the envelop is $2.00
HE: AR RNER A ZS 2.0036 70

1
The largest FREE resource tool for young hoteliers and seasoned professionals

©2017 INNARCHIVE.COM



