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Objective H ¥

To ensure that proper room rates are used and occupied rooms generate revenue for the hotel.
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Policy F2 /%

1. AUTHORIZED RATE CONTROLEM B AL 1]

= The General Manager will provide a written room rate structure to the Sales Department and the Front
Office with a copy to the Director of Finance and Controlling.
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= All categories of room rates and rate codes must be documented, approved by the Director of Sales &
Marketing and General Manager before being loaded into the hotel’s PMS and reservation system including
Sales and Catering system.
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= Room rates and rate codes are to be inputted by Reservationists based on the approved rateand code
structure.
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= Income Auditor will use the signed agent/corporate contracts to check against the room rates/codes
inputted by Reservationists. Once verified correct, the Income Auditor is required to initial the contract to
evidence the review and filed for reference.
YN B TR AR 2T BIRAT #L/ A w1 A R R A MRS AT A . — Bz,
N#H AL S A L2 il C i B R AR L% 2%

= Should there be any discrepancy found during the review, the Income Auditor must immediately notify the
Director of Finance and Controlling for further action. However, all findings must be documented and filed
for future reference.
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= Every night, the Night Duty Manager is responsible to check the Room Rate Report, which can be obtained
from the computer system before room rate posting, to ensure that all the rooms are charged at the correct
rate, evidenced by his signature on the room rate report. Any discrepancy should immediately follow up and
report in writing to the General Manager and Director of Finance and Controlling.
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= The room rate report must contain the following information:
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- Occupied room numberfEff 5 5
- Guest name & A4
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- Authorized rack rate [ ]}

- Actual room rate charged SZFRFE

- Room rate variance 51t Z il

- Source of reservation (company name, travel agent etc.)Fili] SRIF(E S (AT LR, iATHEE

After the Night Duty Manager performs the checking, the Room Rate Report will be further reviewed and
verified by the Income Auditor and Revenue Manager, evidenced by their signature on the Room Rate
Report.
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The Report will then be forwarded to the General Manager and Director of Finance and Controlling for their
approval, and is returned to the Income Auditor for filing.
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2. OCCUPANCY VERIFICATION 5 R HE

A Room Status (Discrepancy) Report will be printed out immediately after closing by the Night Duty Manager
for Housekeeping to update the actual room status, physically inspected by the Housekeeping staff on the
following day before 9:00 A.M.
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Any discrepancy between the computer status and actual room status should be notified by the
Housekeeping on the Room Status Report and forwarded to the Front Office Manager.

HUIN R GEH B S MK PR B S A AR E R, FHERNAE S (E57) R EhEFR T e

The Front Office Manager / Duty Asst. Manager will investigate the discrepancies and record the
explanations on the Room Status Report. Then sign and forward to the Income Auditor.
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The Income Auditor should review and verify the explanation given and action taken, evidenced by his
signature on the Room Status Report, before forwarding to the Director of Finance and Controlling and
General Manager for final approval.

TEAZR R B 55 5 M M A PR f Jm W LR, WSO B T R P B A% 22 S S R R SR B i i, A
RE (ER) R EZEFHIA

2
The largest FREE resource tool for young hoteliers and seasoned professionals

©2017 INNARCHIVE.COM



