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Objective H ¥

The “Early Bird Report” is a summary of revenues of the Hotel for the day and it is the Income Audit Accountant’s
responsibility to ensure that the daily and cumulative revenues are reported accurately and on a timely basis.
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Policy F2 /%

« Daily, the Income Audit Accountant is required to complete the Daily Hotel Report-Input Forms.

H WO B T 5 258 AP T H 3R 1 A 1

« The sources of information for the completion of Forms is as follows:
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INCOMEUR A SOURCERJR

Rooms 5 [f] Daily Morning Rooms Report &} H /55 45 -4l
S/Charge(Room) [ftnsk C(f5a]) Transaction Totals Report3 5 = &4l 3
Telephone 1 Transaction Totals ReportZ % j& Ailfit 3=
Laundry & Valet 4K Transaction Totals ReportZ &) s &l %
Spa/KJT Transaction Totals Report® % j=t Aiifit 3%
Business Center s 45 A1 0> Control SheetfZ #ill#lk %

Transportation 4=\ Transaction Totals Report3Z 5 M &4k &

Shop Rentalsf& 7l 4 Pro-rated based Rental Scheduleff 55 1%l
on Monthly Shop
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Currency Exchange#h i i, ¥t General Cashier’s Daily Report/st Hi 44 H R 3%
Other Operating Revenue At E VI | Tobacco Sales & Miscellaneous 7 JH 44 8 f HAth
Room Count 7%} Daily Morning Rooms Report®f H 5555 5.4k
Special Rate Room#F1/1 5 Daily Morning Rooms Report®f H 57555 54
Food & Beverage Sales& 1R 4 & Food & Beverage Daily Report& ik H k%

« Input related to Executive Assistant Manager (F&B) Costs and No. of Food Covers are completed by the Food
and Beverage Controller.
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« The Income Audit Accountant must check the Early Bird Report to ensure that it has been produced
correctly. Any errors must be corrected.
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. The Early Bird Report will be distributed to:
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- General Manager &\ 22 #

- Resident Manager%t )5 5 Fil

- Executive Assistant Manager(RM){T I & (&R G #HE. [HEEEAD
- Executive Assistant Manager (F&B) f7IEE|L (EER. TR, %)
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Director of Financell} 45 5

Deputy Financial Controller/tf 45 &l & W
Financial Controller 4 4512 & Rl & I
Executive HousekeeperfT BUE &

Front Office Managerfij /7 & F

Director of Sales and Marketing 117 3% #H 5 1.

Executive Chef{T &L B

2
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Food & Beverage Operation Manager&Xiz & 4 1
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