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Objective H ¥

To establish a policy to ensure a verification of hotel revenue.
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Policy &%

Those departments in the hotel which generate revenue are:
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- Rooms/)5 558

- Food & Beverage &R
- TelephoneHi1f 55

- Laundry & Valet 4K 5

- Spa/KJrHL

- Business Centref& 45 10>
- TransportationZ-FA

- KioskFEi 17

- Other Room JAth

REVENUE A

Daily the Revenue Audit Accountant must carry out the following validation procedures for room revenue.
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The Room Revenue Report and the total room revenue recorded on the Transaction Total Report have to be
consistent.
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Verify the Room Revenue Report with the Housekeeper Report of Room Status to ensure that all occupied
and clean rooms earn revenue.
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Other than complimentary rooms, all occupied rooms must show a room rate on the Room Revenue Report.
Any discrepancy must be investigated and the findings noted on the Housekeeper Report.
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Check that complimentary rooms (i.e. those rooms with “zero” room rate) shown on the Room Revenue
Report agrees with the Complementary Room Report and the Daily Morning Room Report.
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The complimentary rooms must be supported by the Complementary Room Request Form and the Income
Audit Accountant must reconcile the Complementary Room Report to the Complementary Room Request
Form and verify that they have been approved by the General Manager.
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All rebates given for rooms are recorded on the Daily Morning Room Report must be checked to the Rebates
Voucher. The Income Audit Accountant must also review the reasons for the rebates and any unusual
rebates given should be highlighted to the Director of Finance and Controlling.
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On the Daily Morning Room Report, the Income Audit Accountant must also check the calculation of the
Average Transient Rate(ATR) and the Occupancy % by applying the formulae below.
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TOTAL DAILY ROOM REVENUE %2 H /3 3 B A

ATR-PLE F =
TOTAL DAILY ROOMS %% [ & 24
TOTAL OCCUPIED ROOMS & 4 /5 /3
(PLUS COMPLIMENTARY ROOMS £475 % # /%)
OCCUPANCY% N {£3 =
TOTAL AVAILABLE ROOMS A] /5 2.5 4
GUEST CHARGES Z N #/H

These are charged occurring by in house guests for rooms and other charges. Other charges could be
incurred at the Food & Beverage outlets, Business Center or any of the other operating departments. The
charges are posted to the guest’s folio by the Front-office Cashier and these postings are printed daily, on
the Transaction Totals Report.
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The Transaction Totals Report also includes the Collections from those guests who have checked out and the
net balance would be the amounts incurred by in-house guests.
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The Income Audit Accountant must ensure that the Total Year-To-Date balance shown on the Transaction
Totals Report agrees with the Detail Guest Balance Report and Guest Trial Balance Report.
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The Income Audit Accountant must review in detail the Guest Balance Report to ensure that all guest folios
under “Reservation” status should not have any charges posted to these accounts. Sometimes, charges may
have been posted to such folio accounts due to special billing instructions, and the Revenue Accountant
must ascertain whether the charges have been posted correctly.
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The income Audit Accountant must also check the following amounts posted to the Transaction Totals Report:
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PAID OUT 35 4

These are cash amounts paid out by the Front Office Cashier on behalf of the guest- e.g. taxi fares. The guest
would sign the Paid out Voucher and these are posted under transaction code, on the Transaction Totals
Report.
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The Income Audit accountant must agree the total shown under transaction code is the amount on the Paid
Out vouchers. The Paid Out vouchers must also be reviewed to ensure that they have been properly
approved by the Front office Manager/Assistant Manager. All amounts exceeding RMB500.00 must be
approved by the Director of Finance and Controlling.
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All Paid out Vouchers must be reviewed by the Director ofFinance or Deputy Financial Controller the
following day.
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REBATEJ# 4

These refer to rebates given for charges which have been posted to guest folios but are disputed by the
guests. Rebates are given through Rebate Vouchers and posted under the respective transaction code. The
Income Audit Accountant must agree the total shown on the Transaction Totals Report to the Rebate
vouchers.
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BUSINESS CENTER Zj45 534

The amount posted to transaction code 49 is agreed to the total shown under “guest” column on the
Business Center Guest Check Sheet Control Sheet submitted by the cashier.

AR5 49 57 (1 AU 55 WAUHR B3 GE T IR 55 O SR i R P N IR B R et — 3

ADVANCED DEPOSIT Fi /1 #7&

For advance deposits, the total must be according to the General Daily Cashiers Daily Report. In addition, the
Income Audit Accountant must refer to the Posting Journal to ensure that all entries are credit entries. Any
debit entries must be investigated and subsequently adjusted.
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PAID 35 ff

= On the Transaction Totals Report is the total cash collected by the Front office Cashier. This amount must be
checked to the General Cashiers daily report.

X Gy w G B S O RT T AR N R ST I R . X — B AR 4 A R gl R AT A%
F&B CHECKS &k #

= The Income Audit Accountant must also agree the amounts posted (the Food &Beverage checks) to the Food
& Beverage Daly Report via the (F&B) Discrepancy Report on Guest Checks prepared by Night Auditor.
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TELEPHONE 315 %

= All telephone charges posted via transaction codes must be according to the telephone (IDD) Charge
Voucher
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= The total posted to transaction code 42 which relate to operator-assisted calls must be agreed to the Long
Distance Call Traffic Sheet.
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LAUNDRY VALET Y4 2

= The total of Transition Codes must be according to the House Guests Laundry & Valet Sales Report prepared
by the Laundry Department.
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= Any discrepancies arising from the above reconciliation have to be investigated and the findings recorded by
the Income Audit Accountant on the Transaction Totals Report.
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