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Objective H ¥

To ensure that there are adequate controls so that the Business Center revenues are maximized.
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. When a guest requests a facsimile, long distance call, photocopy, typing, secretarial service in the Business
Center, the Business Center/ Guest Service Agent is responsible to fill out the Business Center Charges
Voucher (Miscellaneous Charges Voucher) immediately after the services has been rendered and posted it
into the Guest Ledger. The “Charges Voucher” should be batched at the end of the shift together with the
batch summary report printed out from the PMS and then be forwarded to the Front Office Guest Service
Agent for filling.
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. Prior to filing, the Front Office/ Guest Service Agent is required to verify that the posting has been correctly
inputted by the Business Center/ Guest Service Agent.
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« Inthe event of cash sales, the Business Center Guest Service Agent will post the transaction into a ‘Business
Center’ Permanent Folio and pass the cash receipts to the guest. At the end of the shift, the cash collected is
to be enclosed in the Cashier’s Remittance Envelope and deposited into the Drop Safe.
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« A Batch Summary Report should also be printed out from the PMS by the Business Center/ Guest Service
Agent promptly according to the Charge Voucher in sequence before the Business Center is closed. This
Report should be forwarded to the Income Auditor for verification against the Charge Voucher to ensure the
accuracy to the charges in Guest Ledger.
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« In case of cancellation, a “Rebate Voucher” has to be prepared by the Business Center Guest Service Agent
and approved by the Front Office Manager or Assistant Manager before forwarding to the Front Office Guest
Service Agent for posting.
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« The Batch Summary Report and Charge Vouchers have to be checked by the Income Auditor and are
registered in the folder.
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« The Income Auditor is responsible to spot check the Business Center Voucher on accuracy, evidenced by
his/her signature on the “Charge Voucher”. Any difference or omission should be immediately informed to
the Front Office Manager for further investigation.
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