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Objective H ¥

To ensure that there are adequate controls and that the Kiosk revenues are maximized.
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When a guest purchased an item in the Kiosk, the Kiosk Assistant is responsible to post the transaction
immediately into the Point of Sales (POS), which is interfaced with the Property Management System (PMS)
and settled according to the mode of payment.
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If the transaction is billed to the room, the 1st copy of the print out is to be forwarded to the Front Office/
Guest Service Agent. The Front Office/ Guest Service Agent is required to verify the signature and room no.
against the charge posted into the Guest Folio before inserting the voucher into the Guest folder. Should
there be any discrepancies, this should be immediately referred back to the Kiosk Assistant for clarification.
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At the end of the shift, the Kiosk Assistant has to print out the Sales Report from the POS and tally up with
her daily takings before the Kiosk is closed. This Report should be forwarded to the Night Guest Service
Agent for verification to ensure the accuracy to the Guest Ledger.
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A “Daily Kiosk Sales Report” should be prepared by the Kiosk Assistant at the end of his/her shift to
recapitulate all the items’ movements with the following information (if the POS system does not provide
these information).
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- Items names % & FK

- Opening balances of quantity >4 K&V Fi /755 &
- Requisitions from Store 4K &

- Quantities sold X RiHEE

- Unit selling prices 48 8.

- Extension amount L4l

- Closing balances of quantity 4 H 5747 05 &

An inventory count should be taken according to the “Daily Kiosk Sales Report” to ensure accuracy of the
stock balance before handing over to the next shift. Both parties should initial the report to acknowledge the
stock count were accurate. (The following day’s shift should be scheduled if at all possible that the person in
charge for the 1st shift could be held accountable and responsible for the previous day’s report).
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In case of cancellation for any reason, a “Cancellation/Void check” has to be printed and attached to the
original check for reference. Reasons for cancellation have to be clearly stated on the check and verified and
approved by the Front Office Manager or Assistant Manager.
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The POS Sales Report and Daily Kiosk Sales Report after being checked by the Night Guest Service Agent
should forwarded to the Income Auditor for his/her further review and filing. The Daily Kiosk Sales Report
will be forwarded to the Cost Controller for filing and inventory purpose.
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The Income Auditor is also responsible to spot check the Guest Check on accuracy, evidenced by his/her
signature on the Guest Check. Any differences or omission should be immediately informed to the Front
Office Manager for further investigation.
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