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Objective H ¥
To ensure that there are adequate controls in place and that the Laundry & Dry Cleaning revenues are
maximized.
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When guests are sending laundry or dry cleaning they are required to fill out the Laundry & Dry Cleaning List.
The Laundry & Dry cleaning List is then checked by the Laundry Clerk and marked immediately for any
discrepancy and the guest should be notified immediately. (Refer to Housekeeping policy on this matter)
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The Laundry & Dry Cleaning List should be distributed as follows:
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- 1st Copy - Retained by Laundry Department, filed in sequence of date & room no. and to bereferred
to in case of dispute with guests.
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- Duplicate - To be attached to guest’s laundry when delivered to guest.
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- Triplicate - To be forward to the Front Office
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The Laundry Clerk is responsible to input it to POS immediately and forward the 3rd copy of Laundry & Dry
Cleaning List to the Front Office Guest Service Agent for justification for guest after being batched together
at the end of each shift. The Laundry Clerk is required to print out the batch summary report prior to shift
closing from the POS.
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The Income Auditor will review the batch summary report for verification against the Laundry & Dry Cleaning
List to ensure the accuracy of the charges in Guest Ledgers.
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In case of cancellation for any reason, a “Rebate Voucher” is to be prepared by the Laundry Clerk and
approved by the Laundry Manager or Assistant Manager before posting. Similarly, a batch summary report
should be printed out prior to shift closing from the POS before forwarding to the Front Office Reception. All
reports forwarded to Front Office/ Reception must be initialed by the Laundry Clerk.

TR R R FF BOH YN, WA 5 5 T NS i SRR HAE AU A by 48 PR B B B PR A 5 K
[FIRERT, T HERTN APOSH T BN IV SR R IFIA ST AT G RAF AL . I AT IR SE A & B AL R R L A2
K 5 A TS W R AR A

The Front Office Guest Service/ Agent upon receipt of the batch summary report, has to verify all the entries
were correctly inputted by the Laundry Clerk noting the signatures and room nos. against the Guest Ledgers.
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The summary reports are batched together with its attachments and are filed after being checked by the
Income Auditor.
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The Income Auditor is also responsible to spot check the Laundry & Dry Cleaning List on the accuracy and
against the batch summary report, evidenced by his/her signature on the Laundry & Dry Cleaning List. Any
differences or omission should immediately be informed to the Housekeeping Manager for further
investigation.
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