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Objective H H:

e To outline the procedure to follow when writing off bad debts and specify the approval process for such
cases.
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APPLICATION M H:

With effective credit management, bad debts will be kept to a minimum.

FEARBETEEN , SRR ezt fE e/ ME B

All accounts, before being written-off, must have reached the stage where further pursuit is known to be futile
(e.g. bankruptcy case) or if the time required to recover the amount would cost more than the amount itself.
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STATEMENT OF POLICYBUSK 7= B :

1. The provision for bad debts amount may be decided on by the Director of Finance & Controlling and
General Manager each year — with prior consultation with the external auditor.
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2. Hotels must be able to prove that considerable and exhaustible efforts were made to recover the debt
before resorting to a write-off situation, at least three reminders and personal meetings would be
expected as well as the involvement of a Lawyer for very large amounts.
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3. Write Offs in excess of $1000 will need specific authorization from the Vice President Finance.
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4. Accounts that have been written-off must be added to the “Cash List”.
A RIK B DA ICE B ETE R b

5. Approval to write-off bad debts is to be sought via the Bad Debt Write-Off form. This form is to be
submitted for approval twice-yearly in June and December only and numbered sequentially according to
the calendar year (e.g. 1/97, 2/97, 1/98, 2/98 etc... ).
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6. “Late charges” such as mini-bar, telephone or other unrecoverable minor amounts of less than $150, can
be treated as a rebate and authorized internally. However, in order fro management to be aware of the
magnitude of these collective amounts, as well as being alerted to potential operational problems, a
summary of rebates should be prepared by the Director of Finance & Controlling each month.
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7. There may be occasions when a bad-debt which was previously written-off is later recovered. If such a
collection is made the amount must be credited to the reserve for bad debts.
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