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PURPOSE H I

This is to uniform the payment request & claim sequences in order to meet with the hotel requirements and
accounting purposes.

N T G AR HE LKA B2 BORM DR A TR R 2 1 JEE

POLICY FEFF

« When goods received or service been rendered, a payment request will be subject to the following
procedures.

ARG AR BRSSO I BRI DL T RAEEEAT -

« Normally, different kind of payments will be identified as follows according to usual practices.

IEFTENT, FABIASE S A 7 28— AR B A A [5)4 h B AR 2% ) S A+ 7 2K
PETTY CASH PAYMENT % /&% 11

« Applicable for purchases and disbursements amount maximum not exceed RMB 300.00 (Refer Petty Cash
Payment P&P). Usually only for miscellaneous and insignificant spending.

BEHTE£H/NT ANRMEACENRIE S S . 8% 00E T 22 DA 2 2RI
CASH PAYMENT B2 5511

« Normally for expenditures amount higher than RMB 300.00 but cash settlement is imperative. However, this
is not encouraged due to the cash administration policy in China and should be limited to the minimal.
HE T 28T N R A O BE R L AUR IS 45 ST . R, o EIEE BBURA S
X FER 77, IF HR %S B BRI B AR

CHEQUE & TRANSFER % ZRI#£ K

« While cash is not required, these will be majority practice in the hotel daily operations.

PGB B SATEER, ORI A #1288 F 2S5 3

. Raise relevant accounting voucher in accordance to payment characteristic thereof to initiate your process.
While Petty Cash Voucher will be applicable and Payment (Cheque) Request.
T KBS ATRHIE AR AR S 2 T BIE . A &SRR (G5 Hiid.

« The following supportive documents will be imperative to substantiate your request.

NH R SCIRFRAL FEE A
PURCHASE OF SERVICE FEIU iR %

= Department Head to verify all invoices.

1A P A% ST R R

= This will serve as an acknowledgement that the service has been rendered and payment request to be made.

ARG b I BT i de
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- Official Sales Receipt (Fa Piao in Chinese).
IERE (ERERZ RS

- The respective PR which will be attached by the Accounts Payable staff.
ST R 2 T B EAH LSRR I R i

PURCHASE OF GOODS FIHH)57

« Invoices will not be forwarded to the requesting department for approval. The department will be given one
week’s time to check on the condition of the goods and to inform the Finance Department should there be a
need to hold the payment.

RIZE)RZBEA KB REER T ot e 2 & 301 — JA A IS TR A 2 B4 () S5 A1 i 8 R0 i 550 P LA S
5 H B

« Payment will be made to the supplier if the Finance Department does not receive any feedback.

IR 25 AR BB AF BUE TR, NS SIS BN R AR AT AL 35K

- Official Sales Receipt (Fa Piao in Chinese).
IERE (FERERZ R

- The Supplier copy of Receiving Record if PR has been raised.
PRI SR AL BRI S B, G SR R R HR 3

« When the services or goods are delivered, forward to the ReceivingBay for inspection and record. The items
will be issued when the deliveries are checked and passed in terms of quality and quantity.
MRS ECE TRE S, TR TR A AN . IR I B 56 T R AR AR A A A SR
VLY 38

« No tangible acquisition will be paid unless the receiving procedures are done.
W B R 58 B IS A TR LA = S AT
It is the Receiving personnel’s obligation to ensure that nothing will be accepted unless there is PR
supported.

e B B3 (U HA 5T AL L0 DR A7 452 32 ) SR A SR A IR SRS

- Relevant approval documents if any such as Travel Expenses Forecast etc.
FHOCHHEHE SO 7 SR b, Bl tn 22 ik 2 5

- The respective PR which will be attached by the Accounts Payable staff.
AT R T B E A LSRR R i

. For advance deposit or payment, step 4 will be skipped but retrospective actions should be taken to file the
claim by the handling person. Until the entire process is completed, the person is being liable for it and
somehow will be recovered from his/her salary as deduction.

WA R ISCAT, AT AR 55 DU AP H 2 4 T N EnE I & =00 . BRI fEgim, £2FA
XFHACE A TT, WS I 2 ) T BRI TR ) A

« The followings are the tips which will guide you in filling up the vouchers.

MRS FIRE UL
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PETTY CASH VOUCHER % /& fE

= Enter the payee’s (the person who will receive it ) name in the space provided.

RS ST ICTIE PN S

= Putin the exact amount in words and figures, e.g. Three Thousand Three Hundred Five and Forty-Five Fens
3,305.45
HEIEFIRE 58T, flinEsfE2EmcEminsy, 3,305.45

« Three Thousand Three Hundred Five and Forty-Five Fens3,305.45
EA 2ok ML) %, 3,305.45

« List the breakdowns and amounts of claim in the space provided in the second half part of the voucher.

PEERESHESHSERO T I=atyy, JHEET 571k,

. The requestor to initial to signify his request.

I N EL 1 e AR I .

« Approach the Department Head’s endorsement.

R R MRS RS 2T NN

« Seek the Director of Finance and Controlling’s approval.
Z )5 PRI AS B 55 e M AL B

« Seeking the General Manager’s approval.
PG B A IS

. Acknowledge receipt of the cash by initialing in the receipt column.
R NEIGETHING B4 .

PAYMENT REQUEST /3 715

« Putin the payee’s or company name, if T/T, write down relevant bank info.

BGHGRNBUGR A A A PR, 2 IR, B AT E R .

« Enter the amount in words and figures.
HE KNG R

« Describe the purpose of payment in brief details.

5 H R SOAT H

« Indicate the PR No. with respect to the request.

5 RIS PP S DUE A

« Approach the Department Head’s endorsement.
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R4 2 T

« Seek the Director of Finance and Controlling& General Manager’s approval.
1 5E 45 W 55 S e DL R R R PR A

« Mark on the top right corner to indicate your payment wish, e.g. cash, cheque, T/T.

A EAARIISIAS T, Biln. B, S5E, M.
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