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PURPOSE H I

The purpose of this policy is to ensure that cash paid out is properly documented to prevent any
misappropriation as well as to protect the interest of the cash handling personnel.
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POLICY FEFF

“Cash Paid Out” Vouchers are intended to be only chargeable to guest folio and the following information
must be duly recorded therein, without exception:
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- The guest name. % N1t 44

- Room number. }55 [8] 515

- Date. H #

- Description of the charge. %% /] 1% i

- The amount of paid out. 24} H

- Name and signature of the cashier preparing the voucher. S 5 2k 44 K 25+
- Signature of the recipient. iUk A\ %7

- Approval signature. L #E A\ 255

The “Cash Paid Out” Vouchers must be duly signed by the recipient of the cash and must be authorized and
approved by the Assistant Manager or the Front Office Manager, without exception.
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Payments on behalf of guests must be supported with the proper vouchers.
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Except for deposit refund, the maximum cash paid out should not exceed RMB2,000.00 per guest per stay.
Any amount in excess of this amount must be authorised by the Director of Finance & Business Support or
Manager on Duty. In the event of deposit refund, the transaction should be approved by the Assistant
Manager and supported with the concerned guest folio, indicating the unutilized balance paid out to the
guest.
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In all cases, it should be explained to the guest that any unutilized deposit is refunded upon his/her
departure.
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In the event that if a registered guest uses his/her credit card, which is acceptable by the hotel, and subject
to cash availability at the Hotel for advance, a 5% (five percent) is imposed as commission charge.
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CREDIT CARD PAID OUT CHARGING EXAMPLE 15 /H £ 317 Bk 2 15 9261

. If a guest request for a credit card cash advance of RMB2,000, the commission payable is 5% of the amount
charged, i.e. RMB100. (Please note henceforth, that the commission chargeable is not based on the actual

paid out of RMB1,900 but credit card charge of RMB2,000.)
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Henceforth the actual paid-out to the guest is RMB1,900. Below is the breakdown
of the transactions:
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- 8000 Paid out->RMB 1,900

8000H4(}> A [X:f119007C
- 5104 Miscellaneous Other->RMB 100

5104Z% T N> A 1110076
- Credit Card Charge->RMB 2,000

ZH R AT AR 2000760

. Personal cheque cashing is prohibited.
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