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PURPOSE H I

This policy is to ensure a proper handling of cash in Food & Beverage outlets.
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POLICY FEFF

1. ORDER TAKING g4

. Upon guest's order, server shall raise captain's order in triplicate. The following details shall be recorded:
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Date H #{

Table No &5

No. of persons. (indicate a (+) sign for subsequent orders) A% (F“+”FrBHIEINIT 5
Server initial Ak %5 1 @44

Quantity (&=

Items Description FIT 534 il 44 F

OLD MICROS /R)R &Z%

« Forward all copies to F&B cashier who shall stamp on the 1st and 2nd copies of the captain's order, and
return 1st and 3rd copies to the server while the 2nd copy is to be retained by the cashier.
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« The kitchen’s printer will print the orders the server just has keyed in.
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NEW MICROS %}k Z%

« The server will key in the order into the POS machine.
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« The kitchen’s printer will print the orders the server just has keyed in.
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ORDER TAKING CONT. 1937 & 8

. Separate captain's orders to be raised for additional Food and Beverage orders.
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. F&B cashier shall validate charges immediately on the guest check and cross-reference by writing the guest
check number on the respective captain's order.
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. The 2nd copy of the captain's order shall be attached to the respective guest check and placed in the
respective pigeon-hole.
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« All cancellation of items or guest checks must be authorized by the respective Restaurant
Manager/Assistant, with the reasons clearly stated on the guest check or captain's order if the order has not
been validated on the guest check.
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2. SETTLEMENTS &5

« Upon guest's request for settlement, server shall request the bill from F&B cashier and check items posted
on guest check to ensure that charges are correct before presenting to guest for payment.
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« Server shall return with payments to cashier for processing.
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TYPE OF SETTLEMENTS 277 =

« Cash Payment - server shall wait for the bill and check the change if any before returning to guest.
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« Room Account - server shall ensure that guest print Name, Room No. and sign on the guest check, and also
request guest to show room key or check-in booklet to ensure that the guest is our in-house guest, before
returning to cashier. Cashier shall enquire immediately from P.O.S. to ensure that the name and room no.
matches with that written on the guest. Check before posting to the respective room folio. Should there be
any discrepancy, the Restaurant Manager / Assistant must be notified immediately.
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. Employee Ledger - server shall collect the signature card and present it to cashier for imprinting on the guest
check. Present bill to employee for signature.
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« Credit Card - cashier shall make an imprint of the credit card on the charge voucher and guest check. The
procedure for acceptance of credit card shall be observed.
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. City Ledger - All settlements to City Ledger must be duly approved by the Restaurant Manager / Assistant or
Account Receivable Supervisor.
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3. GUEST CHECK DISTRIBUTIONE 23T BAIKIJR &

« Cash Payment Hi.f+}
0 1st copy to guest. i —HRE RN
0 2nd and 3rd copy to be retained by cashier. 5 Bk} 5 =B FHUSCER PR E

« Room Account #5511k
0 1st copy to F/0 cashier. Zf— k4 BT 6 IER
0 2nd and 3rd copy to be retained by cashier. & Ik M 2 = Bk HHUSCER PR

. Credit Card/Employee/City Ledger 15 - /£E 51 T /40K
0 All copies to be retained by cashier. fT 4 Bt i SCAR A4 &

« All 3rd copies of guest checks are to be arranged in numerical order by the F&B cashier before submitting to
Finance Department.
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