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PURPOSE H I

To ensure that inventory is properly maintained so that it is sufficient to meet the demand.
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. Inventory store be operational only during the times as determined by the Director of Finance and
Controlling.
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. Inventory stores will be adequately secured with lock and key, and access restricted to assigned inventory
staff.
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« Allitems to be stored in inventory should be cleared through receiving. Upon acceptance of the items into
the store, the storekeeper should verify that the quantity and quality of the items agree to the Receiving
Record. The storekeeper sign/stamp on the Receiving Record as proof of this check.
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« The Cost Control section will update the computerized inventory record.
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. The raw materials, bought-in-goods and consumables shall be stated at the lower of cost and net realizable
value on a first in first out basis.
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. Department heads will rule off requisitions, in order to prevent the subsequent addition of items.
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« All changes or items added after the rule off line must be approved and initiated by the manager or
department head. Storekeeper will be instructed not to accept improperly completed requisitions. The Cost
Controller will check compliance.
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« The party initiating the requisition will be required to sign for receipt of the items.
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. Completed requisitions will be forwarded to Cost Control for prompt entry into the perpetual inventory
system and subsequent filing for permanent record.
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Emergency requisition are to be discouraged but are accepted as a practical necessity. The requisition should
be completed and left with the custodian of the store who will process the requisition during the business
hour. The duty manager will be required to access and remove the requisitioned item.
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Cyclical inventory counts must be performed. The counts will be structured in such a way that all items are
counted at least once a quarter.
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All inventory counts must be performed or supervised by an individual independent of the stores.
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Stock counts must be blind (i.e. lines of stock are counted and the physical count reconciled to the perpetual
inventory record)
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All material variances between the perpetual inventory and the physical count will be investigated.
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Inventories should be regularly monitored to identify adverse trends in stock rotation and purchasing
practice.
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Slow moving items lists will be prepared by monthly for each storeroom; the report will be reviewed by the
Director of Finance and circulated the General Manager and the concerned department heads. There must
be evidence to support the efforts taken to move the items, e.g.:
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1.- Use in employee cafeteria.
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3.- Use in banquet functions/buffets.
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5.- Steward sales.
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7.- Drinks specials.
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9.- Staff parties.
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11. - Forced issue.
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13. - Write offs.
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If the item has not been moved for twelve months it will be forced issued to the department initiating the
purchase or written off if obsolete.
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FOOD INVENTORIES &3 EFZ

It is the expressed policy that all food items will be direct expensed to the department initiating the order.
This extends to all lines of food, be they fresh, frozen or canned. The department head initiating the order
will be responsible for safeguarding the items.
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Inventories of alcoholic beverage must be maintained. Non-alcoholic beverage should be direct expensed to
the department initiating the order.
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BAR INVENTORIES B I FE 77

Par inventories should be established in bars. The F&B Director, in conjunction with the Bar
Manager/Supervisor will be tasked with establish the par levels. These should be communicated to the Cost
Controller. Periodically, F&B management will spot-check the bar to ensure par stock levels are maintained.
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The par stock level in bars will be part of the overall beverage inventory. Requisition for alcoholic beverage
should be based on the “full for empty bottle” system; i.e. a replacement bottle will be issued upon the
production of an empty bottle. Inter-bar requisitioning is not permitted.
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GENERAL STORE A&l £+

General store policy is that all such as guest supplies, printing & stationery and sundry items be direct
expensed to the department initiating the order. The department head initiating the order will be
responsible for safeguarding the items.
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MINI BARZELRIE

Mini-bars will operate on a par stock system. All mini-bar purchases will be direct expensed. At the month-
end, food and beverage will be credited with the FIFO value of the contents of mini-bars.
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OPERATING EQUIPMENT & E 1% 4

Operating equipment or base stocks are items that are replaced with a high frequency, i.e. china, glass,
silverware, linen.
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Initial purchased should be capitalized. They are not subject to depreciation.
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Uniforms are not considered base stock and are expensed when acquired.

il IR AN S A A7 B3RS I B S L.

Replacements purchased to maintain the volume in circulation are to be charged to the profit and loss
account rather than capitalized.
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Base stock volume should include all items in circulation, not merely those which are in use. The number in
circulation should be fixed over time to allow an efficient operation. On rare occasions changes in external
circumstances may justify increasing the number in circulation.
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The hotel’s budget should reflect the cost of replacements purchased to maintain the volume in circulation.
The profit & loss account will be charged when the actual purchase of the replacement takes place. Care
should be taken to budget the expense in the month in which the purchase is anticipated.
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If a line of base stock is replaced in its entirety, due to a change in interior design or restaurant concept, the
cost of the line retired should be treated as a disposal and charged to the profit & loss account. The cost of
the new line should be capitalized as base stock.
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PROPERTY OPERATING MAINTENANCE /7= H # %44~

It is policy that all property operating maintenance items be direct expensed. The Chief Engineer is required
to maintain his own internal control of tools and consumable products.
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RETURNABLE CONTAINERS TJ [Ei £ /5 1) 25 35

Properties will not maintain inventories of returnable containers.
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Adequate physical security should be provided for returnable containers. Ideally, containers should be
stored in a secure area.

X T AT [l A AR A AR I 2 A i . BRABAL B ROZORAE — S AR T AR A RS

An empty for full policy should be practiced i.e. an equivalent number of empty bottles should be handed to
the supplier whenever full bottles or cases are received. This exchange should be clearly marked on the
invoice or delivery note.
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. Beverage cost should be accounted for gross i.e. including the cost of the containers. When the containers
are returned and a credit note received, beverage cost will be credited.
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