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PURPOSEH I

The main purpose is to ascertain value of all inventory store items and work-in-progress items in order to facilitate
month end financial reporting in area of cost computation of Food & Beverage consumption and operating
supplies.
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POLICY &

As per Policy, most of the purchased items will be direct expensed (controlled by Finance), but some
departments still will have minimum stock for their operating. These Departments including Housekeeping,
Laundry, Engineering, F&B. The items include guest & cleaning suppliers, chinaware & glassware, flatware
etc & linen.
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Each Department must take inventory on the monthly basis. Do a summary and submit it to Finance for
accounting process, Finance staff will spot check quantities. At least every 2 month Finance staff will jointly
to take inventory with Departments and make adjustments if necessary. The inventory taken for the Alcoholic
Beverage store will be done on a monthly basis by Finance.
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The month end inventory count is an important part of the accounting process. The accuracy of counted items
will directly influence stock values and cost calculation.
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The month end inventory count involves the following operational areas:
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- Food - Stores & work-in-progress.
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- Beverage - Stores & work-in-progress.
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- Cigarette - Store & Outlet Stock.
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- Engineering supplies - Stores & work-in-progress.
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- Guest Supplies - Store and pantry stores.
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- Cleaning Supplies - Stores and work-in-progress.
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The inventory taking must have at least two persons to complete the work. One of them must be independent
for the custody of the stock items.
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Upon taking the inventory, each Department will print a list but without the quantity of the stock items in
advance, the actual quantity of the items counted will be recorded. Once the counting is complete, the staff
who counted will sign on the list to acknowledge the quantity recorded.
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Departments will prepare an inventory compare list (book quantity compared to actual counted quantity) and
submit it to Finance. Any variance in the comparison will be investigated immediately.
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The Finance Department must be informed about the inventory date of each Department.
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