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PURPOSE H I

To regulate the process for spoilage and breakage items and to ensure a proper reporting and accounting for such
items into the expenses record.
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. Any item that was spoilt and broken in the daily hotel operation must be properly accounted for before
proceeding to dispose of such items.
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The following contents must be filled up in “Spoilage and Breakage Report”:
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O Location of incident.
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0 Date of incident.
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0 Name of items involved.
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0 Specification if any, eg. Size, Make, Model.
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0 Actual quantity.
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O Unit price/amount.
Ay
O Explanation.

iR i 1]

« The Department Head will investigate the reasons for items spoilage and take some necessary action before
approving this report. Any amount exceeding CNY200.00must be supported by a written report.
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. The Report will then be verified by Cost controller, the cost controller will compare specified items name,
qguantity with physical items, and forwarded to Finance Controller for his approval.
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Only approved “Spoilage & Breakage Report” will be distributed to the following Department:
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O First Copy - to accounting for their processing.
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0 Second Copy- Retained in the reporting.
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PROCESSING FOR SPOILT OR BROKEN ITEMS: £} ZZ B Je 154145 :

For Food & Beverage items will be transferred to Stewarding for disposal, but should indicate a “No eating”
notice.
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For those operating supplies item have to transfer to Stewarding to disposal or resale, the income for resale
will be submitted to Finance for accounting processing.
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For Low Value Items (Chinaware, Glassware, Linen & Metal items), Chinaware & Glassware will transfer to
Stewarding to discard. Linen & Metal items will be resale and income will submit to Finance.
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All expenses associated with the disposition of spoilage & breakage items will be charged directly against the
appropriate “user” expense account. Any monies recovered from sale or salvage will be booked as other
income.
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