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PURPOSE H I

The receiving guidelines define the responsibilities of the staff ensuring that the delivery/ receipts of goods and
services required by the hotel are in accordance with the purchase request or market list in terms on quality,
quantity, price etc.

B P s ORISR 0 TR TARIR DT, W ORAPS R 7 22 34 B /OB R R A B2 I PR i e, 0, i
ST B

POLICY F&FF

The receiving function includes the following:

e B ZhRE RS T 51 N 2 -

- Food & Beverage.
LENLVSATiVIN

- Tobacco and Cigarettes.
JH K A

- Printing & Stationeries.
BRI dib S SC R

- Office Supplies.
PAYNEV T

- Sundries.
2T

- Housekeeping Supplies.
% J5 H F i

- Engineering Supplies.
TR ER FH it

- Furniture & Fixtures.

B E
- Operatngquipment.
BE W
- Others.
FoAt

1. RECEIVING FORMS CONTROL Wit f B

. In order to facilitate the processing of accounting records and to substantiate the receipt of all goods /
supplies, the following accounting forms / reports must be duly completed:

N TABR SR A B I HAESE A B0 ah/ BERL WS, F 51 2 vH 3R /i o A6 20 R I 56 7l

- Receiving Record.

Wit sk

- Goods Return Note.
pEY/ TS

- Daily Receiving Report.
B H b i

- MeatTag.
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RECEVING RECORD i #7127

The Receiving Record is pre-numbered, comes in five copies and is used in recording the details of received
item as per supplier’s invoice or delivery order / receipts. (For hotel has Inventory / Cost System the

Receiving Record will generate by system).
Wil sk BT, BERINAG TG, F AR R SR A Rk B 5 ml 2 ds 5/ R SR SR R A s i B
B BE . CInSRI A A7 5/ AR KGR R G R ] R G0

The Receiving Record requires the following details:

W B IE R ER AL R B

- Date.
H
- Department.

kTl

- P.Ror Market List No.

SR FRE G 5 B T B S

- Receiving No.
e B i 5

- Name of Supplier.

HE R 44 FR
- Quantity.
Ko
- Unit.
LA

- Description of items.

B RRE (P

- Unit Price.
B

- Amount.
G0

- Received by.
W b7

The Receiving Record (5 copies) are distributed as follows:

Webgics CHLERR) IR HIER 7

Original- attached to the original invoice will be forwarded to the Accounts Payable section via Cost Control

section.

JEAE- B T o S 2 B A 5 | A T8 2 LA R

1*Copy- Receiving.

S R ENE- B

2"Copy- Purchasing.
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5 R - R R

. 3"Copy- Accompanies merchandise to the store or requisitioning department.

5 =y SR BN R R ) i — (RIS A AR AT

. 4thCopy Handed out to supplier for future payment reference.

S5 VU4 BN AT 25 BN R AR IR S R 2

GOODS RETURN NOTE #4218 F5 4

« The Goods Returned Note is pre-numbered, comes in five copies and is used to substantiate the goods
returned to suppliers (for hotel has Inventory / Cost System the Goods Returned Note will generate by
system).

ViR IR PR A S, R I HH/EIESEY i OB HE R O T8 A A7 B2 A R R 1S
BN IBTHE SR MR G H )

The following information is required:

NIUE B

- Date.
H 3
- Supplier.
e
- Reference (Supplier/Receiving Record No. / Purchase Requisition No.)
FHIRBORE CHEN P M DR IC % 2 5/ K I T 9 )
- Descriptions.
EURREHBY)
- Quantity.
B
- Unit Price.
LN
- Amount.
S
- Received By / Signature.
N PNE =
- Name (in full) - person receiving the returned goods / supplies.
2T (R -WEER R B/ H S N R
- Receiving Clerk Name / Signature.

Wb Rk 44 /267

The Goods Return Note (5 copies) are distributed as follows:

BB (TR LIRS E R K

« Original- forwarded to Accounts Payable section via Cost Control

JEA- 383 AR 8 2 BEAS TR K

« 1st Copy- Cost Control.
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S R - A ]

« 2nd Copy- Store or requisitioning department.

5 R EM- B P B R H S AR

« 3rd Copy - Supplier.
55 = A B R R

« 4th Copy - Receiving.
S04 B2 A Wi B

DAILY RECEIVING REPORT H W Bi1R &

. This report, in three copies, is used to summarize the Receiving Record and distribute the Daily Receipts of

Goods to the respective storeroom or user department.

FEMR T E =03, HEREGCEIL I F 0 S H e Wb S B B L ) 6 P B s R 7

« The following information is required:

NHIE B -

- Date.
H 1

- Receiving Record Number.
W BRIl s 5

- Name of Suppliers.
AR

- Total Amount.
A

- Deposit / Container.
il A7/ DR

- Storeroom Purchases.
B FE A& TR

- Direct Purchase.
HERY

- Distribution (Direct).
R (EED

- Remarks.

TIE
MEAT TAG A rss

« This form is pre-numbered and used to identify the receipts and issuance of meat and seafood.

X IFAS E G 5 I R R R SRR B2 il i B 5 R

The Meat Tag which is divided into three parts contains the following information and needs to be completed by

the Receiving staff at the time of actual receipts of the food items:
PIZRFRZE 7 A=A, NG BT 2L HUSche SRAE S Brufc 3t it B i 58 1k
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- Date (Date of Receipts).
HiH it HID
- Item (Type / Cut).
Wb G/ oED
- Weight (Total net Weight as purchased / received).
HE CRMY RSB B a5 8D
- Unit Price.
By
- Total Amount.
A
- Supplies.
VAL

« The top portion of the meat tag must be attached to the carton or hung to the corresponding food item.
Once the item is issued, the tag is clipped to the Requisition and forwarded to the Cost Control Section for
matching/recording.

A RARAE R TOTER A0 2B BN A0 2 Bl R AE R LRI b — B TE, AR St T SRRG U 3]
H B b R IA 2 AR ADoK .

. The middle portion of the meat tag shall be forwarded to the storeroom and retained bythe Storekeeper to
reconcile the issuance and receipt of meat and seafood.

PISRBR A8 1 Hh 8 NL 120 22 55 9 ARG BAOGS ATBORIAC 1) PR PR SIS e Tl B s AT T e

. The bottom portion of the meat tag must be clipped to the respective invoices and receiving record to be
attached to the Daily Summary and forwarded to the Cost Control Section for further processing.

PREE S B R ORI AE AR N R R SR R B o, IR HYPIN A HILE, BB AR Y At — b Ak
M,

RECEIVING OPERATING GUIDELINES {{ B{£21E#5 -5

. In general, the receiving procedures are established to ensure that the hotel is obtaining the right quality
and quantity of goods and services in accordance with the purchasing terms and receiving criteria set by the
hotel.

In receiving goods, the following criteria must be strictly adhered to without exception:
HHAFOLT, TR A A S22 W0 DRI BE A% IR AT 14 IR LA RE B0 SR % RIS B SR 0 R A5 IE A ) B A
FRE YIRS o FENCBRIN, 51 5 D)6 25T P 1Sy, A B A

. The weighting scales used must be checked and calibrated regularly.

TS AT A 2R A5 FH I LI %

« Arecord of standard weight of various empty containers must be maintained to facilitate checking of the net
weight of goods received.

B TSI S S A L R R S B SR A ) L
. To ascertain the quality, a criteria list must be made on goods received (especially for food items). If
necessary, consult the user department for quality inspection and uniformity.
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NPRIEFE, — s S R AHE GRS R MR o WA BERTE T, B
R SR I B AR A

. The Receiving Staff must weigh, count and check every item delivered and received in order to ensure that
the goods conform to the quantity ordered andsupplier invoice / delivery order.
W B G A ARRE, T s AR AR —ANIETA B B, FF HLEER IR BRAT SR B R R AL R R R B R
R EE R
AN [=PIn

« The Receiving Staff must ensure that all deliveries of ordered hotel supplies are substantiated or supported
with the corresponding purchase documents.

AT B¢ B 6 ZBURFR PR i A ST T i £ B ) 1 A R B A A R B30 SR o

. For immediate follow up and further reference, the Receiving section must file copies of the Market List or
Purchase Request accordingly

VERSERIERBEAIEE PS5 508, IRBTA T AL 0RO SR R H 117837 BB R H i B

« Ensure that the delivery is in accordance with the terms and conditions of the Purchase Request/Market List.

By PRI B 2 R A FRAR / H 5 T 77 B AR SR e B ok

When the deliveries are in order, affix the “Receiving Stamp” on the supplier’s invoice / delivery order which
contains the following information:

YRR, Inag IR BT BN B AR SOV R SR R BT b, B TR A A AR

- Date Received.
Wbz H 3

- Received By (Signature of the Receiving Staff).
Wt N (B

« Ensure to record receipts of goods to the Receiving Record.

B PR IL A B %

. Attach the corresponding invoice / delivery order to the Receiving Record for further processing.

BN SR SRR B B ie S b, AR b

. Atthe end of each day, summarize the receiving records by preparing the summary of Daily Receiving
Report.
B REHRAET, I Eo H b S R B Z b ie ¢

. Ensure that the Receiving Record/Invoice/Delivery Order/Goods Return Note etc. are attached together with
the Daily Receiving Report. The total Purchases must tally with the distribution accounts and other
breakdown of purchases.

TR PRIS BRI SR/ R 5 /1R B 5 /P AR B B A5 55— P IO e H s R s v o SR S B AN 43 K
B WA ) S O AT

. Forward the original copy of the Daily Receiving Report to the Cost Control section with the following
attached documents:

R H RSO B SRR AR, IR 1 -
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- Receiving Records.
W i %
- Supplier’s Invoices or Delivery Orders.
PR IT R R SR e R B
- Goods Return Note.
SEY/igE
- Others as applicable.
FoAth A5 I F B 40

. Before the end of the day, to follow up with the Purchasing Manager for all undelivered goods / supplies for

proper action.

FERE H G5 AT, PRAERIGZ BT ARIXIE I o/ FH i

. All file copies of Receiving Forms must be filed in numerical or date sequence by the user department.

FITAT W B RAR AR B SR A A, 4% IO SR 5 w158 P 7 11 i ) £ 4% S0 HE 57 RIS

7

The largest FREE resource tool for Young hoteliers and seasoned professionals

©2017 INNARCHIVE.COM



