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PURPOSE H I

The receiving guidelines define the responsibilities of the staff to ensure that the delivery / receipts of furniture,
fixtures &equipment is in accordance with the terms of the purchase; both in quality & quantity and that they are
properly recorded and stored.
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POLICY F&FF

The Purchasing Manager should co-ordinate on a timely basis with the suppliers for the delivery schedules
and shipments.
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Prior to the delivery, a detailed delivery note and packing lists should be obtained from the supplier.
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Any delivery which requires custom declaration should be applied by the custom representative of
purchasing department in due course once the delivery is informed for the arrival.
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Prior to the delivery, the Purchasing Manager should co-ordinate with the Cost Controller for arrangement
of the Storage
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When receiving the delivered orders, the following parties must be in presence:
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- Purchasing Manager- Follow up with the Supplier on discrepancy if any.
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- F&B Operation Manager or Asst. F&B Manager- To monitor during the course of receiving.
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- User Department- To verify and confirm the deliveries in terms of quality.
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- Receiving Supervisor - To verify and record the deliveries in terms of quantities.
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Once the process is finished, the Receiving Supervisor will fill out a Receiving Record with the following
information. A separate Receiving Records is needed for different departments and categories, such as fixed
assets, operating equipment and inventories, etc.

AU THFERE, Wit RSEHSHEE THNERRGDR. A Z RS AR RE]
USRS BN E B, 18 Wk M AT R ARSI L B B

- Date of receiving.
et H ]
- Name of Vendor.
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- Purchase Order number.
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- Ordering Department.
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- Item name and packing.
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- Actual quantity received.
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- Unit Price.
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- Total Amount.
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The definitions of the categories are of the followings:
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- Fixed asset- Amount over CNY 2,000.00 and useful life above 1 years
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- Operating Equipment- Low value consumable equipments, tools and utensil
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- Inventory- Operating and merchantable supplies such as food, beverage, china & glassware, p&s, linen,
etc.
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RECEIVING RECORD ¥ #125%

The Receiving Record will then be evidenced by the signatures of the Receiving Supervisor, User Department and
Supplier or Purchasing Manager. Consecutively it will be summarized on a Receiving Daily Report and distributed
in accordance to the following sequences:
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- Original Copy - Via Cost Control to Finance Department
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- 1st Copy - Filed by Receiving Department
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- 2nd Copy- Filed by Purchasing Department
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- 3rd Copy- Kept by user Department
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- 4th Copy - To Supplier
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All delivered notes should be marked with bin number (pre-set by hotel) for each item. The Receiving
Records will also be marked with the bin number.

A RAEE— M) S BT B R B N A A S S (S BE) .« WRic R FEN- B E TR 55
In the event of dispute, short shipment or breakage, the Purchasing Manager should immediately report to
the Supplier in writing for replacement.
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Any action taken should be copied to the relevant adjustment and record. In terms of overage of delivery, it
should also be recorded on the Receiving Record while a "Goods Return Note" is to be opened when
returning the items which are in excessive.
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If all FF&E store is in the warehouse, upon issue to the user department the requesting department should
present the department copy of the receiving record to the storekeeper to substantiate the issues. It is
always recommended that the Department Heads themselves should compile a worksheet in the computer
to recapitulate all the requisitions for ease of future inventory and control purposes.
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OPERATING SUPPLY 52 H 5

For operating supply requisition such as guest amenity, linen, china & glassware, cutlery and silverware, etc.
a General Store Requisition Form must be opened.
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The requesting Department should set priority the one time par quantities onto the requisition form in
accordance to the hotel policy.
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It is imperatively that the Department Head should go through the requisition practice. Any excuse of short
request due to careless behavior cannot be considered.
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