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Objective H E]:

e To ensure close quality and cost control is applied in all Bavaria hotels with regard to deliveries of goods
purchased.
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APPLICATION 3 F . il :

The only person authorized to accept deliveries in the hotel is the Receiver. If the Receiver is not at his station at

the time of a delivery the Supplier should be instructed to await his return. Receiver should familiarize himself /

herself with the quality characteristics desirable in the various types of goods received and the store goods. All

goods received must be thoroughly checked prior to signing the receipt of the goods.
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STATEMENT OF POLICY#E U 75 HH :

Below are guidelines the receiver and purchaser must comply with during receiving of goods:
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PURCHASE %]

« Purchases of store items must be consistent at all time in terms of packaging, brand and price. Should there
be any inconsistency in the product, irrespective to department head's approval chop, the purchasing
department must seek the approval from the user department head first before placing the order.
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. If there is a change in unit price, quality or grade, a new purchase request must be raised.
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QUALITY [T &

. Ensure that the quality and conditions of goods are satisfactory and consistent to previous store
order. Receiver must check for signs of visible damage. When the Receiver is in doubt as to the
acceptability of any item, he should call on the user department / purchasing officer concerned for
advice and verification.
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. After verifying the goods at the receiving area, the user department / purchasing officer should sign
under the stamp “Authorizing to receive goods” on the receiving record indicating that he has seen
the products and authorized the receiver to accept the product.
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When receiving of food item, a representative from the kitchen department is required to check
the quality of the food at the receiving area. There should be no tears on the surface, free from
odors, defects or discoloration.
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To comply with the nation hygiene regulation, the receiver must ensure that the approved
government sticker appear on every item and check the expiring date. The receiver has the right
not to accept or prepare the receiving record if these procedures are not properly followed as the
Hotel may risk paying heavy penalty if caught by the hygiene inspector.
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Specialty food items - upon receiving these items the receiver must notify the user department
head.
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Fruits and vegetables - Thoroughly inspects contents. Open cases and check entire contents.
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QUANTITY# &

Quality to be fully checked of the merchandise being delivered, the receiver must ensure that the
weight/count complies with the weight/count ordered and with the weight/count invoiced.
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Weighing scales should be inspected by the cost controller regularly as to accuracy. Incoming
deliveries should be carefully weighed and the physical weight checked against the invoice and the
Daily Market Quotation Sheet / Purchase Request / Purchase Order.
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Care should be taken by removing all excess wrappings, water or ice prior to weighing the
merchandise.
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PRICE /)35

The price on the invoice should be verified with the price quote on the Direct Purchase Request /
Daily Market Quotation Sheet / Purchase Request / Purchase Order.
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. Any difference should be investigated prior to approving the receiving record for payment. For the
Direct Purchase Request and the Daily Market Sheet, should there be any change of price, receiver
must fill up the‘Alteration Notice’ as follows:
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“ALTERATION NOTICE” & &8 4]
. Form to be filled out and necessary approval to beobtained.
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. Total invoice RMB 1.500 and below - Cost Control approval
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. Total invoice above RMB 1.500 - Director of Finance and Controlling or Assist. DOF approval
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CALCULATION 715
. Ensure that the mathematical calculations on the invoice are correct.

BARAE & 22 b S AR IE W T 1%
SUPPORT X {35 #

. Ensure that approved Direct Purchase Request / Daily Market Quotation Sheet / Purchase Request /
Purchase Order is available to do the receiving.
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. The receiver has the right not to receive any goods if the necessary documents are not available
during receiving. However, any deviation from this procedure will need the approval from the cost
controller.
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RETURNING OF GOODSE#

Due to the unavailability of certain products in the local market, the receiver must always check with
the cost controller and the user department heads first before returning or rejecting any goods to the
supplier.
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In addition to inspecting deliveries as to price, quantity and quality, the following recommendations are
made to improve the efficiency of the receiving process:
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The Receiver should be ready to receive goods so that incoming merchandise can be handled
quickly.
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Maintain a clean and orderly receiving area.
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A ruler or a measuring tool is necessary in order to measure the length of item. Ensuring existing
equipment is in working condition.
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A date stamp or alternative method should be used to mark all perishable items with the date of

receipt. This will be used to ensure proper rotation of stocks and thus avoid spoilage during storage.

This task can be done by the receiver or the store keeper.
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After goods deliveries have been checked, ensure that all goods are stored promptly to minimized
spoilage and pilferage; ensuring that proper control is maintained over the deliveries until they
reach the point of storage.
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PROCESSING PAYMENTS 55 1 523

By the end of each day a Receiving Report should be prepared and together with Delivery Note/Invoices
forwarded to the Controller for signature.

GERAT, 0 HURGR RS DA U, [RIE DY 5 e SRR AT B A2 ) 5 AL ARy v

The Receiving Report and Invoice sent to the Accounts Department should accompany all Purchase Requests
and Purchase Order copies with relevant approvals:
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The Accounts Department should then verify the Delivery Note/Invoice to against Purchase Request and
Purchase and process invoices for payment.
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The purchasing manager must deliver all petty cash purchases to the receiving clerk who in turn will deliver
the goods to the appropriate department.
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