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Descriptiond#iid:

OBJECTIVEH i:

To ensure that an entertainment is a positive experience for the client.
B DR B0 20 2 A A TR THT R 5 1

To ensure that an entertainment is a positive investment for the Hotel.
Tf DR ST R 9P i A AR 5

APPLICATIONE A T

The DDOS or Sales Manager in charge of the department is responsible for the monitoring of the Entertainments
(frequency as per quotas, quality of the people met, relevance of the people met in the hotel)

BRI B 2 A T IR SRS S OIRYERCA. AN BT, A G50 B S A B A0

%)

Each sales person is responsible for following the policy and standards set by the management for the Entertainments

T N DA S I T < 2 9 ) A PR TR M 1) S USRS b v

STATEMENT OF POLICYBU SR :

Definitionsg X :

An Entertainment is an invitation for F&B testing with a client (breakfast, lunch, dinner, tea time, coffee, after work drink ...).
IR PO E N BIE (RE. 8. BE. R, NEEARRD

The aim is

H 5

to show respect to the client who did a physical effort to visit the hotel,

HEEA

a sign a hospitality as a host,

RO N ENRLF 2

to thank the client for his time,

SRR N\ Al H I 1)

to spend more quality time with the client and get to know him/her better and move on new subjects
HERNILEEEN R, B RN, ZJE RIS 1

to get the client to know the sales person better and strengthen the relationship.

URCYNCER W Y NARR PSS

Who can be invited 78] PA#SiE#E 2

All clients coming for a site inspection organised by the Sales Office showing a serious potential of business in any of
the segments.

N1 RIEEEREHLZ, #ENRANNIHE L

The level of the invitation (linked to the F&B outlet used) must be in relation with the estimation of volume in the
pipeline.

BLIE J0 A% 5 TR R B A

The frequency of the invitation is linked to the readiness level of the person and the potential volume of business in the
pipeline.

LT A 2R VL A B U

Internal Process / Billing P 35 F2 /45K

It is the responsibility of each account manager to identify the best ENT for each contact.
P PRSI E Bod A T T I S0
It is the responsibility of the DDOS or Sales Manager of the department to validate or rectify the level of ENT.
R B e A R 2 B A T AR B R 40
For a planned ENTertainment in the Hotel i %1 v [ 76 5 5215

0 The account manager must fill the ENT request form, See Annex.

B HIHG G HER, W
o  which will is then to be validated by the DDOS or Sales Manager in charge of the department
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B S IS A B B R R PR
and then agreed by the DOSM,
B S S
The account Manager must then
ZJa % G AL
Give a copy of the signed form H4 25tk (1) 2218 H1 5 B EIfF 73 K &
= tothe GM. B £ #
= to the reservations of the restaurant % 7 i 52 4t
= to Finance departmenti4 55 6
The Restaurant will attach theform to the bill, which will be sent to the Finance department and be
charged to the Sales and Marketing budget.

BT RO S0 HE AR LA kS, 2RSSR ST AR MR PR T 37 8 4
ORIk ]2

=  For an unplanned ENTertainment (Walk-in Site Inspection, Last minute invitation ...) in the Hotel.

X RIS LRI B4 ORI VIS, e — 0 bl g 935D

(o}

(o}

(0]

(0]

The Account Manager can invite the client

% P LLRIE R A
The Account Manager MUST
ZF%ﬁMﬁ
sign the hill right after the client has left and indicate
# NEIT R 2K
= ENT (for Entertainment)
AT
= Add: Name of the client
PRz N4
= Company Name
ACIEZY S
= Position of the client
2 NHRAL
= Reason of the Entertainment
L1 5 A
= The ENT Fé&B bills are then provided by Accounting to the DOSM for information and/or
validation.

it 55 Pt AR AR e 1 K P25 TIT 1 5 L M R g A
= The Accounting department will charge the Sales and Marketing Budget accordingly.
it 55 Bl A4 R NE 18 DA T 37 8 B 0 T o 10 B 2815 2
If the Account Manager fails to sign after departure,

m%ﬁFéﬁf%A%%F&ﬁﬁ%%$

the restaurant manager has the right to charge the full amount to the city ledger of the Account

Manager,
BIT AR A KA N 2 2 B AT
= butitis kindly requested that if the nature of the ENT looked professional, that the restaurant

manager

mm,M%ﬁi%E%ﬂM§m,%ﬁ%ﬁm
calls the sales person to come £ F i 41485 N\ f il ok

e sign writes ENT with the name of the person. Accounting will then liaise with the

DOSM for explanation and the DOSM will call the Account Manager for validation.

FENK L EARVEA B2 TR B E AL . WS RS T I B, THIAHY

BB R R A S
If it happens more than 3 times in a months that a bill was not signed, the DOSM will ask accounting to
charge the full amounts to the city ledger of the Account Manager.
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IR AW, FER—AD% A BRI = ORI R BRI, T & e
TR S5 R AT R A B IR AR L (2 P 2 AL T

=  For aplanned Entertainment outside the Hotel. %] v ()37 /5 A1 i) B2 17
0 The Account Manager must
g 23|
= request the authorisation to the DOSM on the ENT form, indicating the approximate amount to
be charged
B HIE R PR B S E IR, RIS T SR R AL
=  request a cash advance requisition or fill an expense request after the event, with the
approved ENT form
TS TN B0 45 PR S P 055 i SRS B AR F A i BRI B0 F S R
= For an unplanned ENTertainment outside the Hotel (generally during Sales trips) i+ %1141 1 )5 41 21
0 The Account Manager MUST
B G
= fill the ENT column of the Expense Form and mention the number of persons, names,
company, positions, reason of the Entertainment.
HE S PIERP R, JHER A, w4, AR, B G R
0 Amounts must stay reasonable and in relation with the status of the client for the hotel
L S AU A PR
o ltis at the discretion of the DOSM to evaluate the justification of the ENT with the Account Manager.
T E R SR 23— PPl 20 12

= Cigarettes / Cigars in the hotel /&£ 24|
0 Are accepted to be taken as an ENT, if only happening occasionally for the Account Manager.

ELHIERL T, TUUEAEETH
Hospitality basics{B £l
The Account Manager must 2 J* £2 3L A 2

Management/r B J7

=  |dentify the key personnel of the hotel to be introduced to the booker coming for ENT and inform them accordingly to
join or just get introduced to the booker, so that the booker feels awaited and more familiar with the members of the
hotel.

B R AR 2L NGRS R . IR Jb A 75 20 Bl ie 2 A 2 A 4AiA R
o BhibZe NIRnt 32 B B AN SN 1 PR3 5 1

F&BAL X

= Check with F&B if the restaurant is not planned to be fully booked. Check with the restaurant prior to the arrival of the
client that the table is booked.
HRYESHIANET G EE . £ NBIAR 5B/ CE W = AL

= Inform the restaurant of the importance of the guest prior to his/her arrival in order to get a special attention during the
service if needed.
NERRAE IR ST A b 2 N BRI O SCHE, AE20 N BIA AT & A0 T2 AR B2

= Inform the restaurant about the time limit of the client if a quick service is needed.
IR T BRI SS, 5 5T % N F A R[] PR

Guest Care — Etiquette of an Entertainment. &3 28 A—22115 $LAX

=  Ensure that the guest has the most pleasant or less disturbing view among the persons sitting at the table.
e N, SALSM SR A
0 The client sits down first

YN VN
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o0 Always face the client.
ISPPIE-FN
o Ifthere are several person,
LIPS EDIROINE I
=  Ensure you are not alone but have colleagues, managers at the same levels to balance.
B ORARL AT 7] 250 4 [ <% [
= Ensure the right people face their homologue.
B DR P i 22 R IE W 5 B
=  Be alert on the comfort level of the Client during the lunch and quickly and discretely correct any errors of service
FE B IIR) B 2 N BT, PUs T IH 1) SUE IR &5 1 R v iR
o Watch for the absentees &5 FF i Jif 2
= Inthe bar are there thinks like nusts, crisps, olives for the client?
FEWIE, EEFEANTANFARER, Fr, e
= Atthe restaurant, make sure he has a serviette and bread rolls are on the table.
FERT, HitRE LR h K%
= Make sure the client has the right drink.
B ORAR IR 25 2 N I R 2 N AR I
= Are mustard, butter, salt, pepper on the table?
R ERBEIFR Bl . HBC
= Make sure the glass is not wet and drops do not fall on the client's outfit (if so, ensure there is a paper to
absorb the water)
BRI 43 0K BT CHn SRR A B 7K BR, 135 F A8 T AR K Bk D
o Offer water and wine, it is up to the client to choose
FRALK R AL, RN Dk
o Offer (liquors), tea or coffee and cigars.
Rft G, %, winmE S
= Be aware of the time limit of the guest and act accordingly.

ARSI AATERIIS 1], ARSI R R DU L (147 3)

A Sales exercise: Keep to business as long as possible (except with Asian and Arabic clients)

SRATRE S 2 P OREF I AL AR B A R R

= Be aware of the F&B customs of the nationality your guest is from to be ready to adapt your style accordingly. For
some nationalities, it may have a negative impact about talking business throughout the major part of the lunch as the
aim is to become friends before doing business. We understand that each sales person will have the intelligence to
discern how each client needs to be taken care of.
AR AN E R R I, DMIGE 4 A% TR E R kY, 75 g HENR S TAE
S AU IR o NAZAE TS A R Z AT AR A . BATHE, P iO4 & N A #0H 2 a8 i 3
A LA 2 N A AR O J7 TH

= Stay arepresentative of Bavaria Hotels International and act accordingly during the ENTertainment.
JiA B AR B I 5 AR B[R], I 7 B e A v SR BB B2 PR 47 3l

= Stay a sales person and open doors for talks on business and have the relevant documents for concrete talks and a
notepad for notes.
PLZAT B N AR [FJEIT 5 AR SRR, AR R B B Ak N 2 I LA AH S ) ST R385 7 B 10 A
EIVARTRESS

= Ask for business, make people talk about their liking of the hotel, answer objections, close.
WREAE R YIS B4, FERW, S5RRE

= Have a give-away ready (thank you for your time)
AR AL CRCIA 2 A\ Al Hh A ) 200 224D

= Ask the client about his feeling about the hotel, the meal ... to estimate the satisfaction level.
EE-Y NNl S Y O E VG UIEIE SRR N HR §8 i

= Not let the client pay for the meal/drinks
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ANEELLZE NSO FHAE I A T 2

Accompany the client up to the entrance door of the lobby
B[R] 2 N B30 IR T

Follow up on the agreed actions within one day.

FE— RN ERER CAB R — BUAT 3 T &
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