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1. What is the No Show?{+4 &No Show?
= Guaranteed booking the same day without arrival
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2. Check expected arrival £ Tk
= Before commencement of Night Audit, Night Manager must check the Expected Arrival Reportf
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= Check reservation correspondence against the computer and make sure all the information in the
system is accurate. Check reservation to ensure no duplication. k%%t FT 4 [ 1T ¥ 5 e i o (115
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3. Back Up £&14
=  When complete the night audit, print No Show Report
SR J5, FTEINo Show Report
= Attach the reservation list to No Show Report and Relevant supporting documents for back up.
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4. Review and proceed charges & 1% & W B %%
= In the morning No Show Report will be sent to the Reservation department for review, The report signature
confirmation after returned to the Front Office by the Assistant Manager collection charge, If cannot charge
will be sent to the Financial department follow up.
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