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OBJECTIVE H f3:

e To ensure that all our hotels have a strict policy on credit management, and consequently have a minimum
amount of bad debts.
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APPLICATION FH:

Due to the differences between hotels in various locations, each property is required to issue its own internal
Credit Policy which complies with the guidelines outlined in this policy.
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All relevant Department Heads must be conversant with the Hotel Credit Policy and communicate its
requirements to relevant staff in their departments.
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The General Manager has overall responsibility for Accounts Receivable and must be constantly up to date with
the status of receivables.
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STATEMENT OF POLICY I 5 5 BH::

The Hotel Credit Policy has to reflect, amongst other matters of importance to a specific hotel, the following:
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1. Any guest or company that requests credit facilities must be asked to complete a credit application for the
approval of the General Manager and Director of Finance & Controlling prior to extending any credit facilities.
See example in Appendix section (APP 15).
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2. Guests should be advised that a submitted application does not automatically guarantee credit.
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3. The Director of Finance & Controlling is to thoroughly check each credit application prior to submitting the
form for final approval of the General Manager.
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4. A hotel “Cash List” must be maintained with the names of bad debtors and each application should be
checked against this list. The Vice President will coordinate the compilation of a company Cash List and
circulate this to all hotels on a quarterly basis.
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5. Hotel Director of Finance & Controlling are encouraged to maintain an active network with other hotels in the
area and communicate on Cash Lists.
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10.

11.

12.

13.

14.
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Invoices must be issued and dispatched no later than three working days following the departure of the
guest.
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Each invoice should clearly state that payment terms are 30 days and any dispute should be raised within 15
days.
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It should be clearly stated on the Credit Application that the hotel will reserve the right to remove credit
facilities if payment exceeds the terms agreed.
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Accounts receivable is to be well documented. Any balance should have the back-up immediately available.
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The standard for sending “First Reminders” should be 45 days from the date of presenting the invoice.
“Second Reminders” 75 days and “Third Reminders” 105 days.
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The third reminder letter must not be sent before discussing the account at the credit meeting or after
obtaining approval from the General Manager.
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Each hotel is to set a “High Outstanding Amount” for that particular property, which must be approved by the
Vice President, Finance. The objective of this is to provide a yardstick for following up on the balances of in-
house guest.
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The Night Auditor is to prepare a list of high balances on the Guest Ledger. This list must be checked by
Accounts Receivable Supervisor on a daily basis. The Front Office Manager should carry out the necessary
follow up.
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Common sense and logic must be applied by the Front Office Manager when deciding which guests to follow
up regarding their high outstanding balance. This can be an extremely sensitive issue, and if not handled
properly, can result in the loss of future business. For example, a guest who is staying for a week will
probably have a high balance on day 4 or 5 and would not be a good choice for follow-up.
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15.

16.

A credit meeting is to be held at least once a month and attended by the General Manager, Resident
Manager, Director of Finance & Controlling, Financial Controller, Sales & Marketing Director, Sales Managers,
Front Office Manager, Food and Beverage Operation Manager, Banquet Managerand Accounts Receivable
Supervisor. Aged Trial Balance of Accounts Receivable must be reviewed, particularly accounts exceeding 30
days. Minutes must be taken at such meetings, copied to the Vice President Finance and followed up
thereafter.
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Where possible, all guests should be asked for an imprint of their credit-card on check-in. This includes
guests on company-account payment terms also, as this will guarantee payment of extras.
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