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1.
INTRODUCTION
The mission of the hotel is to achieve 100% Guest Satisfaction and excellence in  operations  by  promoting  and  maintaining  a  cordial  and  proactive environment. The Hotel is also committed offer genuine hospitality with a helpful attitude. 

One of the foundations of this mission is managing the business with people who have a strong commitment to the company value and future, and providing an appropriately controlled  environment  to  meet  the  business  goals  and objectives. 

The Accounting manual has  been  made  keeping  in  mind  the  following objectives. 

To define the policies, procedures and controls, in each department in accordance with standard practices & procedures as prevalent in the Hotel Industry. 

1. To achieve standardization in procedures. 

2. To provide the framework for compliance and controls. 

3. To facilitate audit. 

4. To serve as training material for new employees.

5. As a reference guide. 

Thus the accounting manual has been prepared to ensure compliance with the framework of policies and procedures and protect the company's assets and resources, while limiting business man. 
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3.
CODE OF BUSINESS CONDUCT

The policy of the Hotel has always been to conduct its business activities and transactions with honesty and integrity and in accordance with moral ethical and legal standards. 

This policy has two key sections. 

Accuracy and Completeness of Accounting Records & Reports.

     1 
 All employees involved in financial transactions are responsible for keeping accurate accounting records and reports. 

     2     Travel expense reports, internal financial reports to management, 
estimates, accruals and answers to inquiries from     company auditors  and lawyers must be accurate. 

     3   All transactions  must be supported by accurate documentation, recorded in the proper account and in the proper accounting time period. Commonality of interest

    4
Employee outside of business activities must not conduct or have the appearance of controlling with his or her responsibilities as an employee  

    5
Participation in outside businesses and ownership in a customer, supplier, or competitor’s business is governed by strict guidelines, including prior approval of the Principal Manager. 


Employees must not use Company's resources or information for personal benefit.

4.
PROPOSED DELEGATION & CHART OF AUTHORITY & DISCOUNT POLICY
Delegation of Authority is a document that defines the levels of authority delegated to the division to approve significant business transactions. 

 Chart of Authority (COA) is to establish within the Division's delegated authority and complied with by each operations. This is to define who is authorized to approve the day to day transactions at the operational level, including spending must and approvals by position, dependant on the financial 
exposition. 

The type of transaction to be defined in the chart of authority includes: 

1. Asset purchase, disposal, revaluation or write - off 

2. Operating revenues 

3. Operating expenses 
4. Treasury 

5. Personnel related 

6. Travel & entertainment etc. 

The purpose of the delegation of authority and the chart of authority is to ensure that significant transactions are property authorized and recorded, and that the company's assets are safeguarded. Also that the risk of unauthorized personnel committing the operational activities and / or agreements, outside their purview or scope is reduced. All such delegation of powers must be construed and need in terms of total budget fixed for the unit, unless otherwise mentioned. It must also be considered that all the expenses must be approved by the respective department heads for which the said expense relates. 

DELEGATION OF POWERS

(GM: General Manager, MD: Managing Director, FM: Assist Manager-Accounts Nature of Power, H.R.: Human Resource, H.O.D.: Head of Department, PM: Purchase Manager)

	Entry No.
	Nature of Power
	To whom sub delegated
	Extent of power and general construction, if any

	
	
	Section Administration
	

	1.
	Creation and Abolition of posts
	
	

	
	1. Power to Create posts

-upto E1 Grade

For E2 to E5 Grade
	GM

MD 
	In consultation with H.O.D./H.R. and CHIL
In Consultation with GM and CHIL

	
	2. Power to abolish posts created

under power at 1.1 above

-upto E1 Grade

For E2 to E5 Grade
	GM

MD 
	In consultation with H.O.D./H.R. and CHIL
In Consultation with GM and CHIL

	
	3. Power to redesignate, upgrade and downgrade

any post according to requirements

- upto E1 Grade

- for E2 to E5 Grade
	GM

MD nd FM
	In consultation with H.O.D./H.R. and CHIL
In Consultation with GM and CHIL

	2.

	Recruitment
	
	

	
	1. Power to make recruitment and selection to

posts in accordance with recruitment rules

-upto E1 Grade

- for E2 to E5 Grade
	GM

GM
	In consultation with H.O.D./H.R.

In Consultation withCHIL

	
	2. Power to constitute selection committees to

appointment to various posts in respect of posts 
- upto EI Grade

- for E2 and above
	GM

GM
	In consultation with H.O.D./H.R.

In Consultation with CHIL

	
	3. Power to fix pay on initial appointment

in respect of staff appointed in respect of posts:

- upto E1 Grade

- for E2 to E5 Grade
	GM/FM

GM and CHIL
	In consultation with H.R 

	
	4. Power to grant traveling allowance on initial

appointment in respect of all posts.
	GM 
	· In consultation with H.R. & 
· CHIL

	3.
	Training
	
	

	
	3.1 Power to nominate persons for training

programs to various training institutions
	HR & Concerned HODs.
	For training programs / courses on the

recommendations of the concerned HOD’s after approval of CHIL through GM

	
	3.2 Power to make payment of fee to various

training institutions in respect of 

Officers/employees of the hotel.
	GM
	Within the budgetary limits but with prior approval of CHIL

	
	3.3 Power to send GM and H.O.D. for liaison to other hotels within India or aboard
	GM
	- In consultation with MD through CHIL

	4.
	Probation
	
	

	
	4.1 Power to extend the period of probation than the probation period prescribed under the rules as applicable from time to time.

- upto E1 Grade

- for E2 to E5 Grade
	GM

GM
	In consultation with H.O.D and HR.

In consultation with HR and CHIL

	5.
	Confirmation
	
	

	
	3. Power to confirm appointment

in respect of staff appointed in respect of posts:

- upto E1 Grade

- for E2 to E5 Grade
	GM

GM
	In consultation with H.O.D & HR.

In consultation with HR and CHIL

	6.
	Transfer, Joining Duty, Traveling Allowance

Handling over charges etc.
	
	

	
	6.1 Power to transfer employees of the hotel from one department to another
	GM
	In consultation with H.O.D./HR and CHIL

	7.
	Discipline
	
	

	
	7.1 Power to suspend punish terminate remove

Retrench or dismiss any employees of the Hotel.

- upto E1 Grade

- for E2 to E5 Grade
	GM

GM
	In consultation with H.O.D. / H.R.

In consultation with HR and CHIL

	
	7.2 Power to take disciplinary action against

Hotels employees

- upto E1 Grade

- for E2 to E5 Grade
	GM

GM
	In consultation with H.O.D. / H.R.

In consultation with HR and CHIL.

	8
	Resignation
	
	

	
	8.1 Power to accept resignation in respect of Grade

- upto E1 Grade

- for E2 to E5 Grade
	GM

GM
	In consultation with H.O.D. / H.R.

In consultation with HR and CHIL

	9.
	Leave
	
	

	
	9.1 Power to grant leave to employees of the Hotel in accordance with the rules of the Hotel

- In respect of GM 

- In respect of Head of Department

- in respect of executives and staff under them.
	CHIL and MD

GM

HOD
	In consultation with H.R & CHIL

In consultation with H.R

In consultation with H.R

	10.
	Promotion
	
	

	
	10.1 Power to grant normal and additional increments

- upto E1 grade

- for E2 to E5 Grade
	GM

GM
	In consultation with H.O.D./H.R& CHIL 

In consultation with HR & CHIL

	
	10.2 Power to promote employees of the Hotel in accordance with the recruitment of Rules

- upto E1 grade

- for E2 to E5 Grade
	GM and CHIL

GM and CHIL
	In consultation with H.O.D. / H.R.

In consultation with HR

	11.
	Allowances and Advances
	
	

	
	11.1 Power to sanction standing advance / imprest. 
	As per SOP
	In consultation with CHIL

	
	11.2 Power to fix/relax installments for recovery of advance of any kind granted to employees of the Hotel.
	As per SOP
	- In consultation with HR

	
	11.3 Power to reimburse employees of the Hotel, medical expenses in accordance with the Hotel's Rules.
	GM
	- In consultation with HR/FM

	
	11.4 Power to reimburse expenses in relation to rules in exceptional cases.
	GM
	

	
	11.5 Power to lay down / alter existing rules in

H.R. manual, L.T.A. leave earned, leave limit etc.
	GM
	- In consultation with HR and CHIL.

	12.
	Administration
	
	

	
	12.1 Power to sanction / reimburse legal expenditure incurred by the hotel in cases arising out of their official duties
	GM and FM
	

	
	12.2 Power to write off Bad Debts 

- amount involved is less than or equal to Rs5000/- per Debtor

- More than Rs.5000/-

( HOTEL SPECIFIC)
	GM and FM

GM/FM/Sales HOD
	In consultation with HOD’s and CHIL.

In consultation with MD and CHIL.

	
	12.3 Power to engage and sanction fees to advocate, lawyers, consultants, interior designers etc.

b) Power to engage and sanction fees/honorarium.

to consultants, retainers etc. (on monthly emoluments basis).
	GM and FM
	- In consultation with MD and CHIL

	
	12.4 Power to frame amendment rules and orders governing the service conditions of the employees.
	GM and HR
	- In consultation with CHIL.

	
	12.5 Power to incur expenditure on immediate safety of employees, plant & machinery etc.
	GM
	- In consultation with MD and CHIL

	
	12.6 power to grant gratuity to employees of the Hotel or resignation / termination / retrenchment in accordance with the rules of the Hotel as applicable from to time.

- for posts upto E1

- for posts upto and including E2 Grade
	GM
	- In consultation with HR/HOD

- In consultation with CHIL

	
	12.7 Power to open and operate the bank account of the hotel and draw accept, endorse and negotiate cheques/ drafts/ promissory notes and other negotiable instruments for all operational expenses covered under MIS.

 (Hotel Specific)
	GM and FM Jointly

                         
	- In consultation with CHIL

	
	12.8 Power to collect and pay contributions to the

provident fund of the employees of the Hotel and

to pay to the Trust or any other authority constituted for the purpose of the employees contributions.
	HR
	- in consultation of with FM

	
	12.9 Power to make contributions to the employees welfare fund, if any in future
	GM
	- in consultation of with FM and HR

	
	12.10 Power to allow disbursement of salary of a month in advance of the prescribed date of disbursement.
	GM & FM
	- In consultation with HR 

	
	12.11 a) Power to give business premises / shops in hotel etc on license fee basis.
	MD and GM
	- In consultation with CHIL

	
	b) Power to renew license agreement relating to business premises / shops in the hotel.
	MD 
	- In consultation with CHIL

	
	12.12 Payments to creditors before due date
	GM&FM
	- In consultation with PM

	
	12.13 Cash payments not exceeding Rs.10,000 as and whenever required
	FM
	- In consultation with GM

	
	12.14 Sale of scrap/wastes
	FM and PM
	-In consultation with GM

	
	12.15 Approval for adjustment of shortages and disposal of discarded stocks & obsolete stocks
	FM & PM
	- In consultation with GM/CHIL

	
	12.16 Suspension of credit with respect to defaulting parties
	Credit committee
	-In Consultation with CHIL

	13.
	Incentive
	
	

	
	13.1 Power to grant to or acceptance by Company ‘s employees of rewards
	GM
	- With the approval of HR 

	
	
	
	

	
	
	
	


SECTION II

PAYMENTS TO PERSONS OTHER THAN HOTEL EMPLOYEES

	14.
	
	
	

	
	14.1 Power to sanction/pay arbitration fees to private persons
	MD
	- In consultation with GM

	
	14.2 Power to pay all claims decreed by a Court of Law, Tribunal or Arbitrator
	MD and FM
	- In consultation with GM

	
	14.3 Power to sanction/ pay claims out of Court
	MD and FM
	- In consultation with GM

	
	14.4 Power to sanction TA at suitable rates in favor of experts, consultants etc. engaged in connection with the business of Hotels.
	GM and FM
	- In consultation with HR and CHIL

	15.
	
	Section - III

Works / Projects Business
	

	
	15.1 Power to grant administrative approval of preliminary detailed estimates of work/ projects, publicity & print, production on programs and business proposals
	MD and GM
	- In consultation with FM

	
	15.2 Power to enter into and execute contacts for a) works b) Purchase of stores and materials c) Plant & machinery spares and d) Other purposes.
	GM
	- In consultation with PM/FM & CHIL

	
	15.3 Power to grant extension of time beyond the period stipulated for the execution of the contract power to levy /condone penalty for delay to execution of work
	GM
	- In consultation with HOD and CHIL

	
	15.4 Power to sanction disposal of sundry movable property assets.


	GM
	-In consultation with CHIL

	
	15.5 Power to sell surplus stores, stocks etc.
	GM
	- In consultation with CHIL

	
	15.6 Power to forfeit earnest money, security deposit or other money paid by the contractor on breach of agreement or contract.
	GM and FM
	- In consultation with CHIL

	16.
	
	SECTION – IV

INSURANCE
	

	
	16.1 Power to insure loss or damage by fire or Public Liability or otherwise for such period and to such extent on all or any part of goods stores products and other movable / immovable property of the company either separately or co-jointly also to ensure all or any portion of the goods, products or other articles imported or exported by the company and to sell/assign, surrender or discontinue any policies of insurance effected in pursuance of this power.
	GM and FM
	- In consultation with Insurance Advisor / CHIL and MD.

	
	- All super insurance Policies as regards Cash

handling, cash in transit, vehicles
	GM and FM
	- In consultation with MD

	
	- All such policies for Group medical policy for

Employees.
	GM and FM
	- In consultation with CHIL and HR

	
	16.2 Power to sanction payment of money as decreed by a court/ tribunal or arbitrator to the employees of the hotel
	MD and FM
	- In consultation with GM

	
	16.3 Power to incur expenditure for gifts on festivals.
	GM/FM/ HR
	- In consultation with MD & CHIL

	
	16.4 Power to institute, compound or abandon legal proceedings or refer claims to arbitration and execute power of attorney and sign Vakalatnamas, Mukhtiamamas Plaints, Written statements and other documents and papers in connection with cases in Law courts etc on behalf of the Hotel
	MD and FM
	- In consultation with Company Secretary / Legal

Advisor. & G.M.

	
	16.5 Write Back of Creditor Accounts
	FM
	- In consultation with GM

	17.
	
	SECTION – IV

SALES AND MARKETING
	

	17.1
	SALES AND MARKETING EXPENDITURES
	
	

	
	i. Power to appoint Advertising agencies and fix

remuneration thereof
	GM
	- In consultation with GM & CHIL

	
	ii. For carrying out sales promotion schemes for

various outlets
	Sales Manager, Outlet Manager & GM
	-In consultation with FM & CHIL

	
	iii. Events Sponsorship & Company Sponsorship
	GM/Sales Manager / AMFO
	- In consultation with CHIL

	
	iv. Promotion of Rooms
	GM/Sales Manager /AMFO
	- In consultation with CHIL

	17.2
	REVENUE
	
	

	
	i. Power to setup and alter Room Tariff for different categories
	HOD
	- In consultation with Sales Manager, GM & CHIL

	
	ii. Power to fix / alter F & B menu rates for

Different outlets and for Banquets.
	HOD
	- In consultation with GM, Sales Manager, and CHIL

	
	iii. Power to fix rates to be charged for minor operations:

Café-23

Telephone
	HOD
	- In consultation with CHIL

	
	iv. Schemes promoted by CHIL
	GM
	

	
	v. Finalisation of rates relating to Branch Office Customers
	Sales Manager and GM
	

	
	vi. Approval of Ad-hoc rates
	Sales Manager and GM
	

	17.3
	CONCESSIONS / DISCOUNTS /

COMPLIMENTARY
	
	

	
	i. For Large Corporate Clients Concessions on

Rooms Tariff, F & B etc
	GM/AMFO/Sales Manager
	- As per Discount policy

	
	ii. Concessions under sales promotions schemes
	AMFO/Sales Manager
	- In consultation with GM/CHIL

	
	iii. Concessions to customer
	HOD
	- In consultation with GM

	
	iv. Individual walk-in customer up-to 10%
	HOD
	

	
	Individual walk in customer up-to 30%
	GM
	Approval from CHIL

	
	v. Concession for Banquets and Business Centre

for all categories
	AMFO & F&B
	- In consultation with G.M.

	
	vi. Complimentary for Hotel Stay / F & B / All

other Services.
	GM
	- In consultation with CHIL

	18.
	
	SECTION – V PURCHASES
	

	18.1
	For Budgetary approval of Capital Purchase
	GM
	- In consultation with CHIL&MD

	
	For purchase of the Capital Assets already

approved in the Budget
	HOD & PM
	- In consultation with G.M & CHIL

	18.2
	RAW MATERIAL - VENDOR APPROVAL
	FM and GM
	- In consultation with PM& CHIL

	
	Standing Orders
	Decide by Purchase committee

duly constituted
	with information to CHIL 

	
	Annual Maintenance Contract (AMC)
	Decided by Chief Engineer / FM and HOD
	· In consultation with GM/CHIL

	18.3
	IMPORTED PURCHASES INCLUDING

LIQUOR etc.
	Purchase Committee
	· In consultation with GM

	
	Purchase approval for Imported items for Regular Purchases
	User Department, FM & GM
	- In consultation with PM 

	18.4
	PURCHASE ORDERS/TENDERS
	
	

	
	i. Power of Issuing Purchase Orders
	PM/FM
	With approval of GM

	
	ii. Power of invite & open Tenders
	Purchase Committee
	

	
	iii. Power to accept Tenders other than the Lowest
	GM
	· In consultation with CHIL

	
	iv. Power to accept tender when single tender is received after invitation to tenders, by purchase committee
	GM
	· In consultation with CHIL

	18.5
	Issue of work Order for Services
	HOD/GM
	- In consultation with PM

	18.6
	Authorization for Rejections
	HOD
	· In consultation with GM

	18.7
	Additions to Approved Vendor List
	GM/PM/HOD
	- In consultation with CHIL

	18.8
	Deletion from the Approved Vendor List
	PM/FM/GM/HOD
	- In consultation with CHIL


DISCOUNTS / REBATES / ENTITLEMENTS FOR CHOICE AND RELATED COMPANIES

	1 a)
Ownership of the Hotel
	Room Complimentary

Food and other Services

Official Entertainment – EDM

Personal Entertainment to be billed at cost.



	1 b)
Ownership – Other Managed Choice Hotels

	As prescribed in ownership discount privileges.  Ownership card holders only 30%.



	2
Choice officials / Management Company Officials on duty (If on work related for concerned unit).
	Room Complimentary

Food EDM

Work related entertainment – EDM

Personal Entertainment – 50% discount.



	3 a)
Other Associate Companies of ownership or management company
	30% on lowest published room rate (up gradation to be decided depending on the designation and status of the official)



	3 b)    Entertainment relating to Business development for related hotel.


	Complimentary

	3 c)    Entertainment for purpose other than of the base unit (i.e. to promote other Choice Hotels)


	30% on Room rate and Food.

	3 d)    Personal entertainment (Only officials as prescribed)


	50% discount


5.
CHART OF ACCOUNTS

5.1   INTRODUCTION 

The purpose of standardized Chart of Accounts is to report transaction uniformly, facilitate accurate reporting and meaningful comparison. The usefulness of the Chart of Accounts depends on the following factors: 

-
Adequacy

-
Accuracy

-
Clarity

Further, the Chart of Accounts should follow the Chart of Organization, to enable construction of statements and reports that are valuable for managerial control. The Chart of Accounts should have a numbering system that is simple to understand, easy to use, and flexible enough for normal growth and future changes. 

5.2
RESPONSIBILITIES OF FINANCIAL CONTROLLER /MANAGER ACCOUNTS

5.2.1
Report Transactions in accordance with the Chart of Accounts. 

5.2.2
Seek Approval for additions to create new accounts. 

5.2.3
Maintained trail of additions /deletions of Chart Accounts. 

5.3   CHART OF ACCOUNTS 

The Chart of Accounts have been designed in the Hotel as follows 

-
Each Account code consists of  9 digits. The first 3 digits represents the main Group Code thereafter the next 6 digits represents the account code.

-
The Group Code has been structured as follows:

101 TO 125
-
Equity

126 TO 151
-
Liabilities - Long term

161 TO 175
-
Fixed Assets

176
-
Investments

201 TO 300
-
Current Assets

303 TO 339
-
Current Liabilities & Provisions

361 TO 362
-
Preliminary Expenses

401 TO 469
-
Revenue

501 TO 511
-
Payroll Expenses

526 TO 539
-
Cost of Food & Beverage

540
-
Power, Fuel & Water

546 TO 635
-
Administration & Selling Expenses

650
-
Depreciation

670
-
Financial Expenses

744 TO 750
-
Appropriation of Profit

The  detailed  Chart  of  Account  Head  Wise  is  enclosed  as Annexure 'A'. 

5.4   DIMENSIONS 

Dimensions represent additional attributes or details with respect to the data  entered  in  an  account  caption.  Accordingly, for certain (premapped) account captions, in addition to the usual details of amount, payee,  account  code  etc.,  additional  attributes (e.g.   location, department, etc) may be captured, to facilitate subsequent analysis of data. Such additional detail is called ‘dimension’ in Computer Software. 

The specific dimensions (or details) to capture are predefined for each account caption. In chart of accounts, two dimensions have been used. The dimension relevant to a specific account caption is against it. The dimensions used are: 

Dimension 1 

Department: This captures the department which has incurred a cost, or to  which  an asset  belongs. The departmental code as on date is comprises of 5 digits and the first three digits represent the following: 

-
010
-
F & B and all outlets

-
011
-
Room Division

-
012
-
Minor Operating Department

-
013
-
Shops

-
014
-
Back Office

-
015
-
Engineering

-
016
-
Corporate Office

-
017
-
Sales & Marketing

-
018
-
HRD

-
019
-
GDS/Non GDS

-
020
-
CHIL
-
021
-
Month end

A detailed list of all the departments along with their respective codes is enclosed as Annexure 'B'. 

Dimension 2 

Cash Flow : This captures the Flow of Fund position while entering into transactions. 

6.
BUSINESS CYCLE PROCEDURES & CONTROLS

The Business Cycle Procedures and Controls have been detailed under

the following broad sections:

a.
Purchase, Accounts Payable & Disbursement Procedure.

b.
Inventory Procedures.

c.
Consumption.

d.
Credit Policy, Procedure and Sales Accounting.

e.
Personnel Payments.

f.
Cash and Banking.

g.
Fixed Assets & Depreciation

h.
Month-End Reports.

A.
Purchase, Accounts Payable & Disbursement Procedure

1.
INTRODUCTION

2.
RESONSIBILITIES

3.
PROCESS FLOW

3.1
Receiving of material by Receiving Department. 

3.2
Quality and quantity check at Receiving Department. 

3.3  
Perform three-way audit between invoices, Receiving Report & Purchase order to record Payable. 

3.4   
Provision for Pending Daily Receiving Report. 

3.5   
Risk purchase by Purchase Department. 

3.6   
Disbursement to Vendors (including advance) 

3.7   
Reconcile vendor accounts. 

3.8   
Advances to Suppliers. 

4.
ACCOUNTS ENTRIES

5.
SUMMARY OF FORMATS

1.
INTRODUCTION

The purpose of the Purchase & Account Payable Procedure is to ensure  that  purchases  are  made  judiciously,  and  that  goods  of acceptable  quality  are  purchased  from  reputable  vendors,  at competitive  terms  and  in  timely  manner.  Further,  those  timely disbursements are made. 

These procedures cover goods, services and capital purchases. 

2.
RESPONSIBILITIES


Purchase Manager

1.
To Look after all the purchase requirements by following the well established purchase procedure like vender selection , resourcing , tendering , budgeting ,planning organization and other purchase related matters like Sales tax , excise liasioning with Govt. offices

2. 
To Adept in negotiation and building opportunities for the company by reducing the cost on each and every purchase and to  award the annual contract of all the domestic and operational items

3.
Responsible for purchase inventory control including inviting tenders/ quotations for   operational goods

4.
To Handle routine receiving and store activities.

PURCHASE  EXECUTIVE 

 1.
To Invite  quotations for all the operational items and to prepare the purchase orders.

2 
To. Handle the routine store activities and liasoning with key suppliers of operational items.

3.
To Prepare comparative statements of quotations/ tenders.

4.
Follow up action of  the orders placed with the parties.

5.
To Procure daily consumption articles and inventory control.

6.
Co-ordination of man power logistics etc.

7 
To.Look after daily inventory of all operational items with store in charge.

8.
To Submit daily receipt./issue reports with the purchase manager.


STORE INCHARGE

1. 
After receiving the material he will enter the material in the stock register item wise.

2 
He will issue the material only on store requisitions.

3. 
To maintain the par stock of all the items.

4. 
To Submit daily inventory report of the store to his next senior.

5.
To Submit daily issue / receipt/ report of the store items.

6. 
After receipt of all the bills from the suppliers, he will make entry in the bill register daily basis and forward the same to accounts branch for further necessary action.

3.
PROCESS FLOW

(3.1)
TENDERS

i. Invite quotations for all the operational and engineering items like Vegetable, Dairy product, Grocery, Imported food Items, House Keeping, F&B,Kitchen stewarding, Packaging Material, Plant & Machinery etc.

ii. Comparative statements of quotations/ tenders.

iii. Negotiations according to the comparative statements.through (Five Member   Purchase Committee.

iv. (Member of the committee’s are Purchase Manager, G.Manager, User Department, H.R, Accounts,)
v. Finalize the annual contract.
(3.2)
INDENT

The perishable items should be indented by the Chef and not by the store keeper, basis of the consumptions of the following day.

As per store items like provision, H/K, F&B and other usable items should be indented by the storekeeper based on the par stock level.

(3.3) RECEIVING 

All the store and perishable items  are received by the store keeper according to the purchase order  and there is no involvement of any body or check points at any stage. As a matter of fact all food items are checked by the Chef first. Then the security supervisor should check the quantity and enter in his material register daily signed and stamped by him. After this exercise the store keeper then receive the mater. Note: Refer Summary for Formats of reports generated. 
3.3
Perform a three-way audit of Invoice, Receiving Report and Purchase

Order to record payable.

3.3.1 The  original  invoice  is  to  be  received  by  the  Accounts  and Finance Department. Where accompanying goods, the invoice is to be forwarded to Accounts and Finance Department along with the respective Daily Receiving Report (D.R.R.). The date of receiving the invoice is to be stamped by the Accounts & Finance Department. 

3.3.2 
The finance department on receipt of approved work contract bills from  engineering  or  other  user  departments  must  audit  the invoice  along  with  the  work  order  for correctness  on  rates charged and extent of work carried out. 

Note: Refer Summary for Formats of reports generated. 

3.3.3 
The Accounts & Finance is to perform a three-way audit to match the Purchase Order, the D.R.R. and the Invoice. Where other than the original invoice of the Vendor is processed, the Assistant Finance Manager must specifically approve it. Further, duplicate invoices must be clearly identified to avoid payment twice. 

3.3.4 
The Accounts & Finance Section is to put together the Purchase Order, D.R.R. Suppliers delivery challan / Packaging list and the Invoice to form a voucher package before carrying out the three way audit. The Accounts & Finance is to check the correctness of extensions and footings on the invoice. 

3.3.5 The Accounts & Finance is not to alter the invoice (e.g. Invoice number, date, quantity, amount etc.) except is case of minor 
variances. A separate debit note is to be issued where deductions are to be made from the invoice. 

3.3.6 After three way audit a Purchase Journal Voucher (PJV) is to be generated in Computer Software. As per Computer Software, a purchase voucher is classified under the following two categories: 


a.
Suppliers Bills (Material)


b.
Suppliers Bills (Others)


In  case  of  purchase  of  material  received  through  receiving department purchase voucher is entered through suppliers Bills (material)  and  online  receiving  reports  are  to  be  linked  with purchase voucher. 


In case of other purchases i.e. services availed or non-material items, voucher is generated through suppliers bills other option. Note: Refer Summary for Formats of reports generated. 

3.3.7
Appropriate withholding tax as applicable are to be deducted at the time of generating the PJV. 

3.3.8
For other services, the Accounts & Finance Department is to forward the original invoice to user department for review and approval before generating PJV. 

3.3.9
The print out of PJV entered in Computer Software is to be taken out on daily 
basis and supporting documents such as, invoice, R.R. delivery challan are to be attached with PJV. 

3.4
Provision for Pending R.R.'s 

3.4.1
At  the  month  end,  a  statement  of  pending  Daily  Receiving Reports (pending  R.R.'s)  should  be  generated  from  Computer Software. Thereafter pending R.R.'s are to be accrual for at the Purchase Order rate. Accrual is to be reversed at the beginning of the next month. 

3.4.2
The accrual is to be made through a journal voucher, which should be approved by the concerned authority. The said voucher should be reversed as at the beginning of the next month. The concerned authority should also approve the same. 

3.5
Risk Purchase by Purchase department. 

3.5.1
Risk Purchases are made into the following two conditions: 

a)
Short supply by supplier and unable to supply but urgently required by the user department.

b)
Material rejected on receipt, but required immediately by user department.

3.5.2 Purchase department should analyse as to out of the above two conditions, for which condition is the risk purchase being carried out and also should specify it on the face of the Purchase Order prepared. 

3.5.3 In case of such emergencies the Purchase Department should draw a cash advance / imprest from Finance Department. 

3.5.4 Purchase should be made as per the specifications received. As far as possible purchases should be made from the suppliers maintained on the approved supplier's list. 

3.5.5 Bring  the  Material /Goods  as  per  the  PROCEDURE  FOR RECEIPT OF MATERIAL as specified in the Function Manual of  receiving department of the Hotel. 

3.5.6 Prepare an Expense Statement in duplicate for expenses incurred against the cash advance taken and attach bills and receiving Report to it and forward it to the concerned officer/authority for approval. 

3.5.7 Check  the  expense  statement  and  if  in  order  approve  the statement and return to the purchase officer. 

3.5.8 The Original copy of the expense statement  along with  bills should be forwarded by Purchase Department to the Finance 
Department for settlement of imprest Account or staff advance A/c  shall  be  received  by  Finance  directly  from  the  receiving department, if not, then expense statement should also be supported by a copy of DRR. 

3.5.9 
On the basis of the Approved Expenses statement bill and RR the accounts department should settle the imprest account or staff advance account by passing requisite accounting entries. 

3.5.10 In case the Risk Purchase is made, because of any of the circumstances specified above, then these types of cases are covered by the clauses of the Annual Rate Contracts. The finance department should bill the supplier with difference in rates of item purchased  and  the  contracted  rates  by  passing  suitable accounting entries (via Debit Note). 

Note: Refer Summary for Formats of reports generated. 

3.5.11 This Debit note should be sent to the party at the earliest or such  amount should be deducted from his future payments. 

3.6   Disbursements to vendors (including advances) 

3.6.1 Accounts & Finance Department is to ensure timely payments to  supplier, and to process the invoices by their due date. For this the Finance Department is to enter the due date of payment as per the terms and conditions of purchase order or as per terms of payment in Annual Contract, while making the purchase journal voucher in Computer Software. 

3.6.2 On basis of ageing generated by Computer Software, Accounts & Finance have to prepare Bank Payment Vouchers (BPV). After generating BPV, 
Accounts & Finance department should generate printed payment cheques. 


Note: Refer Summary for Formats of reports generated. 

3.6.3 
This Bank payment voucher along with printed cheques is to be approved by the concerned person as per Chart of Authority. 

3.6.4 In Computer Software the BPV is system generated and numbered. 

3.6.5 The two authorised signatories, for signing the cheque, should  also approve the BPV and review the supporting documentation.  BPV's  and  PJV's  are  to  be  filed  by  sequence  &  bounded periodically. 

3.6.6 Access  to  unused  cheques is to  be  restricted  to  authorised  personnel only. Further, a record of cheque books obtained from 
the bank, and those issued for use, is to be made on a cheque book issue control log. 

3.6.7 All  the  cheques  are  to  be  stamped 'Account payee only' on  receipt from the bank, except one cheque book, which is to be used for cash withdrawal. 

3.6.8 Under no circumstances, other than purchases of assets on hire purchase, should the post-dated cheques be signed and further, under no circumstances should blank cheques be signed. 

3.6.9 
Signed cheques are to be mailed to vendors directly, along with a Payment dvice. This is to be prepared in duplicate: the original for the vendor (to go with the heque) and the first copy to be filed with the BPV. Supplier representative should be discouraged from visiting  the  office,  except  during  designated  hours.  Where cheques  are  handled  over  to  a  supplier  representative,  a signature for acceptances is to be obtained on the Cheque issue Register. 

3.6.10 As far as possible, BPV's and cheques should be presented to the authorised signatories for signatures in one go, rather than individually. Exceptions to this should  only  be  made  in emergencies. 

3.7   Reconcile Vendor Accounts 


3.7.1 
Periodically, a statement of account or confirmation of balance is to be obtained from vendors, to reconcile the payable balance as per books with the records of the vendors. This is especially important for vendors with running accounts. 


3.7.2 
The Accounts & Finance staff involved in preparing and approving PJV or disbursement staff involved in cheque preparation should not carry out the reconciliation work. The reconciliation should be at appropriate periodic intervals. 

3.8   
Advance to Suppliers 

3.8.1 
Receipt of claim from supplier for payment or advance against supply of material by Purchase Department. 

3.8.2 
Preparation of a request for an advance to be released by the Finance department. 

3.8.3 
Refer to the relevant order, vendor account outstanding and verify that the advance is payable as per the terms of Purchase order. 

3.8.4 
Prepare Bank Payment voucher for advance payable by debiting the Supplier's Account. 

3.8.5 
Send the Bank Voucher along with the Purchase Order to the concerned Account's Officer for approval of advance. 

3.8.6 
Verify that the Voucher is in order and that advance is payable as per the P.O. and no previous advance is outstanding. 

3.8.7 
Approved the voucher and send it the sanctioning authority. 

3.8.8 
Receive  the  approved  voucher  &  verify  that  the  advance  is payable as per the P.O. and sanction the voucher and forward it for release of payment by cheque as per the Cheque payment procedure. 

3.8.9 Return the PO to the concerned person in Finance & Accounts. 

4.  
ACCOUNTING ENTRIES

 Accounting Entry for Recording Payables:-

Debit
Stock Account - in case of materials

Debit
Appropriate expenditure in case of other purchases

Credit
Vendors Account

Credit
Applicable Statutory Deductions

 Accounting Entry for Accrual of Pending D.R.R.'s:-

Debit
Stock Account - in case of materials

Credit
Provision of Pending D.R.R.'s

 Accounting Entry for reversal of provision for Pending D.R.R.'s:-

Debit
Provision of Pending D.R.R.'s

Credit
Stock Account - in case of materials.

 Accounting Entry for recovering differential referred in para 3.5.10

Debit
Vendors Account

Credit
Stock Account

 Accounting Entry for Cash Advance:-

Debit
Staff Imprest Account

Credit
Cash in Hand

 Accounting Entries for settlement of staff advance.

Debit
Stock Account

Credit
Staff Imprest Account or Staff Advance Account

5.
SUMMARY OF FORMATS


1.
Receiving Report

(A)


2.
Purchase Order

(B)


3.
Work Order

(C)


4.
Daily Material List

(D)


5.
Purchase Journal Voucher (PJV)
(E)


6.
Bank Payment Voucher (BPV)
(F)


7.
Short Supply / Rejection Report
(G)


8.
Debit Note

(H)


9.
Contract for Perishable Item
(I)


10.
Contract for Non Perishable Item
(J)

FORMAT 'A'
RECEIVING REPORT

	RECEIVING GOODS FROM:



                                                                                                                                                                 DOCUMENT NUMBER:

DELIVERY DATE:

	ITEM DESCRIPTION

	UNIT
	QUANTITY
	UNIT Pr DISC. STORE

	
	
	
	

	TOTAL: 

TOTAL (incl. Disc.):



FORMAT 'B'

	SUPPLIERS/ACCOUNT/RECORDS 

PURCHASE ORDER 

DATE: 

YOUR REF: ORDER NO.: 



	ITEM DESCRTION
	ITEM
CODE
	UNIT
	QTY
	UNIT RATE

(RS)
	DISCOUNT

(%)
	NET

AMT. (RS.)
	EXCISE DUTY

%
	S.TAX

(%)
	GROSS

AMOUNT

(RS.)

	
	
	
	
	
	
	
	
	
	

	
	Discount Value
	Total
	Excise Value
	S.Tax value
	Gross Value

	
	
	
	
	
	

	GRAND TOTAL
(IN WORDS)


	PACKING SPECIFICATION 
DELIVERY DATE ON 
DELIVERY TO 

TERMS OF PAYMENT 

PRICE IS UNDERSTOOD 

PACKING & FORWARDING 
FREIGHT 

MDOE OF DELIVERY 
INSURANCE 

INSTALLATION 

GUARANTEE/WARRANTY 
PENALTY CLAUSE


Purchase Manager







Financial  Manager





General Manager

FORMAT 'C'

	WORK ORDER

Ref. No. 

Date 

Name of Contractor ____________________________________________________________
Nature of Work

	S.No
	JOB
	LOCATION
	DIMENSIONS
	RATE
	TOTAL

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL

TERMS AND CONDITIONS

1. _________________________________

2. _________________________________

3. _________________________________

4. _________________________________

5. _________________________________

                                            6. ________________________________
                                     Chief Engineer                                       Financial Manager                                             General Manager




FORMAT 'D'

	                                                                                                                                                                  Ordering Date:
                                                                                        DAILY MATERIAL LIST                                    Receiving Date

                                                                                                                                                                   Market List No.:  

                                                                                                                                                                  No. of Challans                                                                                                                                                                 



	VEGETABLES  
	UNIT

Kg.
	On

hand
	Order


	Rec
	FRUITS   
	UNIT

Kg.
	On

hand
	Order


	Rec
	POULTRY
	UNIT

Kg.
	On

hand
	Order


	Rec
	DAIRY

PRODUCT
	UNIT

Kg.
	On

Hand
	Order
	Rec.

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


EXECUTIVE CHEF...





PURCHASING...





RECEIVING...
FORMAT 'E'
PURCHASE JOURNAL VOUCHER (PJV)

	200( )-200( )  User Name :

Bank Office :

Supplier Bills (Others)


	Voucher No.
Amt.
Esic:

Party  Code
Due Date:
Epf

Bill No.
Sanc. By:

Cash Flow

Narration

Tds Cd

Mct Cd

Net Amount Rs.


	Code
Account Debited
D/C
Amount
Narration

Total : __________



	200( )-200( )  User Name :

Bank Office :

Supplier Bills (Others)


	Voucher No.
Amt.
Esic:

Party  Code
Due Date:
Epf

Bill No.
Sanc. By:

Cash Flow 
Narration 

Tds Cd Mct Cd 

Net Amount Rs.



	Code
Account Debited
D/C
Amount
Narration

Total : __________



                                                                                                                      FORMAT 'F' 

   BANK PAYMENT VOUCHER (BPV)
	200 ( )-200( )  User Name : 

Bank Office
PAYMENT


	Voucher No.
Amount
Date :

Cash Bank Code: 

Narration :
Print Cheque:

Sanct . By:

Cheque No.:

Amount Rs.:



	Code   Account Head  Cash Flow  D/C
Amount    Narration   Type

Total :




                                                                                                                  FORMAT 'G'
	SHORT SUPPLY /REJECTION REPORT                       DATED :

                                                                                           NO:



	S.No.
	Items
	Unit
	Qty
	Qty
	Qty
	Short
	Remarks



	
	
	
	
	
	
	
	


CC :  Executive Chef
Receiving Executive

Purchase Manager 
F & B Controller 
                                                                                                           FORMAT 'H'

	NO: 

DATED : 

DEBIT NOTE
SUPPLIER NAME : 

SUB : RISK PURCHASE AGAINST RATE CONTRACT NO.



	S.No.
	Item
	Contract

Rate (Rs)
	Risk Purchase

Rate (Rs.)
	Diff. In

Rate (Rs.)
	QTY.

Purchased
	TOTAL

AMOUNT(Rs.)

	
	
	(A)
	(B)
	C=(B+A)
	(D)
	E=(C8D)

	
	
	
	
	
	
	

	
	
	
	
	CARTAGE (RS.)

GRAND TOTAL (RS.)
	


Sample for perishable contract
Subject  :  Contract for the Supply of …………………….. for the period …………

Dear Sir,

This has reference to your quotation no………………….. dated………………………... and our subsequent discussion on the above subject, we are pleased to award you the contract for the supply of………………………………………………………………..  The following are the terms and conditions                                                                                                                                    on which we both have agreed to follow during the above contract period. 

1. (a)  The Purchase Manager or his Assistant will Indent you  the requirement for the next day for the items, specifications as mentioned in Annexure – A. Indent shall be given to you either in writing or orally or on telephone from time to time. Free delivery will be made by you of the fully indented quantity at our hotel between 9.00 am - 01.00 p.m ordinarily by the next day of receipt of our indent or as per time schedule given for supply,failing which penalty up to 25%of the ordered value would be debited on your account for the delay. 

(b) However, incase of urgent & immediate need, the indented item in full quantity must be delivered by you at short  notice on the same day by the time as may be intimated to you.  If the supply is rejected, in part or in full, it should be made good within 2 hrs of rejection on the same day as may be desired by us. 

(c ). Yours Supplies must be as per the Specifications, brand and quantity as mentioned in Annexure – A . The Purchase Manager may change the specification, brand and quantity specifically in writing which shall also be delivered at our hotel.

2.
The hotel reserves the right to reject the supplies if they are not delivered in full quantity   as per specification , brand,  weight  and in time schedule as stipulated above. In such a case it will be considered that the supplier  has failed to supply the indented items to the hotel. In such circumstances  the hotel will have un-conditional right  to buy the material  from the open market and debit the rate difference of actual purchases and Contracted rates, including the actual transportation cost and actual  man power hour lost @ Rs. 150/- per hour to your account in the form of a risk purchase of  indented items.

3.  
The finalised rates as per Annexure I would be applicable w.e.f…………………….. and the same will be valid upto………………...and there will be no interim revision of rates during the above mentioned period. However the supply on these rates shall continue after 31st march till the finalization of fresh tender.

4. 
(a)  Your supplies must be accompanied with Challan / Invoice in duplicate. The original will be retained at the receiving point & the duplicate will be returned duly endorsed for the quantity received. 

(b) You must furnish a clear warranty on each of the Invoice cash memo/ Credit memo, as required under provisions of rule 12-a (on form vi -a) of PFA rules, as amended from time to time in respect of food items supplied. Each warranty shall bear your legible signature & license number. A Photostat copy of the valid license issued by the Health Authority shall be made available to us for the hotel record. 

(c) You shall even, on a short notice, make yourself available at the time of food sampling by any government / state organisation & shall  sign the relevant documents. You will be liable to face the prosecution with cost, forfeiture of security and any other amount due to you, if the sample is rejected or found adulterated.

5.  
Quality will be checked by Purchase Manager, Executive Chef, F & B Controller or other representatives and their decision will be final in this regard. 

6.  
The food article supplied shall strictly confirm to the quality as specified by the hotel. You shall be solely responsible for food articles, which at any time, if found substandard or adulterated & shall indemnify hotel against all the loss and damage including our reputation & keep us indemnified with respect to supplies made under the food adulteration act / rules amended from time to time.  You will have to undertake the whole responsibility in that regard in writing to us.

7. The food articles supplied shall be free from any type of foreign matters, adulterants, starch, dust, grit & insects etc and you will not supply any item which is prohibited by any government or under any applicable Act in India. 

8. The Hotel as right to get the food articles analysed from any of the laboratories for the verification of quality standard of the food articles, in case of any type of defect or default in quantity, the food articles received prior to the date of analysis shall be deemed sub-standard/ adulterated in such case. The hotel shall have the right to forfeit the security, to recover full cost of all such articles in, addition impose penalty upto 25 % of the value of such articles and also to recover any other expenditure, incurred on analysis etc by debiting the same to the your account. The hotel would have right to recover any damages claim by its guest, Customers due to consumption of your sub standard supplies. 

9.
You shall strictly adhere to the quality, quantity  & time schedule given for the supplies to be made from time to time. In case of  default or non – performance of any terms and conditions contained in this contract the management reserves the right to terminate the agreement & forfeit the security deposit and any other amount due.

10.
Payment shall be made by the accounts department on or after 25th of the following month in which your supplies are received by the Hotel. The payment will be subject to condition that it complies with all terms and conditions in this agreement and Bills are received by our accounts department latest by 5th of the following month.

11.
It will be your responsibility to reconcile your account within 30 days from the date of receipt of  payment. But no enquiry of account reconciliation shall be entertained after 30 days from the date of receipt of the payment of the relevant period. 

12.
The supplier shall not sub-let the contract to any other party without the prior written permission of the hotel. 

13.
You shall also be liable to pay marketing committee fee, taxes, octroi and cess applicable  supplies imposed by State or Central Government. You will also produce the proof of such payments every month at the time of receiving the payment otherwise the same will be deducted from your account.

. 

14. 
You will also submit the details of your Sales Tax Registration Number, Permanent Account Number, Service Tax Account Number and Jurisdiction in which you are assessed alongwith photocopy of such registration number.

15. 
You are liable to submit all statutory forms which you are required to be  issued us under the Sale Tax Act, Income Tax Act, or any other  Act,   applicable  on your supplies within the time period prescribed by the relevant law or within 7 days from the date of our request failing which the company has right to withhold your payment and  impose the penalty as per the provision of the law. 

16.  
The hotel may at any time or without notice, in writing, summarily terminate this contract, if the supplier is at any time adjudged bankrupt or a receiver is appointed in respect of his business, or on non compliance of any terms and conditions contained in this contract. In the Event, the supplier here by agrees to waive his right to claim any compensation for termination of this contract. 

17.
The supplier shall not offer to give or agree to give to any person in this hotel any gift or consideration of any kind as an inducement or reward for doing or for bearing to do or for having done or forborne to do any act in relation to the obtaining or execution of this or any other contract or for showing or for bearing to show favour or disfavour to any person in relation to this or any other contract any breach of this condition by the supplier or by anyone employed by him or acting on his behalf whether with or without his knowledge shall entitle the hotel to terminate the agreement forth with & to recover from the supplier the amount of any loss or damage resulting from the cancellation of the contract. 

18.  
All kinds of packing materials required under this contract will be provided by the supplier himself at his own cost. 

19. 
The decision of the G.M. of the hotel will be final in all matters and in case of any dispute with regards to supplies made under this contract and will have no jurisdiction in any court of law or arbitration.

20. 
A sum equivalent to one month’s supplies will be kept by us as Security on Interest free basis till the validity of the contract and will be refunded only on the compliance of all terms and conditions of the contract.

21. 
This contract can be terminated by either of the party by giving one month notice in writing. The company reserves the right to forfeit the security in case of termination of contract without notice by supplier. 

Thanking you,

                                                                             


Accepted

for ………………………………….              


for M/S …………………..

( Authorized Signatory )                                                 

 ( Authorised Signatory )
Sample for non perishable contract 


FORMAT 'J'
Date : …………..

………………..

 …………………. 

……………………

Subject  :  Contract for the Supply of …………….  for the period  ………………………… 2008.

Dear Sir,

This has reference to your quotation dated ……….. and our subsequent discussion on the above subject, we are pleased to award you the contract for the supply of………………………....  The following are the terms and conditions.

 1. Yours Supplies must be as per the Specifications, brand and quantity as mentioned in Annexure – A . The General Manager may change the specification, brand and quantity specifically in writing which shall also be delivered at our hotel.

2.
The hotel reserves the right to reject the supplies if they are not delivered in full quantity   as per specification , brand,  weight  and in time schedule as stipulated above. 
3.  
The finalised rates as per Annexure I would be applicable w.e.f. ……………and the same will be valid upto…………...and there will be no interim revision of rates during the above mentioned period. 
4. 
(a)  Your supplies must be accompanied with Challan / Invoice in duplicate. The original will be retained at the receiving point & the duplicate will be returned duly endorsed for the quantity received. 

(b) You must furnish a clear warranty on each of the Invoice cash memo/ Credit memo, as required under provisions of rule 12-a (on form vi -a) of PFA rules, as amended from time to time in respect of food items supplied. Each warranty shall bear your legible signature & license number. A Photostat copy of the valid license issued by the Health Authority shall be made available to us for the hotel record. 

(c) You shall even, on a short notice, make yourself available at the time of food sampling by any government / state organisation & shall  sign the relevant documents. You will be liable to face the prosecution with cost, forfeiture of security and any other amount due to you, if the sample is rejected or found adulterated.

5.  
Quality will be checked by Purchase Manager,User department or other representatives and their decision will be final in this regard. 

6.  
The  articles supplied shall be free from any type of foreign matters, adulterants, starch, dust, grit & insects etc and you will not supply any item which is prohibited by any government or under any applicable Act in India. 

9. The Hotel as right to get the  articles analysed from any of the laboratories for the verification of quality standard of the  articles, in case of any type of defect or default in quantity, the articles received prior to the date of analysis shall be deemed sub-standard/ adulterated in such case. The hotel shall have the right to recover full cost of all such articles in, addition impose penalty upto 25 % of the value of such articles and also to recover any other expenditure, incurred on analysis etc by debiting the same to the your account. The hotel would have right to recover any damages claim by its guest, Customers due to consumption of your sub standard supplies. 

8.
You shall strictly adhere to the quality, quantity  & time schedule given for the supplies to be made from time to time. In case of  default or non – performance of any terms and conditions contained in this contract the management reserves the right to terminate the agreement 

9.
. The payment will be subject to condition that it complies with all terms and conditions in this agreement.

10.
It will be your responsibility to reconcile your account within 30 days from the date of receipt of  payment. But no enquiry of account reconciliation shall be entertained after 30 days from the date of receipt of the payment of the relevant period. 

11.
The supplier shall not sub-let the contract to any other party without the prior written permission of the hotel. 

12.
You shall also be liable to pay marketing committee fee, taxes, octroi and cess applicable  supplies imposed by State or Central Government. You will also produce the proof of such payments every month at the time of receiving the payment otherwise the same will be deducted from your account.

. 

13.
You will also submit the details of your Sales Tax Registration Number, Permanent Account Number, Service Tax Account Number and Jurisdiction in which you are assessed alongwith photocopy of such registration number.

14.
You are liable to submit all statutory forms which you are required to be  issued us under the Sale Tax Act, Income Tax Act, or any other  Act,   applicable  on your supplies within the time period prescribed by the relevant law or within 7 days from the date of our request failing which the company has right to withhold your payment and  impose the penalty as per the provision of the law. 

15. 
The hotel may at any time or without notice, in writing, summarily terminate this contract, if the supplier is at any time adjudged bankrupt or a receiver is appointed in respect of his business, or on non compliance of any terms and conditions contained in this contract. In the Event, the supplier here by agrees to waive his right to claim any compensation for termination of this contract. 

16.
The supplier shall not offer to give or agree to give to any person in this hotel any gift or consideration of any kind as an inducement or reward for doing or for bearing to do or for having done or forborne to do any act in relation to the obtaining or execution of this or any other contract or for showing or for bearing to show favour or disfavour to any person in relation to this or any other contract any breach of this condition by the supplier or by anyone employed by him or acting on his behalf whether with or without his knowledge shall entitle the hotel to terminate the agreement forth with & to recover from the supplier the amount of any loss or damage resulting from the cancellation of the contract. 

17.
All kinds of packing materials required under this contract will be provided by the supplier himself at his own cost. 

18.
The decision of the G.M. of the hotel will be final in all matters and in case of any dispute with regards to supplies made under this contract and will have no jurisdiction in any court of law or arbitration.

19.         A sum equivalent to one month’s supplies will be kept by us as Security on Interest free basis till the validity of the contract and will be refunded only on the compliance of all terms and conditions of the contract.

20.
This contract can be terminated by either of the party by giving one month notice in writing. The company reserves the right to forfeit the security in case of termination of contract without notice by supplier. 

Thanking you,

                                                                                        


Accepted

for …………………………….              


for …………………………..

( Authorised Signatory )                                                 

 ( Authorised Signatory 
B.
INVENTORY PROCEDURES

1.
INTRODUCTION

2.
RESPONSIBILITIES

2.1   Stores Department 

2.2   Security Department and HOD's 

2.3   Finance Department 

3.
PROCESS FLOW

3.1   Receive Materials. 

3.2   Issue Materials Requisitioned 

3.3   Store & Secure Material / Secure Inventory in Stores. 

3.4   Maintain Safety and Par Stock Levels. 

3.5   Making Purchase Requisition for regular items. 

3.6   Cary out physical counts. 

3.7   Identify Book to Physical Differences and Obsolete Inventory. 

3.8   Movement of items on Returnable / Non - Returnable basis. 

3.9   Prepare daily & monthly reports. 

4.
ACCOUNTING PROCEDURE & ENTRIES

5.
PHYSICAL COUNT INSTRUCTIONS

6.
SUMMARY OF FORMATS.

INVENTORY PROCEDURES 

1.
INTRODUCTION


The objective of inventory procedure is to establish controls regarding the issue, holding and reporting of inventory items including food & Beverage items, Non - Food items and other consumables, Store & Spares. 


Further, to determine the consumption of inventory items for determining the obsolete items, shortage and Breakages if any. 


The inventory procedures include receipts, issue, storage and count of Non Food & Beverage, engineering and other inventory items. 

2.
RESPONSIBILITIES

2.1    
Store Department 


2.1.1 
Receive materials based on challans / bills. 


2.1.2
Issue of materials requisitioned. 


2.1.3
Secure inventory in stores. 


2.1.4
Maintain safety levels of inventory / maintain par stock levels. 


2.1.5
Make purchase requisitions for regular items on a timely basis. 


2.1.6
Prepare inventory plan for Food Non - Food and Engineering items other key consumables. 


2.1.7
Carry out physical count of store items on a monthly and quarterly basis. 


2.1.8
Identify book to physical differences and obsolete inventory, if any. 


2.1.9
General monthly consumption report, closing stocks report and slow moving / non moving report on a monthly basis. 

2.2    Security Department & H.O.D. 


2.2.1
Monitor and document the movement for returnable / non returnable items.


2.2.2  Prepare  and authorise returnable/ non  returnable  gate  pass  with mention of reason of removal.


2.2.3
Obtain proper approval for release of material from the appropriate authority. 

2.3    Finance Department 

2.3.1  Supervise inventory count procedures at the month end. 

2.3.2  Account for or adjust shortages found during physical inventory count 
after obtaining required  approvals  as  per  chart  on  delegation  of authority. 

2.3.3  Ensure adequacy of insurance coverage. 

2.3.4 Investigate book to physical differences. 

3.
PROCESS FLOW

3.1``
 Receive Material 

3.1.1
Stores are to receive the material purchase along with the copy of challans/bills.   
3.1.2   Based  on the  entries  made  by the  receiving  department in the “Shawman”, Quantity Stock Ledger gets updated automatically in regards to the receipts. 

3.2 
Issue Material Requisitioned 

3.2.1
The store department issues the material on receipt of On-line store requisition  (i.e.  on lane issue request) from the concerned user department. Only the authorized person of the user department can lodge these requisitions. 

3.2.2
Items are issued according to the required quantity by the store department and the quantity of material issued updates the on line issue request with regards to items requisitioned. 

3.2.3
Obtain the receipt from user department for items issued to them, 
receipt is to be taken on printed copy of on line issue request. 

3.2.4
For  items,  which  are  not  in  stock “Shawman”  itself  generates shortages, in the on line issue request against the requirement, as pending request. 

3.2.5
The items, which were not issued by stores, since they were not in stock, must be reflected in the purchase requisition forwarded by stores to the purchase department on timely basis. 

Note : Refer Summary for Formats of Reports generates.

3.3
Store & Secure materials / secure inventory in stores. 

3.3.1
The material / products are to be stored in their designated area and at a secure place and protected from the weather. 

3.3.2
As appropriate, these are to be stocked to facilitate issues, with  the date of manufacture displayed (wherever applicable) 

3.3.3
Material is to be issued on the basis of first in first out basis. 

3.3.4
The vegetables & butchery items have to be kept secured under temperature control, as per prescribed norms. 

3.3.5
Obsolete and Rejected material are to be segregated and clearly identified and separately stored / stacked in order to avoid their issue along with other items. 

3.4 
Maintain Safety levels of Inventory / Maintain par - Stock levels. 

3.4.1 The  Stores  department  should  maintain  the  par-stock  levels  i.e. minimum and maximum levels for fast moving items. 

Note : Refer Summary for Formats of reports generated. 

3.4.2
These maximum & minimum levels of stock should be reviewed at a 
frequency of three months based on consumption pattern of such items. 

3.4.3
To ensure the availability of stock all the time Reorder Level are to fixed and a constant check is to be kept on Reorder Levels and anyshortfall is to be requisitioned   for purchase. 

3.5 
Making Purchase requisition of Regular Items. 

3.5.1
In case of the following regular items the store makes the purchase requisition base on monthly consumption pattern. 

a) 
Non Food 

b)
Food Items (Non - Perishable) 

c)
Engineering Items (only fast moving) 

Note : refer summary for format of report generated. 

3.5.2
For perishable food items Butchery chef makes the requisition on Daily market list and forward in to the Purchase Department. 

3.5.3
With respect to the Beverage items (Indian & Imported liquor), these are requisitioned either, weekly and monthly, for Indian and Imported Liquor respectively based on their consumption. 

3.6
Carry out physical count of store items on a monthly and quarterly basis.

3.6.1
The stores department carriers out monthly inventories to check:


i.
Quantity in stock.


ii.
Conditions of products in stock.


iii.
Product identification in place.

Store along with F & B controls take this physical count with respect to inventory of Food & Beverage Items. 
3.6.2 
The store department at the end of each quarter conducts physical count of all Non - Food, Food & Beverage items. 

3.6.3 
The store department at the end of each quarter conducts physical count of all non - food, food & beverage and engineering items along with the inventory team which consists of : -


i)
F & B Controls


ii)
Finance Department


iii)
Auditor

3.6.4
The store department along with F & B and Kitchen Department is to carry out quarterly physical count of operating equipment in various outlets. 

Note : Refer Summary for formats of reports generated. 

3.7 
Identify book to physical differences and obsolete inventory ( if any) 

3.7.1 
The  physical  count  taken  either  monthly / quarterly  should  be compared with the balances in hand as per the stock ledger and variances (if any) should be calculated. 

3.7.2 
All significant books to physical differences have to be investigated & reported to the Finance Manager in Inventory Adjustment Form (I.A.F., to be prepared in duplicate) for the necessary approval of 
the same, as per the chart of authority, on a monthly basis. 

Note Refer Summary for Formats of reports generated. 

3.7.3
After  the  approval  on  I.A.F.  the  original  copy  thereof,  should  be retained by finance and the first copy thereof should be provided to the stores to update their stock ledgers. 

3.7.4
Based  on  I.A.F.  the  book  balance  in  Stock  Ledger  A/c  is  to  be  corrected  at  the  month - end. However, if investigations remain incomplete before the month end closing the corrections may be made in the next months. 

However, for quarter - end closings a provision for shortages is to be made even if investigations are in progress. 

3.7.5 
Breakage / Obsolete materials, identified during the physical count, are  to be destroyed promptly. A request is required for each write - off and is to be approved by the concerned authority as per the Chart of Authority 

3.7.6 
Physical destruction of obsolete stock is to be carried out, in presence of finance personnel. Under - cover of a Certificate of Destruction (C.O.D.) which is to be prepared in duplicate. Note: Refer summary for Formats of reports generated. 

The original copy of he C.O.D. is for the store department records and the second copy of the C.O.D. is the finance department as the basis for processing and recording accounting entries. 

3.8 
Movement of Items on Returnable / Non Returnable basis. 

3.8.1
The Security Department and the respective H.O.D.’s are responsible for control on movement of goods on returnable / non returnable basis. 

3.8.2  In  case  of  returnable  goods,  a  Returnable  Gate  pass (RGP) is prepared  by  the  concerned  department  detailing  therein,  the description of items being sent, no of package and also the reasons for movement of goods outside the premises of the Hotel. The referred Gate pass must also indicate the expected date of return of the detailed items. 
Note : Refer Summary for formats of reports generated 

3.8.3
The  Returnable  Gate  Pass  is  to  be  approved  by  the  respective authorities before such items are removed from the premises. The gate  pass is prepared in triplicate  one  each  for  Supplier,  Security  and Finance. A Photocopy of the same is also made available to the store  Departments. 

3.8.4
The stores department on the basis of this copy updates its stock 
ledgers and treat such movement as issue / return to supplier’ On receipt of  the items from the supplier the store again updates thebalance in the Stock ledger of the respective item. 

3.8.5
In case the items are not received within the expected time of their return, the Security department and the respective supplier and should prepare a pending receipt report at the end of each consecutive week after the expiry of expected date of return This report must also reflect the reasons for the delay in return. 

Note : Refer Summary for formats for Report generated. 

3.8.6. 
In case of Non - Returnable Goods, a Non - Returnable Gate Pass (NRGP) is to be prepared, which is to be approved by the appropriate authorities before removal from the Hotel premises. 

Note: Refer summary for formats of reports generated. 

3.8.7 
The NRGP is prepared in triplicate one each for Supplier, Security and Gate. A Photocopy of the same is also made available to the Stores Department as well as to the Finance Department. 

3.8.8 
The Store department on the basis of the NRGP treats such item as return to the Supplier thereby, adjusting the respective Stock Ledgers. 

3.8.9 
The finance department on the basis of the NRGP adjusts the suppliers’ accounts and deducted the value of the said items from the suppliers’ bills. 

3.9
Preparation of Daily / Monthly Report

3.9.1  
The  stores  department  shall  prepare  and  maintain  the  following reports on a daily basis.


1.
Daily Issues Reports


2.
Daily Receiving Report (generated by Receiving department)


3.
Daily Closing Report of Liquor items.

Note: Refer Summary for Formats of reports generated.

3.9.2  
On a monthly basis the stores department prepares following reports.


a)
Monthly consumption Report


b)
Closing Stock Report


c)
Closing Stock Report in operation


d)
Operating Lines


e)
Operating Equipments.

Note : Refer Summary for Formats of reports generated. 

3.9.3  The stores department has to also generate a report of slow moving / non moving items on a quarterly basis. 

Note: Refer Summary for Formats of Reports Generated. 

4.
ACCOUNTING PROCEDURES & ENTRIES

4.1
The Finance department is involved in the quarterly physical count (or quarterly inventory).

4.2 
As per the Significant Accounting policies disclosed in the Audited Balance 
Sheet, The inventories are valued at lower of cost and net realisable value.


As per paragraph 16 of Accounting Standard 2 (Revised) on Valuation of Inventories issued by the institute of Chartered Accountants of India.):-


“The cost of inventories should be assigned by using the first in, first out (FIFO) or weighted average cost formula, The formula used should reflect the fairest possible approximation tot he cost incurred in bringing the items of inventory or their present location and condition.”


As on date the inventories at the year end is valued by using the First in First out method. The department  should  record  following  accounting  entries  for  material consumed, shortage traced, discarded items, obsolete stock & Breakages.


a.
Entry of Consumption
=
Refer Procedures on









Consumption Recognition


b.
Entry  for Shortage  traced / Discarded  items / Obsolete  Stock  or Breakages.



Basis
Inventory Adjusted Form



Entry:
Debit

Consumption A/c




Credit
Respective Stock A/c

5.
PHYSICAL COUNT INSTRUCTIONS

5.1
A co-ordination meeting is to be held before the start of physical count to define responsibilities and duties of the supervisors and count personnel.

5.2
Before the count, inventory items are to be stacked orderly to facilities their count.  Further  issue  and  inventory  movements  should  be  stopped (or monitored) during the count.

5.3 
A person independent of the stock keeper should carry out the stock counts. Counts should be blind, i.e. without knowledge of book stock.

5.4 
Pre-printed  and  pre-numbered inventory tags or count sheets are to be provided to count personnel. A tag control listing is to prepared with tag numbers and the corresponding names of people to whom these are issued along with the inventory location.

5.5
Tags are to be used in sequential order and attached (prominently) to items in an orderly manner. For example all tags used on a row of goods should follow a numerical sequence. This is  to  facilitate  review  for  competences  and accuracy. A break in numerical sequence would indicate that inventory items have been removed to another location. 

5.6 
For certain items part description may be specified on inventory tickets and only  quantities  would  then  need  to  be  entered.  This  would  facilitate identification of parts and reduce count time. 

5.7 
Inventory on consignment, samples, etc should be separately counted. All 
items that would not to be counted should be clearly identified as such. During the count, any obsolete or non moving inventory should be identified. 

5.8
Correct cut off is to be maintained for counts, and a roll back may be required for this purpose.

5.9
The count may be by unit count, by weighing or by dipstick (for liquids) in tanks.

5.10 
Unused tags are to be returned and recorded on the tag control listing and missing tags investigated immediately personnel should be required to remain 
at the inventory count until all tags are accounted. The perforated part of the tags should not be detached until counts have been completed for the area and have been received by the supervisor. 

5.11 
Where any book to physical difference is identified, a recount should be performed. The shortages are to be reported to the stores in-charge and the Assistant Finance Manager for investigations. The balance in the stock ledger is to be corrected only at the month end after obtaining approvals as per C.O.A. in the inventory Adjustment Form. 

5.12
The quarter - end count is to be carried out by Finance.

6.
SUMMARY OF FORMATS

1.
Purchase Request
(Form A)


2.
Purchase Requisition
(Form B)


3.
Physical Count Sheets
(Form C)


4.
Inventory Adjustment Form
(Form D)


5.
Certification of Destruction
(Form E)


6.
Daily Issue Report
(Form F)


7.
Monthly Consumption Report
(Form G)


8.
Closing Stock Report
(Form H)


9.
Returnable Gate Pass
(Form I)


10.    Non - Returnable Gate Pass
(Form J)


11.    Pending RGP’s Repost
(Form K)

FORM A
SYSTEM PURCHASE REQUEST BASED ON MINIMUM AND MAXIMUM QUANTITY

STORE NAME: 

ITEM GROUP:
	Item No.
	Stock Item
	Unit
	Rate
	Quantity
	Min Qty.
	Re-order
	Max Qty.
	Suggest
-
	To order



	
	
	
	
	
	
	
	
	
	


FORM B

	PURCHASE REQUISITION

	RECUISITIONING DEPARTMENT

DATED :

REQUISITION NO. :
REQUIRED BOFORE :



	S.No.
	Description
	Computer

Code No.
	Last          Order

O/S Qty.
	Quantity

Desired
	Last          Order

Rate
	P.O.  Ref  No.

of Last Order
	New P.O. Ref.

Remarks.

	
	
	
	
	
	
	
	


REQUIRED BY : ……………………….                                                                                         STORE DEPTT. ……………………..

                 (Signature)
(Signature)

DEPARTMENTAL HEAD …………………………                                                                        APPROVED BY G.M.: …………………..

(Signature)
(Signature)

FORM CFORMAT FOR PHYSICAL COUNT SHEETS

	DATE :COUNT SHEET NO.:

LOCATION :



	ITEM CODE
	ITEM

DESCRIPTI

ON
	TAG NO
	UNIT OF

MEASURE

MENT
	VALUE PER

UNIT
	ACTUAL

QTY.
	QTY.
AS

PER

BOOKS
	              VARIANCE



	
	
	
	
	
	
	
	SHORT   
	EXCESS

	
	
	
	
	
	
	
	
	


STORE DEPARTMENT
FINANCE DEPARTMENT
AUDIT INCHARGE

FORM D

INVENTORY ADJUSTMENT FORM

	MONTH :

	ITEM

CODE
	ITEM

DESCRIP

TION
	U.O.M
	VALUE

PER

UNIT
	ACTUAL

PHY QTY

FOUND
	QTY.  AS

PER

BOOKS
	SHORTA

GE


	DISCARD
	OBSOLE

TE
	BREAKA

GE
	VALUE

(RS.)



	
	
	
	
	
	
	
	
	
	
	


REMARKS: 

STORE DEPARTMENT










FINANCE DEPARTMENT

FORM E 

CERTIFICATE OF DESTRUCTION

DATE :











MONTH :

	S.NO.


	ITEM

CODE
	ITEM

DESCRIPTION
	QTY. OF

OBSOLETE STOCK

UNIT
	VALUE

PER

UNIT
	VALUE

(Rs.)



	
	
	
	
	
	


REMARKS: 

STORES DEPARTMENT






FINANCE DEPARTME

FORM F

SYSTEM DAILY REPORT ON ISSUES

	Receiving Store :

Date of Receipt
	Issuing Store :

Date of issue :

	Document:

No.
	Date
	Stock

Item
	Unit of

Measure

Ment
	Quantity
	Avg. price

per unit
(Rs.)
	Total

Value of

Issue

(Rs.)

	
	
	
	
	
	
	


FORM G

MONTHLY CONSUMPTION REPORT

	Consumption item Group
Report Date :

Store :

	Item No.

	Stock Item
	Unit
of

measurement
	Pot Use
	Actual Use
	Difference
	Pot Value
	Actual Value  
	Difference

Value

	
	
	
	
	
	
	
	
	


FORM H 

CURRENT STOCK IN HAND REPORT

	From Store :
Date :

To Store : 

From Item Group : 
To item Group: 

	Store : 

Item Group :

	Item

Description
	Unit of

Measurement
	Quantity
	Unit Price
	Total



	
	
	
	
	


FORM I 

RETURNABLE GATE PASS

	SR. NO. 

I authorise ________________________________________ To remove the following article from the Hotel 

Department :
Expected Date of Return :

Date :
Actual Date of Return:


	
	
	Reason for delay, if any:



	No. of Package
	Description of Items
	Reason for removal



	Department : Head /

Person Authorizing
	
	Sig. Of CSM / SO on duty
	Sig. Of Security Guard Receiving/

Gate

	
	
	
	


Name _________________________

FORM J

NON RETURNABLE GATE PASS
	Gate Pass No. _______________

Date :

Time :

Department :

Please Allow __________________ of ________________________



	S.No.
	Description of

Items
	Quantity & Value

(Rs.)
	Remarks / Reason

	
	
	
	


…………………….. …………………….
…………………….. …………………….

                                  HOD

A. Signatory             Sign of CSO/SO
FM
              Goods Taken by
FORM K 

PENDING RGP’s REPORT

	DATE :
P.R.R. No.

WEEK     Beginning From :

Reported On :

	RGP#
	Description

of items
	Quantity

No. of

Package
	Date of

Returnable

Gate Pass
	Expected

Date of

Return
	Supplier’s

Name
	Reason for Non

- Receipt of Items.

	
	
	
	
	
	
	


                                 Chief Security Officer
Department head/Person Authorizing

OfSecurity Officer (on duty) 

C.
CONSUMPTION

1.
INTRODUCTION

2.
RESPONSIBILITIES


2.1    F & B Controller. 


2.2    Stores department 


2.3    Finance department. 

3.
PROCESS FLOW


3.1    Computation of F & B Consumption by the Controller. 


3.2    Generation of Material Issue Report for the months by the Stores department. 


3.3    Allocation of Consumption arrived to respective user department. 


3.4    Accounting for consumption in financial books. 


3.5    Provisioning of pending receiving reports (R.R.’) 

3.
ACCOUNTING PROCEDURE AND ENTRIES

4.
SUMMARY OF FORMATS

1.
INTRODUCTION


The objective of Consumption Procedure is to work out cost of Food & Beverage. 

2.
RESPONSIBILITIES

2.1
F & B Controller 

2.1.1
The F & B Controller is to prepare a daily kitchen consumption of food and beverage. 

2.1.2 
To take the month-end inventory of food and beverage in all kitchens. 

2.1.3
To take daily and month-end inventory of liquor in all the Bars. 

2.1.4 
To generate a daily Popularity Report. 

2.1.5 
To work out the cost of staff meal provided in the cafeteria. 

2.1.6
To work out the cost of complimentary food and Beverage on the basis of Executive during meal coupons. 

2.1.7
To prepare month end report of F & B cost for individual outlets. 

2.1.8
To prepare individual outlet wise monthly Profit and Loss statement. 

2.2 
Stores Department 

2.2.1 
To generate a Daily Issue Report of Issues made during the day. 

2.2.2 
To generate monthly report on issue of material in respect of engineering items. 

2.2.3 
To generate Month end Inventory Report of all the Foods and Beverage Items for F & B Controller. 

2.2.4 
To generate Month end Inventory Report of non - food items. 

2.3
Finance Department 

2.3.1  To account for the Consumption of Food and Beverage items, monthly,  on the basis of Controller's report. 

2.3.2
To account for the consumption of Non Food items, monthly, on the  basis of Stores Report. 

To make provision for pending Daily Receiving Reports (D.R.R.'s) 

3.
PROCESS FLOW

3.1    
Computation of F & B Consumption by the Controller. 

3.1.1  
Consumption of Food includes the cost of Food served to guests and the cost of Food items furnished for employee meals. 

3.1.2   It is to be calculated by adding total Food purchase to the value of the inventory at the beginning of the month and them subtracting the value of inventory at the end of the month. 

3.1.3. 
The cost of the employee meal is calculated on the bases of monthly  consumption at the "
".

3.1.4  
The cost of complimentaries is to be worked out by applying the recipe cost / revious day’s food cost percentage to the sale price for the respective items served as complimentary. 

3.1.5  The Hotel may transfer various Food items to Beverage department locations such as Bars. These items typically fall into one of the two groupings: the first group includes product used in drink preparation such as oranges, lemons, olives and celery's. These items are charged to cost of beverage on the schedule for Beverage department as a Food Transfer. The second group of items transferred to Beverage outlets includes snack foods or other foods prepared in-house and sent to the Beverage outlet for use on a complimentary basis as appetizers. 
These items are charged to Beverage Costing. 

3.1.6  Alcoholic beverages are frequently used to flavor sauces, soups and other food items. Alcoholic beverages used for such purposes are included in calculating the net cost of food as a transfer from beverage to food. 

3.1.7  Net cost of the Food is calculated by subtracting the cost of employee meals, complimentary meals and food transfers to beverage from cost 
of the food and adding beverage transfers to beverage from cost of the 
food and adding beverage transfer to food. 

3.2
Generation  of  Material  Issue  Report  for  the  month  by  the  Stores department.


3.2.1
Stores department is to generate a daily issue report from 'Shawman' and forward it to F & B Controller for working out the daily kitchen cost report. 



Note : Refer Summary for Formats of reports generated. 


3.2.2 
F & B Controller should reconcile the total daily kitchen cost for the month with the net consumption for the month as per para 3.1 above. 



Note : Refer Summary for Formats of reports generated. 


3.2.3 
Material Issue Report for Non Food items is forwarded to the Finance department directly for accounting of consumption on a monthly basis. 

3.3 
Allocation of consumption arrived, to respective user departments. 


3.3.1
F & B Controller is to allocate the total consumption to different outlets and minor operating departments. 


3.3.2 
On the basis of allocated consumption a monthly Profitability statement for each outlet is worked out. The data related to other incidental non-food cost is received from respective departments to work out the total cost. 



Note : Refer Summary for Formats of reports generated. 

3.4
Accounting for consumption in financial books. 

3.4.1  
Consumption is accounted for on monthly basis. 

3.4.2  
The basis for recognizing consumption for food and beverage is the monthly consumption report forwarded by the F & Controller. 

3.4.3  The consumption for other items such as Non  - Food items and Engineering items is accounted for on the basis of monthly issue reports generated and forwarded by the stores department. 

3.5    Provisioning of Pending Daily Receiving Reports (D.R.R.'s) 

3.5.1  Accrual of all the material received but not recognized as purchase during the month due to any reason is to be made. 

3.5.2  Provision for pending receiving, report are to be made on the basis of 
report generated from Al IF at the month end. For details refer para 1.4 of Purchase material. 

4
Accounting Procedure and Entries :-

4.1    
For recognition of Consumption of Food and Beverage


Basis : Month end Consumption Report prepared and forwarded by


Food & Beverage Controller.


Entry :
Debit  :  Consumption Food & Beverage


Credit : Stock Account of Food & Beverage.

4.2   
For recognition of consumption of Non Food items. Such as engineering


items, House Keeping Items etc.


Basic : Month end Issue report generated and forwarded by the Stores.


Entry :
Debit
Consumption of Non Food Item


Credit
Stock Account of Item consumed.

5.
Summary of Formats


1.
Daily Kitchen Consumption Report
(A)


2.
F&B Month end Report
(B)


3.
Physical Verification Report
(C)

FORMAT ‘A’

	KITCHEN / OUTLETWISE FOOD COST REPORT

	DESCRIPTION
	BULK

KITCHEN
	MAIN

KITCHEN
	KITCHEN
	IRD

KITCHEN
	KITCHEN
	KITCHEN
	FACTORY
	KITCHEN
	KITCHEN
	TOTAL

KITCHEN
	MONTH

TO

DATE

	ISSUE
	
	
	
	
	
	
	
	
	
	
	

	STORES
	
	
	
	
	
	
	
	
	
	
	

	BUTCHERY
	
	
	
	
	
	
	
	
	
	
	

	VEG & FRUITS
	
	
	
	
	
	
	
	
	
	
	

	DAIRY
	
	
	
	
	
	
	
	
	
	
	

	SUB TOTAL
	
	
	
	
	
	
	
	
	
	
	

	TRANSFER (DEBIT
	
	
	
	
	
	
	
	
	
	
	


	TRANSFER (DEBIT)
	
	
	
	
	
	
	
	
	
	
	

	TRANSFER (CREDIT
	
	
	
	
	
	
	
	
	
	
	

	BEV FOR COOKING
	
	
	
	
	
	
	
	
	
	
	

	BEV FOR COOK (TT)
	
	
	
	
	
	
	
	
	
	
	

	CHAMPAIGNE  LUNCH(IT)
	
	
	
	
	
	
	
	
	
	
	

	GROSS COST
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	CREDIT ADUST
	
	
	
	
	
	
	
	
	
	
	

	FRUIT BASKETS
	
	
	
	
	
	
	
	
	
	
	

	GRATIS TO BAR
	
	
	
	
	
	
	
	
	
	
	

	CLUB & LOUNGE COMPL
	
	
	
	
	
	
	
	
	
	
	

	COMP BREAKFAST
	
	
	
	
	
	
	
	
	
	
	

	CREDIT ADUST
	
	
	
	
	
	
	
	
	
	
	

	FRUIT BASKETS
	
	
	
	
	
	
	
	
	
	
	

	GRATIS TO BAR
	
	
	
	
	
	
	
	
	
	
	

	CLUB & LOUNGE COMPL
	
	
	
	
	
	
	
	
	
	
	

	COMP BREAKFAST
	
	
	
	
	
	
	
	
	
	
	

	DISCOUNT CARD
	
	
	
	
	
	
	
	
	
	
	

	DUTY MEAL 
	
	
	
	
	
	
	
	
	
	
	

	ENTERTAINMENT
	
	
	
	
	
	
	
	
	
	
	

	FOOD TO BAR MIXING 
	
	
	
	
	
	
	
	
	
	
	

	CAFETARIA
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	SPOILAGE
	
	
	
	
	
	
	
	
	
	
	

	CLUB & LOUNGE B FAST
	
	
	
	
	
	
	
	
	
	
	

	Staff B Day Cake 
	
	
	
	
	
	
	
	
	
	
	

	 …………….
	
	
	
	
	
	
	
	
	
	
	

	 Beauty Parlor
	
	
	
	
	
	
	
	
	
	
	

	 Total Credits
	
	
	
	
	
	
	
	
	
	
	

	 NET COSTT TODAY
	
	
	
	
	
	
	
	
	
	
	

	 NET COST MTD
	
	
	
	
	
	
	
	
	
	
	

	 SALE TODAY
	
	
	
	
	
	
	
	
	
	
	

	 SALE MTD
	
	
	
	
	
	
	
	
	
	
	

	 COST % TODAY
	
	
	
	
	
	
	
	
	
	
	

	 COST % MTD.
	
	
	
	
	
	
	
	
	
	
	


FORMAT ‘B’

	RECONCILIATION OF FOOD & BEVERAGE COST                                                                     Amount in Rs.

	DESCRIPTION
	FOOD
	BEVERAGE

	OPENING BALANCE 
STORES 

KITCHEN / BARS 

ADD PURCHASE / ISSUE TO
	
	

	SUB TOTAL
	
	

	LESS CLOSING BALANCES 
STORES 

KITCHEN BARS
	
	

	GROSS IN HAND
	
	

	DEBITS / CREDITS TO COST 
BEV. FOR COOKING 

FOOD TO BAR GRANTTS 

BAR PROMOTION
	
	

	SUB TOTAL
	
	

	F & B GUEST SUPPLIES 
SALE OF MEAT BONES 
FOOD BEV CREDIT NOTE 
SPOILAGES 
	
	

	TOTAL CREDITS
	
	

	
	
	

	GROSS COST OF FOOD BEV. COS. 
	
	

	LESS EMPLOYEES WELFARE 
STAFF B’DAY CAKE 

EXECUTIVE DINING MEAL 
CASH IN R/A 

H.R.D. TRAINING CORPORATE OFFICE 
CORPORATE OFFICE
	
	

	NET COST OF FOOD / BEV. CONSUMED
	
	

	NET SALES (LESS ALLOWANCE) 
NET COST %
	
	


BARWISE BEVERAGE COST & SALES ANALYSIS

	PARTICULARS
	HRD
	Service
	Savannah
	I’ching
	Mini Bar
	Banquet
	Superstars
	O’ zone
	Italiani’s
	Total

	Opening   Balance 
Stores 

Closing Balance
	
	
	
	
	
	
	
	
	
	

	Consumption
	
	
	
	
	
	
	
	
	
	

	Transfers 

Debit 

Credit
	
	
	
	
	
	
	
	
	
	

	Sub Total
	
	
	
	
	
	
	
	
	
	

	Debit to Cost 
Mixing 

Gratis 

Bar Promo
	
	
	
	
	
	
	
	
	
	

	Gross Cost
	
	
	
	
	
	
	
	
	
	

	Credit 

Bev for Cooking 
Health Club 

Entertainment 

EDM

Mass Bar Comp. 
Comp. Room Bar 
……………….. 
………Credit Note 
Spoilage
	
	
	
	
	
	
	
	
	
	

	Total Credits
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Net Cost
	
	
	
	
	
	
	
	
	
	

	Net Sales (Less A/c)
	
	
	
	
	
	
	
	
	
	

	Cost  %
	
	
	
	
	
	
	
	
	
	


INVENTORY TURN OVER REPORT

	MONTH :
                                                                                                                                                  DATE :

	OPENING INVENTORY

PLUS CLOSING INVENTORY

	FOOD
	BEVERAGE

	
	
	

	TOTAL
	
	

	AVERAGE MONTHLY INVENTORY 
FOOD / BEVERAGE CONSUMED 
RATE OF INVENTORY TURN OVER 
LAST MONTH 

INVENTORY TURN OVER PERIOD 
IN DAYS 

INVENTORY TURN OVER PERIOD IN 
DAYS - LAST MONTH
	
	


“STAFF CAFETERIA” COST REPORT

	PARTICULARS                                                                                                                                               AMOUNT

	GROSS COST 

FOOD 

BFV 

TOTAL 

LESS COUPON SALES 

FOOD 

REV. 

TOTAL 

NET IN HAND
THIS MONTH
% OF COST

FOOD 
BEV 

TOTAL 

LESS STAFF CONTRIBUTION 
NET COST TO COMPANY 

NET IN HAND
LAST MONTH

FOOD 
BEV 

TOTAL 

LESS STAFF CONTRIBUTION 
NET COST TO COMPANY 



	TOTAL PLATE COUNT DURING THE MONTH 

LUNCH 

DINNER 
TOTAL 

GROSS COST PER MEAL/ 
PER PERSON 

     NETCOSTPERMEAL / 
PER PERSON



FORMAT C

	Department_____________

Date __________________

Daily Beverage Sale Summary / Physical  Verification Report 

PENDING CHECK _____________100

	ITEMS
	Opening

(A)
	Transfer in

Store

(B)
	Closing

(C)
	EDM/ENT

Spoilage/

Transfer

(D)
	Net

Consumption

(A+B)-(C+D)
	Physical

Consumption


	Sale
	Overage
	Shortage
	Remarks

	IMPORTED
	
	
	
	
	
	
	
	
	
	

	Blue Label
	
	
	
	
	
	
	
	
	
	

	Royal salute
	
	
	
	
	
	
	
	
	
	

	Premium
	
	
	
	
	
	
	
	
	
	

	Regular
	
	
	
	
	
	
	
	
	
	

	Insh Whisky
	
	
	
	
	
	
	
	
	
	

	Vodka/Gin/Rum
	
	
	
	
	
	
	
	
	
	

	Cagnac VSOP
	
	
	
	
	
	
	
	
	
	

	Cagnac XO
	
	
	
	
	
	
	
	
	
	

	Cagna V SOP
	
	
	
	
	
	
	
	
	
	

	Cagnac Regular
	
	
	
	
	
	
	
	
	
	

	Cordiais
	
	
	
	
	
	
	
	
	
	

	Sherry/Vermoula
	
	
	
	
	
	
	
	
	
	

	Bourbon
	
	
	
	
	
	
	
	
	
	

	Wines (Hot)
	
	
	
	
	
	
	
	
	
	

	(Glass)
	
	
	
	
	
	
	
	
	
	

	Sparking Water
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	INDIAN
	
	
	
	
	
	
	
	
	
	

	Premium
	
	
	
	
	
	
	
	
	
	

	Regular
	
	
	
	
	
	
	
	
	
	

	Brandy
	
	
	
	
	
	
	
	
	
	

	Gin/Rum/Vodka
	
	
	
	
	
	
	
	
	
	

	Wines (BOT)
	
	
	
	
	
	
	
	
	
	

	(Glass)
	
	
	
	
	
	
	
	
	
	

	Beer (General)
	
	
	
	
	
	
	
	
	
	

	(Bottle)
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	SOFT DRINK
	
	
	
	
	
	
	
	
	
	

	………
	
	
	
	
	
	
	
	
	
	

	………
	
	
	
	
	
	
	
	
	
	

	………
	
	
	
	
	
	
	
	
	
	

	Mineral Water
	
	
	
	
	
	
	
	
	
	

	Apple Juice
	
	
	
	
	
	
	
	
	
	

	Tin Juice
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Cigarettes
	
	
	
	
	
	
	
	
	
	

	India King
	
	
	
	
	
	
	
	
	
	

	Glasses
	
	
	
	
	
	
	
	
	
	

	Goldflakes
	
	
	
	
	
	
	
	
	
	

	Cigar
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	PREPARED BY :___________________


D.
CREDIT POLICY, PROCEDURE AND SALES ACCOUNTING

1.
INTRODUCTION

2.
CREDIT POLICY

3.
RESPONSIBILITIES


3.1    Restaurant Cashier 


3.2    Front Office Cashier 


3.3    Night Auditor 

4.
PROCESS FLOW


4.1    Updation of Citi Ledger and Guest Ledger on daily basis. 


4.2    Preparation of Bills for dispatch. 


4.3    Travel Agency Billing. 


4.4    Credit Card Company Billing. 


4.5    Airline Company Billing. 


4.6    Specialized Billing. 


4.7    Accounting of payment received. 


4.8    Posting of Reminder Letter. 


4.9    Record keeping / General functions. 

5.
ACCOUNTING PROCEDURES AND ENTRIES

6.
SUMMARY OF FORMATS

1.
INTRODUCTION


The expression and realisation of credit has become a very important function of the management in view of the fact it is directly related with the working capital requirement / liquidity of the ogranisation. For tourism industry, which inter-alia  includes  hotels,  travel  services  etc.  the  extension  of  credit  is  a normal feature. In today’s competing operations nearly 80% of the turnover is on credit basis. Since the bulk business is on credit basis, the management of credit realisation has gained paramount importance. 

2.
CREDIT POLICY

2.1.1 As per Hotel’s policy on credit management, credit is to be extended to the parties approved by credit committee. Note: Refer Summary for Formats of reports generated.


Credit Committee Consists of :


1.
General Manager.


2.
Finance Manager


3.
Sales Manager


4.
F & B Manager


5.
Front Office Manager


6.
Credit Executive

2.2
Each booking should be supported by the authorisation on letter / Travel agent voucher / Airline Voucher. In case of any extended stay, the Front Office manager before the Guest checks out should take the confirmation from the party in writing. 

2.3 
If Front Office Manager or lobby manager approves the credit for the party not on credit list or authorisation letter not received from the party, it should be signed by either Front Office Manager or both of them. The responsibility ofcollection also lies with them. 

2.4 
For Banquet Parties, Credit should be given to credit approved parties. In case credit is extended by Banquet Manager. A Banquet Department, the bills  will  be  debited  to  separate  account  and  will  be  followed by Banquet Department. 

2.5 
It  should be taken care that each bill should be signed by the guest while checking out along with Registration Card with proper address and signature. 

2.6
In the case of Hotel, extension of credit by the concerned unit comes in the under-mentioned categories:


a)
In house guests.


b)
Ministries,  including  Govt.  departments (both  Central and State) &



Public Sector Undertakings. 


c)
Travel Agents / Tour CHILs.


d)
Embassies


e)
Airlines


f)
Companies in private section


g)
Credit Cards


h)
Licences - Shop and Offices


i)
Banquets and Conferences held by above categories.

2.7
Details regarding advance, credit limit and period, authority letters, frequency of  reminders,  filing  of  legal  cases  etc.  in  respect  of  each  of  the  above mentioned category is enclosed vide Annexure I to IV.

2.8
Policies in relation to:

1.
Discounts


All rebates must be given out in accordance with the following procedures, and it is the responsibility of duty Front Office Assistant to ensure that these procedures are strictly adhered to: 


Allowances will apply in the following situations: 


A)
All disputed charges from past dates, e.g. Mini-bar


B)
A services or quality related dispute from today or any other date


C)
Discount  for  either  CHIL Corporate  Office  employee  or shareholder checkout


D)
FHRAI and similar card holder checkouts


E)
Authorised discounts by General Manager

Allowance must be posted under the transaction code to which the allowance pertains.  All rebates or allowances must be authorised by either Lobby Manager, Astt. Front Office Manager or Front Office Manager. Post departure rebates made by accounting adjustments must be agreed with the Front Office Manager before the rebate being processed. 

Note: Refer Summary for Formats of reports generated. 

2.
Follow up Action at the Corporate Level


Based on the information furnished by the unit, the debts beyond the permissible limit (particularly in the case of Govt. debts) shall also be pursued by the concurred Departmental Head at the corporate level. 

3.
Legal Action for Defaults


In case the amount is not realised within the permissible period even after giving the required reminders, legal action should be taken by the unit General Manager / Manager and the credit should be stopped immediately. A list of clients against whom legal action for recovery has been initiated should be circulated to all the departments so that credit is not allowed to such clients. A proper record of follow-up of each case is to be maintained. 

4.
Management Information System


The Credit Department is required to keep the management updated with relevant information as outlined below: 

1. 
The existing approved credit list, which details all the companies  / individuals who are authorised by the management to avail of a credit facility whenever the hotel’s  facilities are used. 

2. 
Additions to this list  are  to  be strictly  controlled, and credit not be extended without the express permission of the General Manager. 

3. 
The management will require constant feedback on the financial status of  companies  enjoying  credit  facilities,  based  on  the  pattern  of payments vis-à-vis  business  generated,  via  a  credit  meeting  held 
monthly, or more often if required. 

4. 
A daily flash report is to be generated which detail about total sale for 
the day for Rooms, all outlets and other minor operating department. 
The  systems  department  based  on  figures  provided  by  credit
department generates this. 

Note: Refer Summary for formats of reports generated. 

5. 
Month end ageing report is to be generated in summary form, which lists out the balances for each category of customer master account in the various ageing periods. 

Note: Refer Summary for formats of reports generated. 

5.
Write off Bad Debts


The  Credit  manager  shall  follow  the  outstanding  vigorously  and continuously.  In  case  it  becomes  inescapable  and  the  debit  has become bad and is not recoverable even after taking all the efforts to realize the same, a proposal as per Format should be sent to General Manager and Managing Director where applicable with full justification for write off. They should also fix the responsibility of non-realisation in each such use and the amount will be written-off as per the delegation of  powers. The review of old outstanding should be a continuous process. 

PROCEDURE FOR LEFT WITHOUT PAYMENT CASES: 


1.
Report of House-keeping & Front Office to GM


2.
Security Report to GM


3.
Based on security report and with the approved of GM, physical possession of  the left over luggage / room by following the procedure. 


4. 
Personal Visit by Front Office Manager / Assistant at the address given on  Guest Register (in case of local address) and Regd. AD letter irrespective  whether it is local party or outstation one. 


5. 
In case of foreign nationals. Letter may be sent to concerned Embassy and the Foreigners Registration Office seeking their help in locating the guest and realisation of dues. 


6.
Lodge of F.I.R. police and taking legal action.

3.
RESPONSIBILITIES

3.1    RESTAURANT CASHIER 


Apart from the variety of activities undertaken by the restaurant cashier, there are a few activities, which need to be executed perfectly, to enable the Credit Department to function smoothly. 


When the guest signs off a charge in any outlet against a room, the restaurant cashier must do the following. 

3.1.1. Cashier must post the charge, using the POS machine to the Guest folio being maintained by the host computer system. 

3.1.2. If the POS machine is down, or it happens to be an outlet, which is not computerised, the cashier must post the entry on his sale summary sheet. 

3.1.3. The supporting voucher, in the normal process should be sent to the Front  Office  Cashier  immediately  for  maintaining  the  same  at  the counter, in the event the guest requires the supporting voucher at the time of check out, it must be available at Cash Counter. 

3.1.4. Under no circumstances must the delivery of this supporting voucher 
be delayed. If the cashier cannot leave his counter for any reason, then 
he is to arrange for either his supervisor or the relieving cashier to pick 
up and deliver the check. 

General Rule for Manual Operation: 

3.1.5  The cashier is responsible for ensuring that the second copy of all checks (Accounts Copy) used during the shift, are stored till the end of the shift, then they must be attached along with the sale summary sheet (either computerised or manual), and submitted to the Author for 
audit purposes. 

Note: Refer Summary for Formats of reports generated. 

3.1.6  In  the  normal  course  of  his  duty,  every  restaurant  cashier  must maintain a Check Control Sheet. On this sheet in the first column he is to write down in ascending serial all the check numbers that are used during the shift. At the time a particular check is handled over to the restaurant service staff, the initials of the staff member concerned will be taken or his name will be put down in the second column of the Check Control Sheet. This is done to ensure that every check can be traced, if found pending/missing at the end of the shift. 

3.1.7  The cashier is also responsible for ensuring that the figures in the sale summary sheet totaled at the end of his shift are accurate, sale figures should cross tally with the revenue collection. This responsible is not to be passed onto another cashier or the auditor. 

Note: Refer Summary for Formats of report generated. 

3.1.8  At the end of his shift, the restaurant cashier must deposit all the cash collected with the front office cashier in the following manner. 


Separate all the cash received into their various denominations. 


Write out the Cash Remittance Envelope, indicating his name, shift, outlet  and  a detail  of  the  currency  received  in  the  various 
denominations. 


As per the details written out on the face of the envelope, deposit all the currency in the envelope, sealing it properly and carefully. 

a. Drop this envelop into  the  safe  especially  maintained  for  this purpose at the front office cash, and get the front office cashier on duty to make an entry into the relevant register and witness the deposit of the cash envelope. 

3.1.9 
At the end of the shift if a check has not be returned by the F&B staff the Restaurant Cashier is supposed to made a pending slip for the check’s and get it signed by the Area Manager. One copy should be given to the manager for their follow up and the second copy of the Pending Slip should be attached to the sale summary. Note: Refer Summary for Formats of reports generated. 

3.2
FRONT OFFICE CASHIER


The Credit Department relies on the front office cashier to transfer accurate and complete bills for collection, the front office cashier must do the following: 

3.2.1 
The front office cashier is being supplied by two types of checks from all the various points of sale within the hotel: 


Those  which  have  been  posted  directly  into  the  guest  bill 
maintained on the host computer system via the POS machine. 


Or those, which have been sent for posting to the cashier from an outlet, which is doing then accounting manually. 

Each of these has to be handled differently by the front office cashier, in the following manner: 

a)  
The checks, which have already been posted to the host system via the POS machine, are to be slotted in the room-wise slots at the Front Office Cash. The person slotting the checks must be sure that the check is being slotted correctly. 

b) 
The checks which originate from those outlets which are doing their accounting manually are to be posted into the host system by the front office cashier, upon receipt of the same. This is to be done to 
ensure that all guest bills are up to date as of the minute and no delay results if a checkout is taking place. After the checks have  been posted, they are to be slotted in  the  room-wise slot,  as mentioned earlier.  


Following this procedure will ensure that any disputes raised by the guest at the time of checkout can easily be sorted out, because of the availability of supporting vouchers. 

3.2.2 
At the time of checkout, billing letters are to be attached to the guest  bill,  as a support to the billing instruction. There is to be no deviation from this procedure, under any circumstances. 

3.2.3 
In case any payments are made by the Hotel on behalf of In-house 
guest a Paid Out Voucher is prepared by cashier. The voucher shows  the name, amount paid, purpose of payment etc and to be approved by appropriate authority. The voucher is also required to be signed by the 
Guest. 

Note: Refer Summary for Formats of reports generated. 

3.2.4 
A miscellaneous Voucher is to be prepared by the Front Office for any recovery to be made on account of any additional facilities provided to the Guest. Proper approval for the voucher is to be obtained from the appropriate authority. 


Note: Refer Summary for Formats of reports generated. 

3.2.5 
At the time of checkout, the charge slip used along with other voucher 
must  be  attached  to  the  checked-out  guest's  bill.  Under  no circumstances must the bill be transferred to the credit department for collection without the charge slip attached to it. 

3.2.6 
At the time of checkout the Front Office Cashier must attach supporting vouchers to the checked-out guest bill, if the guest who is checking out  is being extended credit. 

3.2.7 
In  case of  missing  voucher's the Credit Assistant  will  remove  the Accounts copy from the bundle of checks attached along with the Restaurant Sales Summary sheet, photocopy it and attached with the guest folio. This would ensure that every bill dispatched by our credit department is complete in every respect. 

3.2.8 
Like the restaurant cashier, the front office cashier must also deposit all  the cash collected during the shift, using the cash remittance envelope.  However, in  the  case  of  the  front  office  cashier  because  foreign 
currency is also connected, a detail of this must also be enclosed. 

3.2.9 
The front office cashier also collects payments from guests on behalf of  the credit department for charges incurred by the guest on a previous visit. In such a case the City Ledger Receipt must be made out. The 
cashier must also take all the relevant details relating to the original charge incurred by the guest to enable the credit assistant to link up 
this payment with the debit lying outstanding in the guest's account. The cash or cheque received on behalf of the credit department must  also be deposited in the cash remittance envelope for the general cashier to account for and pass on to the credit department. 

3.2.10 The  Front  Office  Cashier  must  complete  the  other  Accounting 
Documents i.e.  writing  the  Cash  Book,  making  RLM-1  Under  no circumstances these must be given as hand over to the next shift. 

Note: Refer Summary for formats of reports generated. 

3.3
NIGHT AUTDITOR


On a regular basis, Night Auditor has to audit the checked-out guest folios for completeness and correctness while doing this, he will look for the following: 

3.3.1  All  checked-out guest's departure has been processed through the computer system. 

3.3.2  All  documents  relating  to  billing  instructions  (billing,  letters,  travel agency vouchers, credit card charges ships etc.) are attached to their respective bill and cover the type and amount of credit that has been extended. 

3.3.3  Audit the guest bills settled by credit card, to ensure that the right slip has been used for the settlement. He has also to ensure the total of the charge slip has been transferred to the correct daily control account for that  credit  card  which  in  run  will  finally  be  transferred  to  credit department for purposes of collection. 

3.3.4  The auditor has to ensure that the total number of bills appearing on 
the Accounts Receivable Interface report (a daily report the states all the bills being transferred to credit for collection, with the details like guests name and amount being transferred) is physically available with 
him. 

3.3.5  The auditor will take on the responsibility of completing audit of the 
outlet sales. 

3.3.6 
The second auditor will be present during the day to assist in sorting out  from  office  cash problems.  However,  he  would  also  audit  all departure  guest  folios  of  the  day.  The  intention  behind  such  a responsibility  is  to  ensure  that  all  disputed /   incomplete/incorrect departure bills are cleared on the spot by a competent authority, while 
his coordinating department colleagues are all available. 

3.3.7  The Day Auditor has to prepare the BILLS IN HOLD statement on 
weekly basis and follow-up with the front Office Manager to get them 
cleared. He must make sure that all Bills In Hold have following details: 



Reason for bills in hold. 



Date until which the bill are to be kept in hold. 



Authorisation of bills in hold by Competent Authority. 

3.3.8  The day auditor  should  make an Allowance statement for all the 
allowances passed on previous day. While making the statement, he must ensure that the allowances are authorised  by competent authority. The reason for passing the allowance is valid, in case in his opinion the allowance is unjustified, he must give his remarks on the statement. 

4.
PROCESS FLOW

4.1    Updating of Citi Ledger and Guest Ledger in Computer Software. On daily basis, a unit of checked out list has to be submitted to  Credit department. 

4.1.1  One credit assistant is deputed to collect checked out guest bills from the auditor before transferring these bills out of Front Office, assistant has also to ensure that all the supporting documents are attached. 

4.1.2
For each and every checked out guest where credit has been extended credit, 
the  credit _____________________ and attach  all  the  outlet  vouchers, _____________________ individual transactions on bill. 

4.1.3 
All the vouchers that have been _______________________ 
during his stay at the hotel are slotted __________________ 
wise rack located, at the Front Office ___________________ 

4.1.4  The credit assistant has to be careful __________________ 
the room number slot may also contain __________________ 
to the guest, who is currently in-house. 

4.1.5 
The only way to ensure that all the _____________________ 
attached along with the bill is to remove _________________ 
from the corresponding room number slot. ______________ 
posting on the guest bill after the voucher is ______________ 
present; carry on this process till all the _________________ 


ticked off with the exception of positions like Room ________ Tax, Transfer Debit/Credit and settlement _______________ or Credit Card for which no voucher are made. 

4.1.6 
Once this process is completed, all the vouchers ___________ 
be ticked, must belong to the guest who is _______________ 
house and must therefore be returned to the _____________  slot. 

4.1.7 
If there are any vouchers missing, it is the responsibility of the credit assistant 
to pull out the Account Copy of the voucher from the bundle submitted by the outlet's cashier to the auditor, photocopy the same, attaching the photocopy to 
the guest's bill and returning the original to it's place. 

4.1.8 
Only when all the checked-out bills have been audited in this manner, all the  bills are to be physically transported to the credit department, where the cash paid bills are to be sent to the record room and further processing on the credit bills to be carried out.
4.1.9  One of the important activities carried out during the computerised night audit on the Front Office system, is the creation of the Accounts Received Interface file.  This  is  a  temporary file, created on a daily basis. This file stores the details about each checked-out guest who has been extended credit by the hotel at the time of departure, (i.e. the guest has not paid cash, but has used a credit card or has signed the bill to his/her company, airline or travel agent to finally settle). Simultaneously, one of the reports that are generated is the Accounts Receivable Interface report. This report provides details of each guest, whose bill is transferred to the credit departure for collection purposes. 

4.1.10 The credit assistant must take Account Receivable Interface Report and firstly 
identify the  master  accounts  to  which  each  of  these  individual  transfers appearing on the Interface report are to be finally posted. 

4.1.11 Manually enter the account code against each transfer, in the space provided 
for  in  the  Interface  report.  The audit assistant must now enter the same account codes on the computer system, in the Interface file. This is one by first asking the systems department to copy the Interface file from the Front Office system to the Back Office system. 

4.1.12 After the individual transactions in the Interface file have been tagged with a master account code, the credit assistant must print an Edit List to verify that 
all  the  entries have been made correctly. Any corrections that need to be done can be done so at this stage. This whole process of verification and corrections is important because once the Interface transactions as posted to the individual master accounts, no corrections are allowed. 

4.1.13 Once the edit list is verified for accuracy, the system is ready for posting these individual transfers from the Interface file to their respective master accounts. Using the appropriate option from the menu again does this. Once the post program is run, the master accounts are updated to include the latest charges  that were transferred from the Front Office System. 

4.2 
Preparation of Bills for dispatch 


While the computer system is being updated, using the Interface file, the bills should be prepared for dispatch. This means the bills have to segregated into the following categories:-

1) 
Bills to be sent to travel agencies for collection. 

2)
Bills to be sent to airlines for collection.

3)
Space balanced Bills (i.e. for conterve  / conventions) to be sent to corporate accounts for collection. 

All the other bills, which have to be dispatched, need no special handling. They just need to be checked for completeness to ensure that all supporting vouchers documents required are attached. 

4.3
Travel Agency Billing 


The bills to be sent to a travel agency for collection have to be completed for the following. 

4.3.1
The meal plan has to be checked for accuracy and, to ensure that the charged amounts match the billing instructions. These will have to be checked against the correspondence /   contract  that  exists  between  the  hotel 
management and the agency in question. The commission amount payable to 
the agency, (again based on the correspondence / contract that exists) will have to be calculated and the allowance / commission voucher prepared and 
passed. 

4.3.2 
The allowance / commission voucher prepared, has also to be posted into the 
master account on the computer system. While doing this, the credit assistant 
has to sure that this commission amount being posted on the system, is linked 
to the bill that is already laying as a debit in the account. If this is not done, lot  of confusion will exist at the time when the payment is received from the party, because the received amount will not match the billed amount. Discrepancy is 
likely to exist at the time when the payment is received. 

4.3.3
Any other amendments that may have to be carried out, to ensure  that the bill is complete and accurate in all respects.

4.4
Credit Card Company Billing

4.4.1  The Credit cards billing are to be done based on Batches closed in EDC machine on previous day after the auditor has tallied all credit cards. 

4.4.2  The bill has to be forwarded to the credit card companies for collection, 
which has to be completed in the following manner, if being operated manually. 

4.4.3  Batches are closed after every shift for each Bank. As a result, the 
EDC Machine gets initialized for the next shift and the data regarding 
collection is automatically transferred to the respective Banks. 

4.4.4 
Batch closing of each outlet is to forwarded to Credit Department. 

4.4.5 
One of the outputs generated from the computerised audit of the front 
office system, is a detailed report on the control Accounts. There are 
holding accounts especially created on a daily basis, to summarize all the charges to be collected from a particular credit card company. 

4.4.6 
A print out of the control account is sent along with the checked-out 
guest bills, to the credit department, for their record. Now the credit 
assistant, who is making the billing summary format for dispatching to 
the credit card companies, has to tally the total on the billing summary  with  the  total  on  the  control  account  for  that  credit  company.  No discrepancy in the totals should exist, if everything has been done properly. 
4.4.7 
A  commission  voucher  has  to  be  prepared  and  passed,  the commission amount differing from company to company, depending upon the contract that exists between the hotel management and the 
credit card Company. This commission amount has to be deducted from the billing summary total before the summary is dispatched to the  concerned company I case of manual operation. 

4.4.8 The commission must be posted in the master account on the computer system-ensuring that the commission amount is linked 
to the charge against which it is being passed. 

4.5 
Airlines Company Billing 

4.5.1  The Hotel management has signed rate contracts with all the airline companies. These contracts also specify all the details about the crew; the number of room blocked, the movement days, the facilities to be extended, the discounts that are applicable, the billing cycle etc. 

4.5.2
These contracts are to extensively used by the credit department 
when  preparing  the  bills  to  be  dispatched  to  the  air-line 
companies for collection. 

4.5.3
The bills must be checked  thoroughly for: 


 
The correct rates. 

 
The cash paid-out given to the crewmembers. 

 
The number of rooms that are being charged for. 

 
That the rates being applied are as per contract, and 

 
That the bills are being dispatched on the correct day, as per the agreed billing cycle. 

4.6   Specialized Billing 

For all those one time events which have a specialised billing, normally agreed upon by the hotel management in advance, the bills have to prepared carefully, using, the following guidelines: 

4.6.1
In  case  of  Banquet  sale/  Banquet  Manager  or  Front  Office Cashier is to prepare a check for function and attach a copy of Function Prospectus to it. Check is to be forwarded to Credit Department on daily basis and payments from customer are to be 
deposited  with  cashier.  Credit  Department  is  to  update  City Ledger in case of credit sale and also incorporate Banquet Sale in Flash Report prepared by it, and will be accounted for by Finance 
Department on the basis of Flash Report. 


Note: Refer Summary for Formats of reports generated. 

4.6.2
Most conferences / conventions or the like, are arranged pretty much in advance. Contracts are signed and sealed before the event actually occurs. The credit manager must ensure that he is 
aware of these happenings and obtain his copy of the contract. 

4.6.3
At the time when bills are transferred to the credit for collection, the credit manager must ensure that the bills are prepared as per the contract  already  signed,  using  his  copy of  contract  as  a reference. At no time must the bills be dispatched for collection without this verification being done. 

4.7 
Accounting of payments Received 

4.7.1
Payment may be received from many sources  - front office cashier, or in the mail addressed to the corporate office, or from 
the bill  collectors, or in the mail addressed to the credit office directly. 

4.7.2
All these payments must be routed to the General Cashier, who  will post these receipts into the financial system. After completing  his posting, he will prepare a Credit Sheet attaching all the stubs of the Covering Letters returned along with the payments, and pass the same on to the credit department. The credit sheet will contain details of parties from whom the payments have been received. 

4.7.3 The credit assistant concerned will post the payments into the respective  master  accounts  on  the  computer,  ensuring  the  respective master accounts on the computer, ensuring that the payment being is linked to the correct debit laying in the master  account, by using the covering letter stub. The stub contains the bills number against which the payment has been sent in to the client. 

4.7.4 In the event that a payment is received without any supporting covering letter stub, or covering letter from the clients specifying the bill  against  which  the  payment is being made, the credit assistant concerned has not to post this into the master account. This payment should temporarily be posted into a holding/miscellaneous account  and  sorted  out  later,  when  a 
proper investigation can be done. Such unlinked payments should 
be brought to the notice of the credit manager immediately. 

4.7.5 The  credit   manager  should  ensure  that  the  holding / miscellaneous account is cleared every month before the month-end processing takes place. In other words no unlinked payments (as mentioned above) should be left pending for more than a few days. 

4.8 
Posting of Reminder Letters 

4.8.1
All payments, which is overdue, should be followed up with a reminder to the client concerned. Except for the airline and credit card companies, where credit is extended for a definite number of 
days, most other bills are due on presentation. In the process of  ensuring that the overall outstanding amount is kept under control the reminder, letter system plays a very important role. 

4.8.2
 Before the reminder letter is actually dispatched, one final check should be made to verify that the payment has actually not been received from the client in question. This verification can be done either by checking the master account details on the computer or by opening the master account file. 

4.8.3
Once  confirmed  that  the  payment  for  the  covering  letter  in question has not been received; the reminder letter is to be 
signed by the credit manager and mailed out through the normal channels.  This process will carry on until the client has been sent three reminders. At this stage the credit manager will bring this matter to the notice of the management, who will than decide whether 
extension of credit should be suspended, until the payments is received. 

4.8.4
If such a decision is taken, the credit manager, will shoot off a credit uspension letter informing the Client  concerned of the management decisions. He is also to inform the Front Office 
Manager, the Food & Beverage Manager and the Marketing & Sales Manager. This is to inform them that credit is not to be extended for room reservations or any other outlets of the hotel until further notice. A copy of any other outlets of the hotel until  further notice. A copy of this credit facility suspension letter is to be filed in the master account file. 

4.9   Record Keeping / General Functions 

4.9.1
Integral  to  the  entire  functioning  of  the  department  is  the maintenance of goods clean records. The department has been provided with a record room and record keeper. It is essential that 
some basic are followed that will enable a goods manual backup to be maintained of all documentation. 

4.9.2
All correspondences, regarding contracts and billing instructions received from the departments who are bringing business into the 
hotel, are to be maintained properly. It is suggested that one copy of such correspondence must be pasted on the inside cover of the concerned master account file, available for ready reference, as and when required. 

4.9.3
The outlet vouchers received on a daily basis from all the various points of sale within the hotel must be serialized, bound property 
and stacked methodically in the record room. 

4.9.4 All the master account files must be maintained properly, because this is the document that will finally stand up to any scrutiny. It must be consistently  updated with  copies  of  all  the  relevant documents being filed in it in an orderly manner. 

4.9.5 All the relevant reports pulled out from the computer system, must be filed  systematically.  These  would  be  required  to  answer queries raised by guests from time to time. 

5.
ACCOUNTING PROCEDURE AND ENTIRIES

5.1
On the basis of Accounts Copy of Daily Flash Report prepared by Credit Department, Account & Finance Department account for the sales and other statutory payables on daily basis. Accounting entry for sale is routed through Sales Control Account and credit sales are posted to the debit of City Ledge and Guest Ledger. 

5.2
Reconciliation  is  to  be  carried  out  at  appropriate  intervals  for outstanding as per Credit Department and recoverable balance as per Citi Ledger Account.

5.3
Reconciliation is to be reviewed and approved by the Finance Manager. 

5.4
On Ledger account is to be updated by Finance Department for receipts from  customers  on  the  basis  Collections  Report  prepared  and forwarded by Credit Department. 

Accounting Entries 


For Sales recognition on daily basis.


Basis: Flash Report


Entry:



Debit

Sales Control account

Credit

Room Revenue


Credit

Food sale


Credit

Beverage Sale


Credit

Tobacco sale


Credit

Laundry Revenue


Credit

Telephone Revenue


Credit

Banquet other


Credit 
Car Rental 

Credit

Beauty Parlor Revenue


Credit

Business Centre Revenue


Credit

Misc. Income


Credit

Cyber Cafe Revenue


Credit

Any other Income


Credit

Guest Paid Out


Credit

Tax(S.Tax,Lux Tax,VAT,Any other Taxes)

For adjusting Sales Control Account for credit sale


Basis:
Flash Report


Entry:


Debit

Citi Ledger


Debit

Guest Ledger


Credit

Guest Ledger


Credit

Sales control Account

6.
SUMMARY OF FORMATS


1.
Credit Approval Form
(A)


2.
Daily Allowance Sheet
(B)


3.
Rebate/Allowance / Commission Voucher
(C)


4.
Daily Flash Report


(D)


5.
Ageing Report


(E)


6.
Check for Outlet


(F)


7.
Sale Summary Sheet
(G)


8.
Pending Authorisation Slip
(H)


9.
Paid out Voucher


(I)


10.   
RLM - 1 (Register of purchase of Foreign Currency from Public)
(J)


11.   
Front Office Cashbook
(K)


12.   
Function Prospectus
(L)

FORMAT 'A' 

CREDIT APPLICATION FOR TRAVEL AGENTS

DATE

1.
ORGANISATION
: __________________________________


When Established
: __________________________________


FULL ADDRESS
: __________________________________

2.
OTHER BRANCES  : __________________________________

3.
TELEPHONE/FAX
: __________________________________

4.
Is it your own premises/ leased premises
: __________________________________

5.
FOR EACH RESERVATION WHO ARE YOUR OFFICERS WHO CAN AUTHORISE  FOR  HOTEL  CHARGES  TO  BE  BILLED  TO  YOUR ORGANISATION 


NAME
TITLE
SIGNATURE

NOTE

THE HOTEL WILL NOT ALLOW CHARGES TO BE BILLED  TO YOUR ORGANISATION IF THERE IS NO AUTHORISATION FROM YOUR ABOVE OFFICERS. THE HOEL GUEST WILL BE ASKED TO SETTEL ALL HOTEL CHARGES BEFORE CHECK OUT. 

6.
FOR EACH RESERVATOIN, HOW WILL YOU ADVISE US OF YOUR AUTHORISATION FOR HOTEL CHARGES TO BE BILLED TO YOUR ORGANISATION? 


BY LETTER (CARRIED BY GUEST/OR SENT BEFORE GUEST ARRIAVAL) 


BY TELEX 


BY TELEPHONE 
BY TELEFAX 

NOTE : FOR EACH BOOKING MADE BY YOU. THE HOTEL WILL NOT ALLOW CHARGES TO BE BILLED TO YOUR ORGANISATION WIHTOU AUTHORISATION THE GUEST WILL BE ASKED TO SETTLE HIS BILL BEFORE CHECKOUT. 

7.
State whether the applicant is a Sole Proprietorship,  Partnership or a Private Ltd. Company 

8.
Give the Name/s of the Proprietor, Partner or  Director of the Company  as the case may be 

9.
State whether the applicant is a Travel Agency / Tour  CHIL. 

10
a
State whether Travel Agency as our principal business. If not, what is your principal business & how long has this business been established. 


b.
Are you a General Sales Agent of any Airlines or  Shipping Company or any  Hotel chain. If so, since when ? Give details. 

11
Are you an I.A.I.A. approved 


Passenger Sales Agent ? If so, Since when ? 


Name of the  sponsoring airline. 

12.
Are you a member of any Credit Card organization?  if so name 

13.    Are you member of 
TAH 





PATA 





ASTA 

14.
Are you recognized by the


Department of tourism 


Ministry of Transport, Govt. of India If so, since when? 


Photocopy of approval may  please be enclosed. 

15
a. 
What can your agency generate in term of Room nights FH or GH for the Hotel in a year?


b) 
MIXIMUM CREDIT LIMTED DESIRED

16. 
State the names of your 


Bankers with their full address

17. 
Please enclose your Audited


Balance Sheet, P&T A/C, Director Report


Auditors Report & relevant Schedule


of your company by 1 year immediately


preceding current year & half yearly


accounts for the current year.

18. 
Give any other details you feel


will enable the Management to


consider your application for 
approval

DATE 
SIGNATURE

WITH DESIGNATION

FORMAT 'A' 

CREDIT APPLICATION FORM FOR CORPORATE HOUSE/COMPANIES/OTHERS

DATE:_____________

1. 
COMPANY NAME/


OTHERS

2. 
FULL ADDRESS


OTHER BRANCHES


TELEPHONE / FAX

3.
FOR  EACH  RESERVATION  WHO  ARE  YOUR  COMPANY'S/


ORGANISATION  OFFICERS  WHO  CAN  AUTHORISE  FOR  HOTEL


CHARGES TO BE BILLED TO YOUR COMPANY.


NAME
TITLE
SIGNATURE

NOTE : 
THE HOTEL WILL NOT ALLOW CHARGES TO BE BILLED TO YOUR  COMPANY / ORGANISATION IF THERE IS NO AUTHORISATION  FROM YOUR ABOVE OFFICER. THE HOTEL GUEST WILL BE 
ASKED TO SELF ALL HOTEL CHARGES BEFORE CHECK OUT. 

FOR  EACH  RESERVATION,  HOW  WILL  YOU  ADVICE  US  OF  YOUR AUTHORISATION FOR HOTEL CHARGES TO BE BILLED TO YOUR COMPANY. 


-
BY LETTER (CARRIED BY GUEST / OR SENT BEFORE GEUST ARRIVAL)


-
BY TELEX


-
BY TELEPHONE


-
BY TELEFAX

NOTE :
FOR EACH BOOKING MADE BY YOU THE HOTEL WILL NOT ALLOW CHARGES TO BE BILLED TO YOUR ORGANISATION WITHOUT AUTHORISATION. THE GUEST WILL BE ASKED TO SETTLE HIS BILLS BEFORE CHECKOUT. 



What can your company / organization generate in terms of Room Nights & 



banquets ________________________________________________ 



IN ADDITION TO THE ABOVE, PLEASE SPECIFY THE FOLLOWING: 



a)
DESIRED CREDIT LIMIT ______________________________



b)
THE BILLS ARE PAYABLE ON PRESENTATION.



PLEASE ATTACH AUDITED BALANCE SHEET, P&L ACCOUNT AUDITORS REPORT, DIRECTORS REPORT & THE RELEVANT SCHEDULES OF YOUR COMPANY  / ORGANISATION FOR  3 YEARS IMMEDIATELY PRECEDING THE CURRENT YEAR & HALF YEARLY ACCOUNTS FOR THE CURRENT YEAR. 



NAME __________________________________________ SIGNATURE _____________________________________ DESIGNATION OF AUTHORISED 



OFFICER WITH ORGANISATION ____________________ 

FORMAT 'B'

Date
	ALLOWANCES FOR THE DAY

	FRONT OFFICE

	V.No.
	ROOM
	NAME OF THE

GUEST / PARTY
	ROOMS
	MINI

BAR
	F & B
	M.O.D.
	TAXES
	COMM

T.A.
	COMM

F&B
	COMM.

ROOM
	TOTAL
	AUTHORISED BY
	REASON



	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL
	
	
	
	
	
	
	
	
	
	
	
	

	A/R ALLOWANCES

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	SUB TOTAL
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	GRAND TOTAL
	
	
	
	
	
	
	
	
	
	
	
	


FORMAT 'C'

	ALLOWANCE / REBTE VOUCHER 

BACK OFFICE



	Date ____________________ 

Room No. / Party Code. ____________________

	GUEST NAME                                                                         NO.

	        EXPLANATION
	AMOUNT
	

	
	RS. 
                 P.
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                                                                TOTAL

	
	

	RUPEES (IN WORDS)
	
	


PREPARED BY                                   CHECKED BY 



APPROVED BY                                                

Lobby Manager                                             F.M.                                                                    G.M.

FORMAT 'D'

	Sample - Management Report

	Daily Revenue Report for………….Hotel

	Month Date

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	For the Day
	For the Month
	For the Year
	Daily
	Monthly
	Yearly

	Particulars
	Budget 
	Actual
	Budget 
	Actual
	Budget 
	Actual
	Variance
	Variance
	Variance

	ROOMS AVAILABLE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ROOMS OCCUPIED
	 
	 
	 
	 
	 
	 
	 
	 
	 

	DAY USE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	COMP ROOMS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	HOUSE USE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ROOMS OCC Without CO/ HU
	 
	 
	 
	 
	 
	 
	 
	 
	 

	% OF OCCUPANCY
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GUESTS IN HOUSE COUNT
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ROOMS REVENUE 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ALLOWANCES
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast & MAP
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Airport Dop & Pick Up
	 
	 
	 
	 
	 
	 
	 
	 
	 

	(A) NET ROOM REV. ( Refer Note :1)
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ARR ON ROOMS REV.
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ROOM YIELD(REV PAR)
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	(B) F&B REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	FOOD
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SOFT BEVERAGE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	LIQUOR
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOBACCO
	 
	 
	 
	 
	 
	 
	 
	 
	 

	BANQUET RENTAL INCOME
	 
	 
	 
	 
	 
	 
	 
	 
	 

	BANQUET EQUIP HIRE INCOME
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ALLOWANCES
	 
	 
	 
	
	 
	 
	 
	 
	 

	TOTAL F&B REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	OUTLET WISE BREAKUP
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CAFÉ
	 
	 
	 
	 
	 
	 
	 
	 
	 

	REVENUE (Including Breakfast)
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast  
	 
	 
	 
	 
	 
	 
	 
	 
	 

	COVERS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	APC
	 
	 
	 
	 
	 
	 
	 
	 
	 

	BAR LOUNGE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	COVERS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	APC
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SPECIALITY RESTAURANT
	 
	 
	 
	 
	 
	 
	 
	 
	 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	COVERS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	APC
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ROOM SERVICE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	COVERS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	APC
	 
	 
	 
	 
	 
	 
	 
	 
	 

	BANQUETS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	COVERS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	APC
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mini Bar
	 
	 
	 
	 
	 
	 
	 
	 
	 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOBACCO
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ALLOWANCES
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL F&B REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	( C ) Mini. Operating Department
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TELEPHONES
	 
	 
	 
	 
	 
	 
	 
	 
	 

	LAUNDRY
	 
	 
	 
	 
	 
	 
	 
	 
	 

	BUSINESS CENTRE
	
	 
	 
	 
	 
	 
	 
	 
	 

	INTERNET SERVICES
	 
	 
	 
	 
	 
	 
	 
	 
	 

	MISC. REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SHOP RENTAL AND OTHER INCOME
	 
	 
	 
	 
	 
	 
	 
	 
	 

	HEALTH CLUB
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TRAVEL DESK
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL MOD REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL SALE EXCLUDING TAXES ( A+B+C )
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TAXES & OTHER COLLECTIONS
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL SALE OF THE DAY
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	Note:1 : 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Note:1 : 
	 

	SETTLEMENTS OF DAY SALE :
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	

	OPENING BALANCE OF GUEST LEDGER ( A )
	 
	 
	                 -   
	
	
	
	
	
	

	CLOSING BALANCE OF GUEST LEDGER ( B )
	 
	 
	                 -   
	
	
	
	
	
	

	 
	 
	 
	 
	
	
	
	
	
	

	GUEST LEDGER SETTLEMENTS OF THE DAY 
	 
	  ( B - A)
	                 -   
	
	
	
	
	
	

	CASH
	 
	 
	                 -   
	
	
	
	
	
	

	CHEQUE SETTLEMENT
	 
	 
	                 -   
	
	
	
	
	
	

	CITY LEDGER
	 
	 
	                 -   
	
	
	
	
	
	

	AMEX CREDIT CARD
	 
	 
	                 -   
	
	
	
	
	
	

	DINERS CLUB CREDIT CARD
	 
	 
	                 -   
	
	
	
	
	
	

	VISA CARD 
	 
	 
	                 -   
	
	
	
	
	
	

	MASTER CARD
	 
	 
	                 -   
	
	
	
	
	
	

	Foreign Exchange
	 
	 
	                 -   
	
	
	
	
	
	

	 
	 
	 
	 
	
	
	
	
	
	

	TOTAL COLLECTION
	 
	 
	                 -   
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	FORMAT 'E'

DATE



	A/R. AGING SUMMARY BY ACCOUNT TYPE

	A/R ACCOUNT TYPE
0-30
31-60
61-90
91-120
121-180
Over 180
Total

Total for Airlines 


Total for Banks 

Total for Credit Card Companies 


Total for Corporate 

Total for Embassies and High Commission 


Total for Govt. Ministries 

Total for Individuals 

Total for CHIL 


Total for Travel Agent



	Total A/R Ledger



	Accruals


TOTAL A/R Ledger + ACCRUALS

Food & Beverage  Check                                             FORMAT ‘F’
	                                                                                                                                                S.NO.

OUTLET
GUEST NAME:                                                                                                                       ROOM NO.


	DATE 
                       TIME 
       SERVER 
                TABLE                 COVERS 
         CHECK NO.

	ACCOUNT COPY

WE LEVY NO SERVICE CHARGE                                                                                                        GUESTS SIGNATURE

                                                                                                              Please do not sign if you have paid



FORMAT 'G'
CASHIER'S NAME  ___________________________

                                                                                             SALES POINT 

                                                                             DATE ____________ SHIFT                                                                                                               Amount in Rs.

	S.No
	Food

Taxable
	Food

Tax

Free
	Beer
	Hard Liquor


	Mineral Water

Soft Drinks
	Misc
	Smokes
	Discount
	Expenditure

Tax 10%
	Service

Tax
	Sales Tax 

7%
	Sales Tax

10%
	Sales

Tax

12%
	Paid out
	Cash
	TOTAL
	Credit


	
	Remarks

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Resident
	Citi Ledger
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


FORMAT ‘H’

	PENDING CHECK AUTHORIZATOIN

 DATE: ____________________



	SR NO.
	CHECK NO.
	AMOUNT
	REASON FOR PENDING
	TO BE CLEARED BY

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	CC. F & B CONTROLS              CASHIER SIGNATURE                  OUTLET MANAGER'S SIGNATURE


FORMAT ‘I’

	MISC / PAIDOUT VOUCHER
                                                                                          NO. 

                                                                                              DATE

	GUEST NAME                                                                                                      ROOM NO.

	EXPLANATION                                                                                                                   AMOUNT

                                                                                                                               RS.                            P.
P

	
	
	

	
	
	

	
	
	

	
	
	

	RUPEES (IN WORDS)

PREPARED BY 

APPROVED BY                                                                                                          GUEST SIGNATURE
GUEST SIGNATURE


	REGISTER PURCHASE OF FOREIGN CURRENCY FROM PUBLIC

RLM-1

Paragraph 21(1) of R.M.

Money Charger Licence No. 50/DEL/RM/1456/9C

DATE

	Encashment Certificate No.
	Name
	Nationality
	Passport No.
	U.S.$

	Sterling Pound

	Swiss Francs

	Canadian $
	German DM
	Frence Francs
	Japanese Yen
	Hongkong $
	Singapore $
	ETC
	
	
	

	
	
	
	
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U

C


	.

C

T
	Y

C

N

E

R

U
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	Rate
	Ecvation Amount
	Adjustment made towards settlement of bills for goods supplied serves rendered

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


FORMAT ‘J’

FORMAT ‘K’
	FRONT OFFICE CASH BOOK

CASHIERS_________________________________       SHIFT FROM _____________    TO _______________       No.
No.

	Receipt No.
	Room No.
	Name
	Indian Resident
	Regd. In F.        Currency
	G. Total
	SEGREGATION
	PAYMENTS
	AMOUNT



	
	
	
	
	
	
	City Ledger
	Cash
	Cheque C/L
	Room No.
	NAME
	Paid out No.
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	 TOTAL COLLECTION

Less: = Currency

Less : = Cheques

Less: = Paid outs

 NET REMITTANCE
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FORMAT ‘L’

	FUNCTION PROSPECTUS

                                                                                                 FF No.



	ACCOUNT
OCASSION

TELEPHONE

CONTACT
DIRECT TEL

POSITION
BOOKED BY

ADDRES
CONF. SENT ON

DEPART ROAD
REPL NO.

CONTACT ON SITE
REPL DATE

BILLING INSTRUCTIONS 



	DAIL 



	EVENT
Hall Booked
LXP GTD

LOBBY SIGN: 

ROOM
Tax :

H.A./COTFLL MENU 

Service Time
Pickup Time

Additional Instruction 

Audio Visual Equipment
Quantity

Flower  Arrangements 

	

	Prospectus / Checked / Approved Circulated

Banquet Rules
DAH

COPIES TO
1. F&B MGR
2. BQT OFF
3. BQTS OPS
4. EXE CHEF
5. House Keeping
6. Kitchen stwd 
7. Finance  8.ENGG.
9.
10.
11.



	


E.
PERSONNEL PAYMENTS

1.
INTRODUCTION

2.
RESPONSIBILITIES


2.1
Human Resource Department 


2.2
Finance Department 

3.
PROCESS FLOW

3.1
Recruitment Process 

3.2   
Generation of Monthly payroll payment 

3.3    Payments with respect to employee entitlements such as L.T.A., Medical, Bonus and others. 

3.4    
Payments with regard to Contracted Labur. 

3.5    
Deposition of authority amount deducted from salaries and contract labour  payments. 

3.6    Procedure for Full and Final payment. 

4.
ACCOUNTING PROCEDURE AND ENTRIES

5.
SUMMARY OF FORMATS

1.
INTRODUCTION

The Human Resource Department as a function coordinates aspects relating to the personnel  of the organization, with concerned departments and ensures the selection and retention of right persons. The Human Resource function begins with identifying the type of people needed for each job, recruiting and selection them, training them, compensating them, providing for their development and ensuring a general sense of satisfaction through various welfare measures. 

2.
RESPONSIBILITIES

2.1   Human Resource Department 

2.1.1
To maintain and update the statutory records of the employees of the Hotel as prescribed under various applicable enactments. 

2.1.2
To update master files for any change in pay structure due to any increment of any other reason. 

2.1.3
To  approve claims presented  by employees  for  various entitlements to them. 

2.1.4
To ensure correct deductions from salaries and contract labour payments as per applicable enactments. 

2.1.5
To coordinate with the finance department for timely deposition of statutory deductions. 

2.1.6
To generate department wise monthly payroll payments. 

2.2   Finance Department 

2.2.1
To complete monthly deductions from salary with respect to: 



Staff Advance 



Staff Loan 



Tax Deduction at Source from Salaries under section192 ofIncome Tax Act, 1961. 

2.2.2 
To  circulate  Declaration  from  amount  employees  and  gather information required to compute monthly deductions for T.D.S. as per the provisions of Income Tax Act, 1961. 

2.2.3 
To arrange for timely disbursement of payroll payments. 

2.2.4 
To ensure for timely deposition of statutory deductions. 

3.
PROCESS FLOW

3.1   Recruitment process 

3.1.1 
Human resource department is to maintain manpower as per approved manpower requirement and vacancy is to be filled by inviting applications through  advertisement or through  the approved placement consultants. Selection is to be done as per the Procedure and Rules specified under the Human Resource Manual. 

3.1.2
Human Resource Department is to approve all expenditure for inviting application and forward them to Finance Department for recognizing expenditure. 

3.1.3 
On  new  recruitment  Human  Resource  department  updates master records for personal details, salary package, employee grade and other details. 

3.2 
Generation of Monthly payroll payment 

3.2.1
Date  from In-Out  Time Machine is transferred  to  the  payroll package in lectronic form on daily basis. Thus data is used as he basis for generating monthly salary payment. 

3.2.2
In cases where request is received from employees for voluntary deductions for Provident Fund over and above the normal rates the  H.R.  department  applies  the  requested  rates  for  P.F. deductions. 

3.2.3
Finance  department is  to  prepare a  month  end  report for deductions in respect of Citi ledger recovery, staff advance, staff loan and T.D.S. 

3.2.4
This report is to be forwarded to the H.R. department after being verified by the authorized person in the Finance department. 

3.2.5 
The H.R. department, after taking into effect all the above aspects and other applicable deductions, is to generate employee wise 
monthly salary payable.  This  also  enables  the  Finance department to allocate manpower expenditure to various cost departments for preparation of MIS reports. 

3.2.6 
Human Resource Department also prepares a list of amount payable to each employee and their respective bank amount 
member. 

3.2.7 
These details of salary payable are forwarded to the Finance department where it is consolidated to work out the total amount payable as salary. 

3.2.8 
This consolidation is also used as a basis to account for budget code wise the monthly salary expenditure. 

3.2.9 
Finance Department on the basis of list of employee's bank account number and salary payable instructs the bank for transfer of salaries of employees to there respective accounts.

3.3
Payments  with  respect  to  employee  entitlements  such  as  L.T.A., Medical, Bonus and others. 

3.3.1
In order to claim the entitlements, all the employees have to fill the prescribed  form  for L.T.A., Mediclaim and other claims. These completely filled forms are to be submitted to the H.R. department. 

Note : Refer Summary for Formats of reports generated. 

3.3.2  
Further, approval on the claim forms is to be obtained from the Director  (H.R.) and the financial controller. 

3.3.3  
On the basis of the approved claim forms, the Finance department prepares vouchers for final disbursements of the payments. 

3.3.4 
In case of Bonus and Ex-gratia, the H.R. department computes the 
amount payable. Further, the computation is forwarded to the Finance department to review the computation with respect to Payment of Bonus Act, 1972 and for payment after proper authorization. 

3.4 
Payments with regard to Contracted Labour 

3.4.1
All the bills for contracted labour hired by various departments are to be approved by respective departments and forwarded to Finance Department. 

3.4.2
Further, these bills are forwarded to H.R. department to consider the deductions under various applicable enactment's and returns the bills  to Finance Department after specifying the deduction to be made if applicable. 

3.4.3
After  clearance  from the  H.R. department bills are processed and accounted for by the Finance Department as per the instructions of H.R. department. 
3.5
Deposition of statutory amount deducted from salaries and contract labour payments. 


Human Resource Department is to coordinate with Finance department for deposition of all the deductions made from the salary within the prescribed time limits under specific  enactments. 

3.6 
Procedure for Full and Final payment 

3.6.1 
At the time of termination of services in any circumstances, employee 
has to fill up a Clearance Form. 

Note : Refer Summary for Formats of reports generated. 

3.6.2 
Approval of Head of Department is to be taken on clearance form. Besides the above, approval is also required from other Departments, such as House keeping, Security, Finance and F & B etc. 

3.6.3 
Human Resource Department computes the amount payable to the 
employee as per polices of the Hotel. Amount payable is computed after considering Gratuity. Leave Encasement, applicable deductions. 

3.6.4 On the basis of approved clearance form the Finance Department makes the final payment voucher and releasers the payment. 

4.
ACCOUNTING ENTRIES


For recognition of monthly salary


Entry
Debit

Salaries Wages & Allowances


Debit


Co's Contribution to EPF


Debit


Co's Contribution to ESI


Credit


T.D.S. Salary


Credit


Cafeteria


Credit


Staff advance


Credit


LIC policy contribution


Credit


Advance for expenses


Credit


EPF Payable


Credit


ESI Payable


Credit


Citi Ledger


Credit


Salary Payable

5.
SUMMARY OF FORMATS


1.
LTA Claim Form
(A)


2.
Mediclaim Form
(B)


3.
Clearance form
(C)














FORMAT-A

	LTA CLAIM

The Director (HR) 

Sir, 

Kindly sanction me the LTA Advance as per my grade entitlements and the details 

below :-

1. Name 

2. Employee No. 

3. Department 

4. Date of confirmation 

5. Leave Period 

(Signature) ___________________________ 
Date ____________________



	FOR OFFICE USE

Employee No.___________________ Grade ________ Calendar Year___________ 

Date of Contamination_____________ A Entitlement_________________________ 

Director (HR) 

                                                                                                                   Received my LTA amount 

Financial controller                                                                                    (Signature)












FORMAT-B

	MEDICLAIM

The Director (HR) 

Sir, 

Kindly reimburse me medical expenses incurred by me entitlement over and above ESI coverage / I am not covered under ESI ------

1.Name of Patient:_____________________________________________

2.Relationship
: _____________________________________________

3.Bill Nos.                              1. ________________
Amount _________________

                                              2. ________________ 

                                              3. ________________ 

                                              4. ________________ 

Total Rs.

Name 

EmployeeNo.___________________________

Deptt.____________________________

	FOR OFFICE USE

                                                                                                                                                                                                                                                                                       Date ___________                                                                                                             
Employee No. _________________                                                        Received Rs. ___________________                                        

Debit Claim ___________________                                                        Balance _______________________

Direction (HR) _________________                                                        Opening Balance________________                                                                                                         

Financial

Controller_____________________




(Signature)




FORMAT ‘C’
CLEARANCE FORM

1. Name 

2. Employee No. 

3. Designation 

4. Department 

5. Date of Termination 
 Resignation 

6. Last Day of Work 

7. Equipment 

      H.O.D 

8.  Uniform 

      E.H.K. 

9. Locker Key 

      HR Manager 

10 City Ledger 

      F.M.

FULL & FINAL SETTLEMENT

1. No. of days work 

2. Leave encasement 

3. Deductions 

                                                                             Received Rs. ________________ 

Director (HR)
                                                    (Signature)___________________ 

F.
CASH AND BANKING

1.
INTRODUCTION

2.
RESPONSIBILITIES


2.1
Cashier 


2.2 
Account Supervisor 


2.3  
Manager Finance 


2.4  
Income Accountant & Credit Department. 

3.
PROCESS FLOW

3.1   
Role of Restaurant Cashier 

3.2   
Role of Front Office Cashier 

3.3   
Role of General Cashier 

3.4   
Internal Control on Cash Sales & cash collection. 

3.5   
Banking Transitions. 

3.6  
Bank Reconciliation. 

3.7  
Preparation of daily fund position report for cash in hand as well as for  cash at bank. 

4.
ACCOUNTING ENTRIES & PROCEDURES

5.
SUMMARY OF FORMATS

1.
INTRODUCTION

The  purpose  of  banking  &  cash  procedures  is  to  establish  controls surrounding the banking arrangements, the receipts and disbursement of cash & cheques, then accounting and reconciliation.  Broadly, the procedures provide guidelines of banking attunements, cover withdrawal of funds from the bank, petty cash disbursement, preparation of bank reconciliation statements and the update of accounting records. 

2.
RESPONSIBILITIES

2.1    Cashier 


2.1.1 
Disburse funds after review of approvals. 


2.1.2 
Secure Cash at all times. 

2.2    Accounts Supervisor 


2.2.1  
Update Cash & Bank Book on a daily basis. 


2.2.2  
Prepare bank reonciliation statement. 


2.2.3  
Ensure payments are approved and authorized. 

2.3    
Manager Finance 


2.3.1  
Oversee the cash and Bank arrangements. 


2.3.2  
Review and Sign off Bank Reconciliation. 

2.4
Income Accountant & Credit Department

2.4.1 
To tally Cash Collected during the day as per Flash report and as per General Cash Summary prepared by Head Cashier at the end of the day.

3.
PROCESS FLOW

3.1
Role of Restaurant Cashier

All  Cash collected at the different  outlets  should  be  deposited  in  sealed packets with the Front Office Cashier in the following manner. 

3.1.1
Separate all the Cash received into various denominations. 

3.1.2
Write out the cash Remittance Envelope; indicate his name; shift, outlet and detail of the currency received in various denominations. 

3.1.3
As per the details written out on the face of the envelope, deposit all the currency in the envelope sealing it properly and irefully. 

3.1.4
Drop this envelope into the safe especially maintained for this purpose at the Front Office Cash, and get the Front Office Cashier on duty, to make an entry into the relevant register and witness the deposit of the cash. 

3.2
Role of Front Office Cashier

3.2.1  The Front Office Cashier must also deposit all the cash collected during the shift, using cash remittance report as in case of Restaurant 
Cashier. However, in the case of the Front Office Cashier, since foreign currency is also collected, a detail of this must also be enclosed. 

3.2.2  Front Office Cashier also collects payments from guest on behalf of the 
Credit department. 

3.2.3  Collection against charges incurred by the guest on previous visits. In 
such a case the Citi ledger Receipt must be made out. The Cashier 
must also take all the relevant details relating to the original charge incurred  by  the  guest to  enable the Credit Assistant to  link  up  a particular  payment  with  the  debit  lying  outstanding  in  the  queries account. The cash received on behalf of the Credit department must also be deposited in the Cash remittance envelope for the general cashier to account for and pass on to the Credit department. 

Note : Refer Summary for Formats of reports generated 

3.2.4  Cheque receipts  against  Citi  ledger  are  passed  on  to  the  Credit 
department, which in turn will be forwarded to the Finance department for Banking. 

3.2.5  The  Front  Office  Cashier  must  complete  the  other  Accounting 
documents, i.e.  writing  the  Cash  Book,  making  RLM-1. Under no circumstances these must be given as Hand Over to the next shift. 

3.3
Role of General Cashier

3.3.1  
General  Cahier  should  collect,  count  and  tally  cash  in  envelopes 
deposited at the Front Office Lockers by restaurant cashier and Front 
Office Cashiers. 

3.3.2  
All cash payments can be made only on the basis of Cash Payments 
Voucher approved by concerned authorities. 

3.3.3  
Cashier should be aware of Chart of Authority or any amendment in it as regardsto approval of payment by Cash. 

3.3.4  
General Cashier has to prepare a Daily General Cash Summary after closing of Cash Counter on a daily basis. It involves description of the 
opening and closing balances and details  of  all  the  receipts  and payment made during the day in summarized form. 

3.3.5  
All the cash receipts and payment vouchers should be enclosed with the General Cash Summary. 

3.3.6  
Cashier should approve the General Cash Summary & forward it to the Finance  Department for adequate Accounting entries. 

3.3.7  
General Cashier has to maintain a cash book on basis of which he prepares General Cash Summary (G.C.S.) 

Note : Refer Summary for Formats of reports generated 

3.3.8  
Cash is to be maintained in a fireproof safe, and secured in a room with restricted access. 

3.4 
Internal Control on Cash Sale & Cash collection 

3.4.1  
Income Accountant, have to cross tally cash collection based on flash report and cash deposited by Restaurant Cashier and Front Office Cashier as per GCS on daily basis. 

3.4.2  
Based  on  G.C.S.  prepared  by  General  Cashier;  the  Finance 
department should pass adequate accounting entries in the books of  accounts on a daily basis. 

3.5    Banking Transaction 

3.5.1  
Credit department is to prepare a collection report for Cheque received by it against city ledger on a daily basis and pass it to the Finance Department along-with the cheques collected . 

Note : Refer Summary for Formats of reports generated 

3.5.2  
Collection report is to be approved by Credit Manager. This collection report includes details of cheques received on previous daily. 

3.5.3  
Cheque received along with the collection report is to be given to 
General cashier daily for ultimately depositing it in the bank account on 
the day of receipt by the finance department. 

3.5.4  
Cheques returned back by the bank due to dishonor or for any other 
reason is to be forwarded to the credit department along with an Inter 
Office Me (I.O.M.) for follow up action by credit department. 

3.5.5  
Finance department is to update its Bank Account on daily basis. 

3.6    Bank Reconciliation 

3.6.1 
Accounts & Finance Department is to prepare Bank Reconciliation in 
case of all the bank account on a fortnightly basis, which is further, reviewed and approved by the finance manager. 

3.7
Preparation of daily fund position report of cash in hand as well as for cash at bank. 

3.7.1
Finance Department is to prepare an MIS report showing available balances in all the respective Bank Accounts on daily basis. 

3.7.2
The referred MIS report is to be reviewed by the Finance Manager on a daily basis so to ensure optimum and efficient utilization of available funds.

4.
ACCOUNTING ENTRIES & PROCEDURES


For Cash received at outlets and Front Office


Basis  :

Flash Report


Entry
:

Debit
X003-00
F & B Cash


Debit
X002-00
Front Office Cash


Credit
2280-00
Sale Control Account


For cash received by General Cashier from Restaurant Cashiers and Front Office Cashier. 


Basis
General Cashier Summary


Entry
Debit
X001-00
Cash in Hand


Credit
X002-00

Front Office Cash


Credit
X003-00

F & B Cash


For reimbursement to Front Office Cashier for Forex Cash deposited by Front Office Cashier to General Cashier.


Basis  :

General Cashier Summary


Entry
:

Debit
X005-00
Forex Cash


Credit
X001-00
Cash in Hand


For payments made by General Cashier for expenses


Basis   :


General Cashier Summary


Entry
:

Debit
Expenditure Account


Credit
X001-00
Cash in Hand


For selling Foreign Exchange Purchased by Front Office Cashier to


authorized exchanger.


Basis  :

Receipt from authorized exchanger


Entry
:

Debit
Bank Account

Credit
X005-00
Forex Cash

5.
SUMMARY OF FORMATS

1.
General Cashiers Summary
(A)

2.
Citi Ledger Receipt

(B)

3.
Cheque Collection Report
(C)

GENERAL CASHIER SUMMARY

DATE 

DAY 
	OUTLET
	ENV. NO.
	CASHIER NAME
	AMMOUNT COLLECTED
	DISBURSEMENT

	SHORTAG EEXCESS
	GROSS RECEIPT
	A/C RECEIVABLE
	M.SC

	
	
	
	CASH
	F.CURRENCY  
 
	REIMBU
RSEME NT
	PAID OUT
	TIPS
	
	
	GUEST 

LEDGER
	CASHSALE
	CITY 

LEDGER
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CAFÉ
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	BAR 
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	BANQUET
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	POOLBAR
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	RESTURENT
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	HEALTH CLUB
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	PASTRY SHOP
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TEA LOUNGE
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	BEAUTY PARLOUR 
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FRONT OFFICE CASH
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	SUB. TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	

	                                                                                                                                DATE___________________

                                                                                                                                ROOMNO. ______________

CITY LEDGER RECEIPT

RECEIVED FROM

AMOUNT (IN WORKS)

CASH CHEQUE NO.______________________________________________________DATE________________________

BANK

TO BE CREDITED TO YOUR ACCOUNT WITH DETAILS AS FOLLOWS : 

CHEQUES SUBJECT TO REALISATION 

CREDIT TO 

CASHIER
                                                                                                       Rs . ___________________




FORMAT ‘B’

FORMAT ‘C’
	CHEQUE COLLECTION REPORT

DATE:_____________________                                                                          DAY____________________



	S.N.C.
	RT NO.
	CHEQUE

   NO.



	DATED
	PARTY NAME
	AMOUNT
	MISC
	CASH
	REMARK



	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


G.
FIXED ASSETS & DEPRECIATION

1.
INTRODUCTION

2.
RESPONSIBILITIES


2.1  
User Department 


2.2   
Finance Department 


2.3   
Purchase Department 


2.4  
Receiving Department 

3.
PROCESS FLOW


3.1 
Prepare Budgets lot Capital expenditure. 


3.2  
Capital New Assets. 


3.3  
Code & Specify location of assets & update the Fixed Assets Register. 


3.4  
Custody & Safeguard of Assets. 


3.5 
Disposal & Safeguard of Assets. 


3.6 
Depreciation of Fixed Assets. 


3.7 
Treatment of Capital W.I.P. 


3.8 
Verification of Fixed Assets 

4.
ACCOUNTING PROCEDURE AND ENTRIES

5.
FORMATS

1.
INTRODUCTION

The purpose of Fixed Assets and Depreciation procedures is to ensure that the  Fixed  Assets  are  correctly and consistently accounted for and that adequate controls are  exercised  and  accountability  established  for  this significant investment of the company. 

Broadly, this section covers the accounting for Fixed Assets and depreciation, including their transfer & disposals. 

2.
RESPONSIBILITIES

2.1    User Department 

2.1.1.
Preparation of Budget with reference to the requirement of Capital Assets. 

2.1.2 
Forwarding the Capital Budget propertied along with the reason for 
inclusion of Capital Items in the Budget to the Finance Department. 

2.1.3 
Receiving  the  custody  of  items  processed  from  the  receiving 
department. 

2.1.4
Ensuring maintenance and Security of Capital Assets purchased. 

2.2
Finance Department: 

2.2.1
Receive Capital Budgets from Individual Departments. 

2.2.2
Verify & obtain approval of budgets. 

2.2.3
Request for Authorization from the approval committee. 

2.2.4
Generate a Purchase Request for the procurement of the Capital Asset & forward it to the Purchaser department. 

2.2.5  
Review  bidding  and  vendor  selection  process  for  large  Capital purchases. 

2.2.6  
Monitor actual amount spend on Capital Purchases with the Budget. 

2.2.7  
Note the date on which acquired asset is put to uses. 

2.2.8  
Capitalize the original cost of the asset and incidentals as per the policy i.e. capitalize the assets at their landed cost. 

2.2.9  
Charge depreciation as per the stated policy. 

2.2.10 
Maintain & update the fixed assets register. 

2.2.11 
Monitor adequacy of Insurance cover over fixed assets. 

2.2.12 
Carry  out  physical  verification  periodically  as  per  the  schedule  of 
physical verification. 

2.2.13 
Recording of Capital W.I.P. as per the policies. 

2.3    
Purchase Department 

2.3.1  
Receive Purchase Request from the Finance department for purchase of Capital Assets. 

2.3.2  
Call for quotation / invite tenders for the requisitioned Items. 

2.3.3 
Process the quotes and select vendor as per the policy. 

2.3.4  
Obtain  sanction  from  the  relevant  authority / Vendor  Selection Committee. 

2.3.5  
Initiate purchase process. 

2.3.6  On receipt of item, the department prepares the landed cost for the purchase items & forwards it to the Receiving Department. 

2.4    Receiving Department 

2.4.1  
Receive Capital Assets and notify their arrival to the User department & the Purchase department for there approved. 

2.4.2  
Initiate Receiving process & finally hand over the asset to the user 
department. 

2.4.3  
Report for any discrepancy observed in item received vis-à-vis the 
purchase order in relation to quantity  / quality  / brand of the item received. 

2.4.4  
After  receiving  the  department  generates the  Receiving  Report by 
punching  in  the  landed  cost  forwarded  to  it  by  the  Purchase department. 

3.
PROCESS FLOW

3.1    Prepare Budget Capital 

3.1.1  
Finance  department  receives  individual  capital  budgets  from  each 
department along with the reasons for inclusion of the item in the budget. 

3.1.2  
The  Finance department then processes and verifies the  budgets 
received  from  every  department & prepare a consolidated Capital  Budget. 

3.1.3  
This consolidated capital Budget is then forwarded to the sanctioning Authority (as per the Chart of accounts) for its approval. 

3.1.4  
Once approved the Finance department prepares a purchase request 
and forwards it to the Purchase department, who in turn initiates the purchase function. 

3.2    Capitalize New Assets 

3.2.1 
Once the Capital items are received the receiving department sends a copy of Receiving Report to the Finance department along with the challans / Bills. 

3.2.2  
Based on Receiving Report and after verification of landed cost, as computed by purchase department, the Finance department prepares  a Purchase Voucher. It should be ensured that asset is capitalized at the value inclusive of all the expenditures incurred upto the stage of 
installation or use in  accordance  with  Accounting  Standard 10 for accounting of Fixed Assets issued by 'Institute of Chartered Accountant of India'. 

3.3    Coding & Specifying location of Assets and updation of the Fixed Asset 
Register. 


3.3.1 
The new asset capitalized should be allocated a new code and the location of such asset should be specified. 


3.3.2  
Entry for the new asset purchased must also be made into the register of asset maintained by the concerned department. 


3.3.3  
The fixed  asset  register  must  also  be  updated as regards to the location of the asset purchased. 


3.3.4  
All  fixed  assets should be properly and serially numbered and the respective identification  no.  should  be  reflected  in  the  Fixed Asset  Register corresponding to the entry of the particular asset. 

3.4 
Custody & Safeguard of Fixed Assets 


3.4.1  
All documents of title as well as insurance policies should be held in a 
secure place with adequate control over removal and replacement (as per Chart of Accounts). 


3.4.2 
It is to be ensured that all assets are covered by appropriate insurance policies with respect to Flood, Fire, Earthquake and ... 


3.4.3  
It is also to be ensured that the new assets purchased during the year 
are also covered by the insurance policies. 


3.4.4
Proper arrangements should be made for reviewing the adequacy of insurance coverage. 


3.4.5
Regular review of all security arrangements should be done at reasonable interval of time. 

3.5
Disposal & Transfer of Assets


3.5.1  
Written authority should be obtained from the approving authority as per chart of accounts for:



a)
Declaring a Fixed Asset Scrapped.



b)
Selling a Fixed Asset.



c)
Transfer of a Fixed Asset.


3.5.2  
A report must be prepared & issued in respect of capital assets sold / scrapped / transferred. 


3.5.3  
Check the applicability of any statutory liability with respect to Sales Tax at the time of sale of the Fixed Asset. 


3.5.4 
Fixed Asset Register should be updated for the respective Sale /Transfer / Scrap of the Fixed Assets. 


3.5.5 
The Finance Department should work out amount of Profit of Loss as a result of such Sale / Transfer / Scrap and adequate entries must be 
passed in the books of accounts for recording of the same. 

3.6
Depreciation of Fixed Assets


3.6.1
Ensure depreciation charge for the year is reasonable having regard to accepted accounting policies of previous year and book value of fixed  assets. 


3.6.2  
Ensure that, in case of new assets, date of receipt of asset in the Hotel should be taken as basis for calculating No. of days with regards to the calculation of value of Depreciation. Further, the same should be in accordance with Accounting Standard 6 on accounting for depreciation issued by 'Institute of Chartered Accountant of India'. 


3.6.3  
Ensure that all entries as regards to provision for depreciation have been duly recorded in the books of accounts. 

3.7
Treatment of Capital Work in Progress


3.7.1  
In-house Projects, which results in creation of a Fixed Asset but which 
are incomplete at the end of the financial year should be adequately recorded as Capital Work-in-Progress. 


3.7.2 
It should be ensured that all expenditures (Direct as well as Indirect 
expenses) relating to the said Project must be included in the value of Capital Work-in-Progress. 

3.8 
Physical Verification of Fixed assets 


3.8.1  
Finance Department along with the User Department should work out a Schedule for Physical Verification of Fixed Assets to be conducted on appropriate intervals. 


3.8.2  The verification should be on the basis of the location of the Fixed Assets in the individual User Departments. 


3.8.3  
The team for physical verification must ensure that Assets bear the Identification No. allotted to the said asset at the time of its purchase / installation. 


3.8.4  
Any variances found at the time of physical verification must properly 
be recorded and investigated. 


3.8.5  Assets, which have to be discarded/replaced, should be listed separately and processed in the manual, specified in point no.  3.5 above

4.
ACCOUNTING PROCEDURE AND ENTRIES


The Finance department is to carry out the following and process for periodic accounting entries:


4.1
Prepare & approve PAV on receipt & suppliers invoice and to pass the following entry for purchase of Fixed Asset:



Basis :-
Invoice, Purchase Order & Receiving Report



Debit:

Fixed Assets



Credit :
Supplier's Account


4.2  
Prepare & approx JV for providing Depreciation on Fixed Assets the end of Financial Year.



Basis :-
Policy of Hotel on Depreciation



Debit
9950-00   Depreciation



Credit
2150-00   Accumulated Depreciation


4.3  
Prepare approve JV for sale of Fixed Asset. 



Basis :-
Sale Invoice



Debit



Buyer Account


Debit

2150-00
Accumulated Depreciation


Debit

9576-00
Loss on sale of Assets



Credit



Fixed assets Account



Credit

8010-00
Profit on Sale of assets.
5.
FORMAT


Format for Fixed Assets Register is given as per Form ‘A’ attached.



Format for Capital Item Purchase approval list as per Form ‘B’ attached.
	S. No.
	Voucher No.
	Year & Date of Purchase
	Location / Situation of remarks
	Invoice Identification No.
	Invoice Value
	Loading
	Total Cost
	Depreciation u/s 350 of the Companies Act 1956
	Cumulative depreciation
	W.D.V. U/s 350
	Sale/Transfer Adjustments
	Profit on

Sale

 

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	          
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


FIXED ASSETS REGISTER                                                                                                                                                                     Form 'A'

	
	CAPITAL ITEM PURCHASE APPROVAL LIST
	
	
	
	FORM-‘B’
	
	

	Sl No.
	Dpt.
	Item
	Priority
	Specification
	Approx Cost in Rs.
	Intended time of Purchase by the Dept.
	Prob time of Purchase as per A/C.
	Remarks
	Justification
	Approval by HOD
	GM's Signature

	
	
	
	
	
	
	
	
	
	
	
	

	 
	HK
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	F & B Prod.
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	Finance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


H.
MONTH-END REPORTS


The Finance Department on a monthly basis prepares reports detailing for revenue earned & expenditure incurred. These reports are prepared with the objective  of  informing  Top  Level  Management  regarding  the  business performance of the Hotel and to do a comparative analysis of actual with the budgeted  targets.  Each  department  head  is  answerable  for  variances between actual and budgeted targets. 

1 SAMPLE BUDGET FOR THE YEAR

      2    SAMPLE MIS FOR THE MONTH 

	SAMPLE

	BUDGET SUMMARY FOR THE YEAR ……… FOR……….HOTEL

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Particulars 
	%
	Actual  
	%
	Year on Year Growth %
	Budget  
	%
	Variance
	Projected growth %

	 
	 
	
	 
	
	
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms 
	 
	 
	 
	 
	 
	 
	 
	 

	F & B Revenue 
	 
	 
	 
	 
	 
	 
	 
	 

	Other income
	 
	 
	 
	 
	 
	 
	 
	 

	Total Hotel revenue 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	EXPENDITURE
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll & Related costs
	 
	 
	 
	 
	 
	 
	 
	 

	Food ,Beverage & related costs
	 
	 
	 
	 
	 
	 
	 
	 

	Engineering Cost *
	 
	 
	 
	 
	 
	 
	 
	 

	Administration & General Expenses
	 
	 
	 
	 
	 
	 
	 
	 

	Advertisement ,Publicity & marketing fees 
	 
	 
	 
	 
	 
	 
	 
	 

	Franchise & Marketing Fee
	 
	 
	 
	 
	 
	 
	 
	 

	Insurance 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest supplies /operating supplies etc.
	 
	 
	 
	 
	 
	 
	 
	 

	Human Resource Cost
	 
	 
	 
	 
	 
	 
	 
	 

	Total Expenses
	 
	 
	 
	 
	 
	 
	 
	 

	GOP 
	 
	 
	 
	 
	 
	 
	 
	 

	Management Operation Fee @ ..% CHIL
	 
	 
	 
	 
	 
	 
	 
	 

	NOP 
	 
	 
	 
	 
	 
	 
	 
	 


	
	
	
	
	
	
	
	
	
	
	
	Summary Income Statement
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	BUDGET
	
	
	
	
	
	
	
	
	
	
	
	
	

	Particulars
	Apr
	%
	May
	%
	Jun 
	%
	Jul
	%
	Aug.
	%
	Sept
	%
	Oct
	%
	Nov
	%
	Dec
	%
	Jan
	%
	Feb
	%
	Mar
	%
	Total
	%

	Rooms Available
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms Occupied
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Rate
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Occupancy %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Room Yield (RevPar)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest Ratio
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food & Beverage 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	MOD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food & Beverage 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	MOD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total cost of sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll & Related expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food & Beverage 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	MOD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Payroll & Related expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food & Beverage 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	MOD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Departmental Income
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food & Beverage 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	MOD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total departmental income
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Overheads Departments
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll & Related expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Admin. & General
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Human Resources
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Marketing 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Engineering
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total payroll & related expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Admin. & General
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Human Resources
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Marketing 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Engineering
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Overhead departmental exp.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Less: Deductions
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Insurance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Franchse /GDS/Non GDS Fee
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Franchise & Marketing Fee
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GDS/Non GDS Fee
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Franchse /GDS/Non GDS Fee
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Operating Profit (GOP)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Management Operation Fee @ 6% CHIL
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Net Operating Profit (NOP)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	NOP %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll Cost
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contarct
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Rooms Income Statement:
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	Rate
	 Apr 
	 May 
	 Jun  
	 Jul 
	 Aug. 
	 Sept 
	 Oct 
	 Nov 
	 Dec 
	 Jan 
	 Feb 
	 Mar 
	 Total 
	 % 

	No.of Rooms Available
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No. of Rooms Occupied
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No. of Guests
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Room Rate (ARR) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Less: Complimentary Breakfast @ Rs…...per house count
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Less: Complimentary Airport transfer @ ...% Occ. Rooms @ Rs…... PT
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Net ARR
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Occupancy %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest Ratio
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Room Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Allowance(..% of Total Rev.)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Net Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	S&W - Front Office
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	S&W - Housekeeping
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total S & W
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Benefits - Front Office
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Benefits - Housekeeping
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Employee Benefits
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of Outsourced-Contract Services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Payroll/PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	New papers, Books & Periodicals
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cleaning Supplies (@Rs…./room occ.)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Commission to Tour's & Travel's
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	F&B & Guest Amenities -per room occ
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Decoration
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest Supplies Rs…. Per Room Sold
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Entertainment - Rooms/HK
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry Linen 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Printing & Stationary
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Uniform Replacement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Room Linen Replacement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	X-mas / New Year Décor
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Telecommunication
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Reservation Charges 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	In House TV & Music
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	System expenses 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Window Cleaning
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Pest Control
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Interior & Upholstery
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Travelling Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Notes:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Assumptions:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms Available
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Days in a month
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls - Front Office
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls - Housekeeping
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Head Count
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Sales & Marketing Expenses Statement
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Particulars
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Total
	%

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Salaries  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 PTER 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Total Payroll & Contract services 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Selling & Advertisement expenses 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Guest Entertainment 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Gifts & Articles 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Giveaways 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 GDS/Non GDS Fee 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 PR Agency 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Printing & Stationery 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Communication 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Training 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Transportation 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Uniform. Replacement 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Ad Agency 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Sales Material 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Misc  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Total Selling & Adv. expenses 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Gross Expenses 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected F&B Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Total
	%

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Beverage
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tobacco
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Miscellaneous Income
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Allowance (Food + Beverage)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross F&B Income
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Expenses - Cost of Sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Food Cost of Sales * @....
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Beverage Cost of Sales @...%
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Smokes Cost of Sales @...%
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total cost of sales(A)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	S&W - F&B Services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	S&W - F&B Production
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total S & W
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Benefits - Services
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	Employee Benefits - Production
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Employee Benefits
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of Outsourced-Contract Services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL Payroll/PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Chinaware/Crockery/Utensils/Flatware
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Glassware
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Kitchen Utensils
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Hollowware Silware& Flatware
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cleaning Supplies/floor main.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Linen replacement 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Kitchen Fuel
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Printing & Stationery
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Licenses & Taxes
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Music & Entertainment (Restaurant Band
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Special Event - X-Mas / New Year Décor.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest Supplies
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Kitchen Supplies
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Menus & Beverage Lists
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Travelling & Conveyance Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Uniforms replacement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry F&B Linen 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	House Telecommunications
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Books & Periodicals
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Decoration
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Media Advertising/F & B Promotion & fest.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Advertisement /Resv ...% 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Entertainment 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Pest Control & Window Cleaning  ...%
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Product Testing
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Spoilage and Loss
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Audio Visuals including LCD Hiring 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Market Survey 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Miscellaneous
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls (F&B Services)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls (F&B Production)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Head Count
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	

	Café
	
	
	
	
	
	
	
	
	
	
	
	
	

	HEAD
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	TOTAL / 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	AVERAGE

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.of Days
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Covers ( Capacity)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Covers:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Daily Covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-06000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Food Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1130)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1130-1530)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1530-1900)
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	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Food Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Food Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Beverage Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Beverage Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Beverage Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly F&B Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Projected Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	

	Room Service 
	
	
	
	
	
	
	
	
	
	
	
	
	

	HEAD
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	TOTAL 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.of Days
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Covers ( Capacity)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Covers:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Daily Covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Food Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Food Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Food Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Beverage Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Beverage Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Beverage Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly F&B Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	

	Resturent
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	HEAD
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	TOTAL / 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	AVERAGE

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.of Days
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Covers ( Capacity)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Food Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Food Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Beverage Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Beverage Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Sale (F&B)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Food Sale  (A)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Beverage Sale (B)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Sales (A+B)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Projected Income Statement

	Banquets
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	HEAD
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	TOTAL / 

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	AVERAGE

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.of Days
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Covers ( Capacity)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	MICE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Social
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Food  Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Beverage Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Food Sales
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	Total Beverage Sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Miscellaneous Income (Hall Rentals, (Service charges )
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Sales (A+B)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actual Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 % increase
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	

	BAR
	
	
	
	
	
	
	
	
	
	
	
	
	

	HEAD
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	TOTAL /

	REVENUE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	AVERAGE

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.of Days
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Covers ( Capacity)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily Covers:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Daily Covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-06000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Covers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Food Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Food Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Monthly Food Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Average Beverage Check
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-1500)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Beverage Sale
	 
	 
	 
	 


	 
	 
	 
	 
	 
	 
	 
	 
	 

	Breakfast (0600-1100)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Lunch(1100-15000
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tea(1500-1900)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dinner(1900-0000)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Night(0000-0600)
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	Total Monthly Beverage Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly F&B Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Daily F &B Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	   Actual Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total APC
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Minor Operating Departments
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 Apr 
	 May 
	 Jun  
	 Jul 
	 Aug. 
	 Sept 
	 Oct 
	 Nov 
	 Dec 
	 Jan 
	 Feb 
	 Mar 
	 Total 
	%

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mini Bar, Telephone, Guest Laundry
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Travel Desk
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Shop Rental
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll & Related exp.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Salaries
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	PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total payroll & related exp.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Net Contribution
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Net Contribution %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Mini Bar
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	Year
	Basis of Computation 
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Total
	%

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mini Bar
	0.0% of Room Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Allowance
	 0.00% of Mini Bar Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mini Bar
	00% of Minibar Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Cost of Sale
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Departmental Contribution
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Telephone Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 Apr 
	 May 
	 Jun  
	 Jul 
	 Aug. 
	 Sept 
	 Oct 
	 Nov 
	 Dec 
	 Jan 
	 Feb 
	 Mar 
	 Total 
	 % 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Telephone revenue (...% of Gross Room Revenue)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Call cost
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Cost of Sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Expenses
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	Salaries
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Payroll & Contract expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other operating expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Business Centre Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 Apr 
	 May 
	 Jun  
	 Jul 
	 Aug. 
	 Sept 
	 Oct 
	 Nov 
	 Dec 
	 Jan 
	 Feb 
	 Mar 
	 Total 
	 % 

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Income from Wireless Services …% OF Rooms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Income from various services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Allowances …% of wireless services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of Sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Costs -…% of Revenue+…./= p/m
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Cost of Sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Salaries
	 
	 
	 
	[image: image8.png]



 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Payroll Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Printing & Stationery …% of Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	GOP %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Laundry Income Statement
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 Apr 
	 May 
	 Jun  
	 Jul 
	 Aug. 
	 Sept 
	 Oct 
	 Nov 
	 Dec 
	 Jan 
	 Feb 
	 Mar 
	 Total 
	 % 

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest Laundry Rs….PER Occ Room+….
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Outside Laundry
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Allowance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of Sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	In House Laundry Exp Allocation
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	Total cost of sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Salaries
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Payroll & Contract services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cleaning supplies
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Printing & Stationery …%of Total Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Supplies
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry Uniform
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Contract Wages
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Operating expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Net Contribution
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Net Contribution %
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected IN House Laundry Statement
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 Apr 
	 May 
	 Jun  
	 Jul 
	 Aug. 
	 Sept 
	 Oct 
	 Nov 
	 Dec 
	 Jan 
	 Feb 
	 Mar 
	 Total 
	 % 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Salaries & Wages 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Benefits 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Contract Labour - Outsourced
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total payroll & related exp.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry Chemicals
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry Miscellaneous
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	HSD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Laundry Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Allocation of Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest Laundry (…%)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Rooms Linen Laundry (…%)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	F & B Linen Laundry (…%)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Uniforms (….%)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total other expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Gross Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on rolls
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	ADMINISTRATION & GENERAL
	
	
	
	
	
	
	
	
	

	 
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	YTD

	Payroll
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Salaries & Wages - Accts/IT/Mat/GM/Security*
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Benefits - Accts/IT/Mat/GM/Security $
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cost of Outsourced-Contract Services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Uniforms replacement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Printing and Stationery
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Licenses and Taxes
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Telecommunications
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Postage & Courier Charges
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Conveyance Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Travelling expense
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Bank Charges
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Commission on Credit Cards
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Legal & Professional Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dues & Subscription/ Books
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Entertainment Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Provision for Doubtful Debts
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Diwali Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Guest house -for employees ….per month
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Miscellaneous
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Payroll and Other Expenses - A & G
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Statistics
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Employees
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Outsourced
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Admin. & General including outsourced
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Human Resource Expenses Statement
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 Apr 
	 May 
	 Jun  
	 Jul 
	 Aug. 
	 Sept 
	 Oct 
	 Nov 
	 Dec 
	 Jan 
	Feb
	Mar
	Total
	%

	Salaries
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Outsourced Cooks & Drivers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Payroll & Contract services
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry Uniforms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cafeteria Cost
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Printing & Stationery
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Entertainment 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Telecommunication 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Prize & Giveaways 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee relations 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Employee Transportation
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Medical expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Recruitment
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dues & Subscriptions
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Training 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Books & Periodicals
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Industrial Trainees
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Management Trainees/Apprentice
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Operating expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Other Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	Staff on rolls
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	Staff on contract
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Projected Engineering Cost ( include. Heat, Light & Power)
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	Apr
	May
	Jun 
	Jul
	Aug.
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Total
	%

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Salaries
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PTER
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Contract Wages
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Air-conditioning & Ventilation
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Building Repair & Maintenance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Painting & Decoration
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	Electricals & Mechanical
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Electric Bulbs
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Engineering Supplies
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	DG repair & maint.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Furniture
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Grounds & Landscaping
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Plumbing & Heating
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry repair & maintenance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fire Safety Equipment/Drill/Demo/Lecture
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Pool Chemicals
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Water Treatment
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Telecommunication
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Printing & Stationery
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Travelling
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Uniform Replacement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	External Signage Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other Operating Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CCTV
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Security Equipments
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL REPAIR & MAINTS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC :
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC Kitchen Hood
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC- Boiler
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC Cold Storage & Deep Freezer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC Refrigerators
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC-HVAC
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC RO
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC- STP Plant
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC- Audio Visual & Maintenance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC-Laundry Machine
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC-Lift
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC FIRE EXTINGUISHERS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC UPS/Invertors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC Floor Cleaning Equipments
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC Locks 43800+12.24%
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC -Landscaping  & Grounds
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC Photostat
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC Ant spam ( Part of Computer)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AMC IT
	 
	 
	 
	 
	 
	 
	 
	 
	[image: image11.png]



 


	 
	 
	 
	 
	 
	 

	Total Repair & Maintenance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Electricity *
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	HSD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Water & Sewage
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Energy cost
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Engineering cost 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Engineering cost  including Salary
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Statistics
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Employees
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Outsourced
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Employees including outsourced
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Cafeteria Cost 
	
	
	

	
	
	
	

	
	
	
	

	Rooms 
	No.
	 Rate  
	 Amount (Rs.) 

	Staff on rolls - Front Office
	 
	 
	 

	Staff on rolls - Housekeeping
	 
	 
	 

	Staff on contract
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 Sub Total  
	 

	 
	 
	 
	 

	F & B 
	 
	 
	 Amount (Rs.) 

	Staff on rolls - Service
	 
	 
	 

	Staff on rolls - Kitchen
	 
	 
	 

	Staff on contract
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 Sub Total  
	 

	 
	 
	 
	 

	Business centre
	 
	 
	 

	 
	 
	 
	 

	Staff on roll
	 
	 
	 

	 
	 
	 
	 

	In House Laundry 
	 
	 
	 

	 
	 
	 
	 

	Staff on Roll
	 
	 
	 

	Staff on contract 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	Sub Total 
	 

	 
	 
	 
	 

	A & G 
	 
	 
	 

	Staff on Roll
	 
	 
	 

	Staff on contract 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	Sub Total 
	 

	 
	 
	 
	 

	HRD 
	 
	 
	 

	Staff on Roll
	 
	 
	 

	Staff on contract 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	Sub Total 
	 

	 
	 
	 
	 

	Sales & Marketing 
	 
	 
	 

	 
	 
	 
	 

	Staff on Roll
	 
	 
	 

	 
	 
	 
	 

	Engg.
	 
	 
	 

	 
	 
	 
	 

	Staff on Roll
	 
	 
	 

	Staff on contract 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	Sub Total 
	 

	Trainees 
	 
	 
	 

	Industrial trainees
	 
	 
	 

	Management trainees
	 
	 
	 

	Apprentices
	 
	 
	 

	 
	 
	 
	 

	 
	 
	Sub Total 
	 

	 
	 
	 
	 

	Grand Total 
	 
	 
	 

	 
	 
	 
	 

	 
	On Roll Cost
	 
	 

	 
	Contract Cost 
	 
	 


	LAUNDRY UNIFORM
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	LAUNDRY TOTAL
	N.O.EMP
	Apr
	May
	June
	July
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	DEPARTMENTS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ROOMS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Front Office
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	House Keeping
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Out source
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	F&B
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Production
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Service
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Out source
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Business Center
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Admn. & Gen.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Regular
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Out source
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Sales
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Hrd
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Regular
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Out source
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Engineering
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Regular
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Out source
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Laundry
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Regular
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Out source
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Others
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	It's
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	M.t
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Apprt
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Grand Total
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	SAMPLE
	 
	 
	 
	 
	 
	FOR …………………HOTEL
	 
	 
	 
	 
	 
	 

	Month to Date
	PROFIT & LOSS SUMMARY
	Year-to-Date

	Last Month
	 
	Budget
	 
	Actual
	 
	MONTH
	Actual
	 
	Budget
	 
	Last Year
	 

	 INR 
	%
	INR
	%
	 INR 
	%
	 
	INR
	%
	INR
	%
	INR
	%

	 
	 
	 
	 
	 
	 
	TOTAL REVENUE
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	ROOMS 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	FOOD & BEVERAGE
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	OTHER MINOR OPERATING DEPTS
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	(Telephones, Health Club, Laundry, Internet, Business Centre)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Rental & Other Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Gross Operating Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Undistributed Operating Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Admin. & General
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Human Resources
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Sales & Marketing
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Property Operations & Maintenance
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Utility Costs
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Overheads
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	GOP before Fixed Charges
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Fixed Charges
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Insurance Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Franchise Fees to CHIL
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Marketing Fees CHIL
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Fixed Charges
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Gross Operating Profit
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Variable Pay
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Management Fee @ 6%
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Profit Before Depreciation Interest & Tax
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Depreciation
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Profit Before Interest & Tax
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Prior Period adjustments 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Profit (Loss) before Tax
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Rooms Available
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Paid Rooms Occupied
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Paid Rooms Occupancy% 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Rooms Occupied
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Total Rooms Occupancy% 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Average Room Rate (Rs.)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	RevPar (Rs.)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Food Covers Sold
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Average F&B Spend per cover
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Salary & Wages
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Outsourced Employee Cost
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees including Outsourced 
	 
	 
	 
	 
	 
	 


	                       Month to Date                          
	ROOMS SUMMARY
	                              Year-to-Date                       

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	Last Year

	INR
	 
	 INR 
	%
	 INR 
	%
	 
	 INR 
	%
	 INR 
	%
	INR
	%

	 
	 
	 
	 
	 
	 
	Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Room Revenue 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allowance
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Net Rooms Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	S&W - Front Office
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	S&W - Housekeeping
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total S & W
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Outsourced-Contract Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Newspaper Supplies
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cleaning & Supplies *
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Travel Agent Commissions
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	F&B - Guest Amenities
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Decoration/Flowers*
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Guest Supplies**
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Entertainment and Business promotion
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry Linen
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Printing & Stationary
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Uniforms Replacement
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Room Linen Replacement
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Valentine Day / New Year/X mas
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Telecommunications
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Reservation Expenses*
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	In House TV & Music ( Star TV, Zee & ESPN Chgs.)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	System expenses - Fidelio
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Contract Services -  Window Cleaning
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Contract Services - Pest Control 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Interiors & Upholstery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Travelling/Conveyance Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Contribution per Room
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost per Total Rooms Occupied
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Available Rooms
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Paid Rooms Occupied
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Rooms Occupied
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Net Average Room Rate (ARR) 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Room Yield (RevPar)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Room Occupancy %
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Double Occupancy
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Number of Paid Guests
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Number of Arrivals Rooms
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Average Length of Stay
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Head Count
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Front Office
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Housekeeping
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Rooms Division (Head Count)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Payroll per Head Count
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Revenue per Head Count
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Contribution per Head Count
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Rooms Division (Head Count)
	 
	 
	 
	 
	 
	 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	                       Month to Date                         
	FOOD AND BEVERAGE SUMMARY
	                                Year-to-Date                          

	Last Month
	 Budget 
	 Actual 
	MONTH
	 Actual 
	 Budget 
	Last Year

	 INR 
	%
	 INR 
	%
	 INR 
	%
	 
	 INR 
	%
	 INR 
	%
	INR
	%

	 
	
	 
	
	 
	
	Food Revenues
	 
	
	 
	
	 
	 

	 
	 
	 
	 
	 
	 
	Food Revenue 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allowances
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Net Food Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Beverage Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Beverage Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allowances
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Net Beverage Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Smokes Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Smokes Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allowances
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Net Smokes Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	F&B Other Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Banquet Hall Rental Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Mini Bar Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total F&B Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Expenses - Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Food Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Beverage Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Smokes Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Costs
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Benefits
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	S&W-Service
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	S&W-Production
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total S & W
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Outsourced-Contract Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Chinaware/Crockery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Glassware
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Kitchen Utensils
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Holloware, Flatware & silverware
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cleaning Supplies/floor main.
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Linen replacement 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Kitchen Fuel
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Printing & Stationery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Licences & Taxes
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Restaurant Artist Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Valantine Day / New Year/X mas
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Guest Supplies
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Kitchen Supplies
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Menus & Beverage Lists
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Travelling & Conveyance Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Uniforms Replacement
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry F&B Linen 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Telecommunications
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Books & Periodicals
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Decoration / Flowers / Outlets Maintenance
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Media Advertising/F & B Promotion & fest. 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Advertisement / reservation 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Entertainment Expesnes
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Contract services - Pest Control & Window Cleaning
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Product Testing
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Spoilage and Loss
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Hire Charges for Banquets Equipments
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Market Survey
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Miscellaneous
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Number of covers
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Average F&B spend per cover
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Production & KST
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Service
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced
	 
	 
	 
	 
	 
	 

	   
	 
	          
	 
	          
	 
	Total F & B Division including outsourced
	 
	 
	 
	 
	       
	 


	Month to Date
	RENTAL & OTHER INCOME
	Year-to-Date

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	Last Year

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	INR
	%

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Commissions
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Commission from Prompt Car Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Shop Rental  Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Commissions
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Foreign Exchange Comm. & Gain / Loss
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Scrap Sales and Others
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Income
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Rentals & Other Income
	 
	 
	 
	 
	 
	 


	Month to Date
	BUSINESS CENTRE
	Year-to-Date
	 
	 

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	Last Year

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	INR
	%

	 
	 
	 
	 
	 
	 
	Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Income from Wireless Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Income from various services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allowances
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Benefits
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Net Payroll & Related Exp.
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Sales for wireless services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Printing and Stationery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Business Centre Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Headcount
	 
	 
	 
	 
	 
	 


	Month to Date
	TELECOMUNICATIONS
	Year-to-Date
	 
	 

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	Last Year

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	INR
	%

	 
	 
	 
	 
	 
	 
	Total Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Telephone - revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allowances
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Telephone Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Sales on Telephones*
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Cost of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	PABX Equipment Maint.
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Telephone Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 


	Month to Date
	GUEST LAUNDRY
	Year-to-Date
	 
	 

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	Last Year

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	INR
	%

	 
	 
	 
	 
	 
	 
	Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry & Dry Cleaning*
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allowance
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Revenue
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Costs of Sales
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry & Valet - Allocation
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Costs
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Printing & Stationery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Supplies
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total  Guest Laundry Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Departmental Contribution
	 
	 
	 
	 
	 
	 


	Month to Date
	IN HOUSE LAUNDRY
	Year-to-Date
	Last Year

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	INR
	%

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Salaries & Wages 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Contract Labour - Outsourced
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry Chemicals
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry Miscellaneous
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	HSD
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total In House Laundry Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Allocation of Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Guest Laundry (25%)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Rooms Linen Laundry(34%)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	F & B Linen Laundry(6%)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Uniforms(35%)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Allocated Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Net In House Laundry Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Laundry  including outsourced
	 
	 
	 
	 
	 
	 


	Month to Date
	ADMINISTRATION & GENERAL
	Year-to-Date

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	Last Year

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	INR
	%

	 
	 
	 
	 
	 
	 
	Payroll
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Salaries & Wages - Accts/IT/Mat/GM/Security
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Outsourced-Contract Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Uniforms Replacement
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Printing and Stationery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Licences and Taxes (incl PF charges)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Telecommunications
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Postage & Courier Charges
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Conveyance & Transportation Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Travelling
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Bank Charges
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Commission on Credit Cards
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Legal & Professional Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Dues & Subscription
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Entertainment Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Provision for Doubtful Debts
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Diwali Expenses/festivel exp.
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Guest House for Employees
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Miscellaneous
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Payroll and Other Expenses - A & G
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Admin & General including outsourced
	 
	 
	 
	 
	 
	 


	Month to Date
	HUMAN RESOURCES
	Year-to-Date
	Last Year

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	INR
	%

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Salaries & Wages
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced - cooks, Drivers
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry Uniforms 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cafetaria Cost
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Printing and Stationery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Entertainment Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Telecommunications
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Prize & givaways
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Employee relation
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Employee Transportation
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Medical Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Recruitment & Relocation
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Dues & subscription
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Training
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Books & periodicals
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Industrail Trainee
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Management trainee/ Apprentice
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other operating expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Human Resources Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Outsourced
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees 
	 
	 
	 
	 
	 
	 


	Month to Date
	SALES & MARKETING
	Year-to-Date
	Last Year

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	INR
	%

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Salaries & Wages 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Guest Entertainment 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Gifts & Articles 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Givaways 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 GDS Promotion & Online Campaignes  
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 PR Agency 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Printing & Stationery 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Communication 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Training 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Transportation 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Uniform.replacement 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Marketing Fees ( @ 2.5% of Rooms rev.) 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Advertisement exp. 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Sales Material 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Misc  
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Sales Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Employees
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Month to Date
	ENGINEERING
	Year-to-Date
	Last Year

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	INR
	%

	 INR 
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Salaries & Wages 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost of Outsourced-Contract Services
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Payroll & Related Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Airconditioning & Ventilation, Machinery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Building Repair & Maintenance
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Painting & Decoration
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Electricals & Mechanical
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Electric Bulbs
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Engineering Supplies
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	DG repair & maint.
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Furniture repair
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Grounds & Landscaping
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Plumbing & Heating
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Laundry repair & maintenance
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Fire Saftey Equipment/Drill/Demo/Lecture
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Pool Chemicals
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Water Treatment
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Telecommunication
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Printing & Stationery
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Travelling
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Uniform Replacement
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	External Signage Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Other Operating Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	CCTV
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Security Equipments
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC :
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC Kitchen Hood
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC- Boiler
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC Cold Storage & Deep Freezer
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC Refrigerators
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC-HVAC
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC RO
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC- STP Plant
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC- Audio Visual & Maintenace
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC-Laundry Machine
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC-Lift
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC FIRE EXTINGUISHERS
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC UPS/Invertors
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC Floor Cleaning Equipments
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC Locks 43000+12.36%
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC -LandScaping  & Grounds
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC Photostat
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	AMC IT
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Other Expenses
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Property, Operation & Maintenance
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Statistics
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Total Employees 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Outsourced 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 Total Employees including outsourced 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Month to Date
	HEAT LIGHT & POWER
	Year-to-Date
	Last Year

	Last Month
	Budget
	Actual
	MONTH
	Actual
	Budget
	INR
	%

	INR
	%
	INR
	%
	INR
	%
	 
	INR
	%
	INR
	%
	 
	 

	 
	 
	 
	 
	 
	 
	Electricity
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost / K.W.H.
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Units
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Cost
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Diesel*
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Cost / Litre
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Litres
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Cost
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Water severage
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	Total Utilities Costs
	 
	 
	 
	 
	 
	 


6.   ANNEXURES 

1.
Chart of Accounts

Annexure A

2.
Department Code List






Annexure B

CHART OF ACOUNTS

ANNEXURE A

Sr.
Group Head
Code
Account Head

No.

1
SHARE CAPITAL
1001-00   SUBSCRIBED AND PAID UP CAPITAL

FREE RESERVES
1002-00   SHARE PREMIUM ACCOUNT

GENERAL RESERVE
9989-00   GENERAL RESERVE

PROFIT AND LOSS ACCOUNT
1035-00   PROFIT AND LOSS ACCOUNT

25
NET PROFIT FOR THE YEAR
9986-00   PROFIT / LOSS C/O

26
SECURED LOANS
1036-00   IFCI

1037-00   IFCI 

1056-00   TERM LOAN - VEHICLE X019-00   OBC - CC - 55 

UNSECURED LOANS 

SECURITY DEPOSITS
XXXX

BUILDING
2025-00   COMMERCIAL BLOCK

2025-01   BOUNDRY WALL 2025-02   CEILING WORK 2025-03   CIVIL 

2025-04   MARBLE WORK 

2025-05   ELECTRICAL INSTAILATIONS 
2025-06   SANTATION AND PLUMBING 
2025-07   SITE DEVELOPMENT 
2026-00   HOTEL BLOCK 
2026-01   CIVIL 

2026-02   SITE DEVELOPMENT 2026-03   GLASS WORK 
2026-04   IPS FLOORING 
2026-05   LANDSCAPPING 
2026-06   MARBLE WORK 

2026-07   OTHER MISC EXPENSES 

2026-08   PAINTING AND WHITE WASH 2026-09   TUBEWELL 

2026-10   PLASTER OF PARIS WORK 2026-11   TEMPORARY STRUCTURES 2026-12   DUES 

2026-13   WATER PROOFING 

PLANT & MACHINERY
2014-00   FIRE ALARM SYSTEM

2021-01   IAN 

2024-00   PLANT AND MACHINERIES 

2024-01   FIRE FIGHTING EQUIPMENT HOTEL 

2024-02   FIRE FIGHTING EQUIPMENT COMMECIAL 2024-03   ELEVATORS HOTEL 

2024-04 

2024-05 

2024-06   ELECTRICAL EQUI COMMERCIAL 2024-07   SANITARY FITTING HOTEL 
2024-08   BOILE

2024-09   MECHANICAL 

2024-10   ELECTRONIC KEY CARD SYSTEM 2024-11   STL SYSTEM 

2024-12   SWIMMING POOL 2024-13   AIRCONDITIONING 2024-14   GENERATOR 

2024-15   WATER TREATMENT PLANT 
2024-16   SEWAGE TREATMENT PLANT 
2024-17   PLANT & MACHINERY 
2024-18   STD/ISD BANK 
2034-00   CCTV 

2035-01   ELECTORNIC SAFE 

163    FURNITURE & FIXTURE
2001-00   COMMERCIAL BLOCK

2001-01   ELECTRICAL FITTINGS 2001-02   FIXED FURNITURES 2002-00   HOTEL BLOCK 
2002-01   CARPETS 

2002-02   FALSE CEILING WORK 2002-03   FIXED FURNITURES 2002-04   MISC FURNITURES 2002-05   MARBLE WORK 
2002-06   INTERIORS 

2002-07   OPERATING SUPPLIERS 2002-08   NEON SIGN 

2002-00   CARPLES 

2021-00   OFFICE EQUIPMENTS 2021-01   FAX 

2021-02   COOLER 

2022-00   PHOTOCOPY MACHINE 

2024-08   SANTARY FITTINGS COMMERCIAL 2029-00   OFFICE FURNITURE & FIXTURE 2038-00   ELECTRONIC TYPEWRITER 
2039-00   ART & SIGNAGES 

164    VEHICLES
2007-00   VEHICLE PURCHASE

165    OPERATING EQUIPMENT
2012-00   MUSICAL INSTRUMENTS

2013-00   HOPITALITY TRAY 

2015-00   ICE CUBE MACHINE 

2016-00   HEALTH CLUB EQUIPMENT 2017-01   KITCHEN EQUIPMENT 
2017-02   KITCHEN PLANT 

2017-03   FOOD SERVEICE EQUIPMENT 2017-04   MISC OPERATING EQUIPMENT 2018-00   LAUNDRY EQUIPMENT 
2019-00   MINIBAR 

2020-00   MOBILE PHONES 

2023-00   REFRIGERATORS 

2027-00   TELEPHONE NETWORK 
EQUIPMENT
2031-00   HOTEL FITTING EQUIPMEN

                                          





2032-00   GAS BANK 

2033-00   COLD STORAGE 2036-00   COMPUTERS 

2040-00   SPORTS BAR EQUIPMENT 2041-00   INTERACTIVE TV SYSTEM 

HOTEL
.. IN PROGRESS
2100-00   PLANT & MACHINERY

2100-01   WIP - HEALTH CLUB EQUIPMENT 2100-02   WIP ELECTRICAL WORKS 
2101-00   BUILDING 

2101-01   WIP CIVIL 

2101-02   WIP MARBLE WORK GRANITE 
2101-03   WIP-DISCO STAIRCASE 
2102-00   FURNITURE & FIXTURE 
2102-01   WIP FALSE CEILING WORK 
2102-02   WIP-LOOSE FURNITURE 
2102-03   WIP-FIXED FURNITURE 
2102-04   WIP-TIMBER WORK 
2102-05   WIP-FIXING OF SCREEN 
2102-06   WIP CARPET 

2102-07   WIP PANDITURE 

2102-08   WIP MATIRESSES 

2102-09   WIP AIRCONDITIONER 2102-10   WIP-INTERIOR 
2102-11   WIP-LIFT 

2102-13   WIP KITCHEN EQUIPMENT 2102-14   WIP-DOOR & WINDOWS 2102-15   WIP- PANELS 

2102-16   WIP MECHANICAL 2102-17   WIP-GLASS 

2102-18   WIP-HOUSE KEEPING EQUIPMENT 2102-19   WIP-SANITARY 

2102-20   WIP-TELEPHONE NETWORK 2102-21   WIP-FABRIC 

2102-22   WIP-FIRE FIGHTING SYSTEM 2102-23   WIP-FURNISHING 

2102-24   WIP-CARPEY/UNDERLAY/THROWARAU 2102-25   WIP CONSULTANCY FEES 

2102-26   WIP DC SET PACKAGE 

2102-27   WIP STABLIZER 

2102-28   WIP AIRCONDITIONER 

2102-29   WIP FURNITURE & FIXTURES 2102-30   WIP-SITE DEVELOPMENT 2102-31   WIP-FAN 

2102-32   WIP-OFFICE EQUIPMENT 2102-33   WIP KITCHEN EQUIPMENT 2102-34   WIP WORK PLANTFORM 2102-35   WIP COMPUTER 

2102-36   WIP ELECTRICAL INSTALLATION 2102-37   WIP-LAUNDRY EQUIPMENT 
2102-38   WIP-SANITARY FITTINGS HOTEL 2102-39   WIP WATER COOLER 

2102-40   UNALLOCATED CUSTOM DUTY 

2102-41   WIP BEAUTY PARLOUR BUILDING 
2102-42   WIP-CEMENT RECOVERY 
2102-43   WIP-RECOVERY OF PLASTICISER 
2102-44   WIP-CEMENT PURCHASE 
2102-45   WIP-STEEL PURCHASE 
2102-46   WIP- ( TRAVEL EXP) 
2102-47   WIP-BUILDING DISCOTHEQUF 
2102-48   WIP-PLANT & MACH. DISCO. 
2102-49   WIP-FURNITURE & FIXTURE DISCO
2102-51   WIP-BUILDING BOWLING 

2102-52   WIP-FURNITURE & FIX BOWLING AT
3102-10   WIP-FIRE FIGHTING 

3102-11 WIP-TECHNICAL KNOW - HOW FEE 8005-00   EQUIDATED DAMAGE 

8006-00   CEMENT 

8007-00 INSURANCE RECOVERY 8008-00   MARBLE RECOVERY 

176    INVESTMENTS
XXXXX

201    STOCK OF FOOD &
2201-00   INVENTORY FOOD

2201-01   MEAT 

2201-02   TINNED FOODS 2201-03   GROCERIES 
2201-04   MINERAL WATER 2201-05   JUICES 

2201-06   POULTRY 

2201-07   FRUIT/VEGETABLE FRESH 2201-08   PORK 

2201-09   FOOD COLOUR / ESSENCES 2201-10   JAMS / HONEY 

2201-11   OHTER DRY GOODS 2201-12   CIGARETIES 

2201-13   CIGARS 

2201-14   DAIRY PRODUCTS 2201-15   SPICES 

2201-16   SEA FOODS 2201-17   PASTRY 2201-18   PASTA 

2201-19   VEGETABLE OIL 2201-20   TEA / COFFEE 

201-23  MUSHROOM 2201-24   RICE 

2201-25   SOFT DRINK 

2201-26   SOFT DRINK IMP 2201-27   VINEGARS 

2201-28   HERBS IMPORTED 2201-29   HERBS - LOCAL 2201-30   ICE CREAM 
2201-31   CHINESE 

2201-32   CINESE IMPORTED FOOD 
2201-33   PASTRY IMPORTED 
2201-34   FROZEN VEGETABLES 
2201-35   FZN VEGETABLES 
2201-36   IMSC IMPORTED 
2201-37   ICE 

2201-38   IMPORTED FOOD ITEM 
2201-39   FOOD STUFF AT OUTLETS 
2201-40   SOFT BEVERAGE AT OUTLETS 2202-2202-00   BEVERAGE STOCK 

2202-01   WHISKY IMP 2202-02   WHISKY 
2202-03   GIN IMP. 
2202-04   GIN 

2202-05   VODKA IMP 2202-06   VODKA 
2202-07   RUM IMP 2202-08   RUM 

2202-09   TEQUILA IMP 2202-10   TEQUILA 
2202-11   LIQUOR IMP 2202-12   LIQUOR 

2202-13   APERITIES IMP 2202-14   APERITIES 

2202-15   COGNAC / BRANDY IMP 
2202-16   COGNAC / BRANDY 
2202-17   RED WINE IMP 
2202-18   RED WINE 
2202-19   ROSE WINE IMP 
2202-20   ROSE WINE 
2202-21   WHITE WINE IMP 
2202-22   WHITE WINE 
2202-23   CHAMPANGE IMP 
2202-24   CHAMPANGE 

2202-25   SPARKLING WINE IMP 2202-26   SPARKLING WINE 
2202-27   SHERRY & PORT IMP 2202-28   SHERRY & PORT 
2202-29   DRAUGHT BEER IMP 

2202-30   DRAUGHT BEER 2202-31   BEER IMP 
2202-32   BEER 

2202-33   DIFF CUSTOM DUTY / EXCISE ADJ 
2202-34   AUSTRALIAN RED WINE 
2202-35   FRENCH RED WINE 
2202-36   SPANISH RED WINE 
2202-37   SPANISH ROSE WINE 
2202-38   AUSTRALIAN WHITE WINE 
2202-41   ITALIAN WHITE WINE 
2202-42   SPANISH WHITE WINE 
2202-43   GERMAN WHITE WINE 
2202-44   ITALIAN SPARKLIN WINE 
2202-45   GERMAN SPARKING WINE 
2202-46   GRAPPA IMPORIED 

2202-47   HRAD VERAGES AT OUTLETS 2202-48   CHEMPAGNE IMP 

2203-00   IDHACCO PURCHASE 2203-04   GIN 

2203-07   VEND FEE

204 
ENGINEERING & OTHER STOCK




202 
HOUSE KEEPING STOCK 

2225-00   HOUSE KEEPING SUPPLIES

2225-01   CLEANING SUPPLY

2205-02   GUEST SUPPLY

2206-00   STOCK OF LINEN / UNIFORM / UPHOLSI 2206-01   STOCK LINE

2206-02   STOCK UNIFORM MATERIAL 
2226-03   STOCK OF FUNISHING / DRAPERIES 2206-04   UPHOLSTRY

2206-05   FABRIC PURCHASE

2206-06   F & B SUPPLIES

2206-07

2251-00   KITCHEN STEWARD STOCKS 203 
KITCHEN STEWARDING STOCKS
 2251-01   CHINAWARE
2251-02

2251-03

2251-04   GULLERY

2251-05   ROLLOWARE

2251-06   SILVERWARE

2251-07   CROCKERY

2251-08   KITCHEN UTENSILS

2227-00   LAUDRY CHEMICAL

2275-00   ENGINEERING & OTHER STOCK 2275-01   ENGINEERING & STORE PURCHASE 2275-02   CONSUMABLE ENGG.

2275-03   SANITARY FITTINGS

2275-04   DG (MECH) IMPORTED

2275-06   PACKING MATERIAL

2275-07   FAUNDRY SPARES IMP

2275-08   CONSUMABLE STORE PURCHASE

2275-10   KITCHEN SPARES 

2275-11   ELECTRICAL CONSUMABLE 2275-14   TASKI MACHINE

205   GENERAL STORE

208    SUNDRY DEBTORS

214

216    IN HAND

217    BALANCE WITH BANKS

218    MARGIN MONEY WITH BANK

219    SECURITY DEPOSITS PAID

245    OTHER ADVANCES

246    LOAN & ADVANCES


2300-00   PURCHASES

2301-01   GENERAL STATIONERY

2301-02   COMPUTER STATIONERY 
2301-03   BEAUTY PARLOUR PURCHASE 
2301-06

2280-00   SUNDRY DEBTORS

2080-01   GUEST LEDGER CITI LEDGER 2080-02   CITI LEDGER

2080-03   SALES CONTROL ACCOUNT 2800-00   SUNDRY DEBTORS

7701-00   ADVANCE FOR EXPENSES X001-00   CASH ON HAND

X002-00   FRONT OFFICE CASH

X003-00   F & B CASH

X004-00   PETTY CASH ADVANCES X005-00   FOREX CASH

X018-00   CHEQUES IN HAND

X010-00   NAME & A/C NUMBER OF BANK

X011 00 NAME & A/C NUMBER OF BANK

X014-00   MARGIN MONEY AGST BG X014-01   MARGIN MONEY

X014-02   MARGIN MONEY AAI (BANKER NAME)
 X014-03   FDR OBC

X014-04   MARGIN MONEY VEHICLE 
X049-00   SECURITY DEPOSITS - OTHERS 
X049-01   SECURITY DEPOSITS - MOBILE 
X049-02   SECURITY DEPOSITS SOFT 
X050-00 
--

X051-00   SECURITY DEPOSIT - MTNL 
1053-00   SECURITY DEPOSIT - DESU 
1061-00   SECURITY DEPOSIT - LPG

1067-00   ADVANCE RENT

7701-01   ADVANCE CUSTOM DUTY 7702-00   ADVANCE FOR TIPS

7702-01   STAFF ADVANCE

7702-02   STAFF ADVANCE LEDGER 7703-00   STAFF LOAN

2277-00   SECURED ADVANCE

247    ACCRUED INTEREST

248    ADVANCE INCOME TAX

250    PREPAID EXTENSES

300    OTHER CURRENT ASSETS

303    ADVANCE RENT RECEIVED

305    SUNDRY CREDITORS

306    OTHER LIABILITIES




2509-00   INTEREST EARNED NOT DUE

2284-00   INCOME TAX AY ……………..
2285-00   INCOME TAX AY……………..
7502-00   ADVANCE TAX AY …………..
7508-00   ADVANCE TAX AY……………
7501-01   PREPAID EXPENSES

7501-00   PREPAID EXPENSES

7501-03   PREPAID INTEREST

7504-00   EARNEST MONEY  (INTEREST) 

XXXXX   OCCUPANTS OF COMMERCIAL PLACE
XXXXX   SUNDRY CREDITORS CONTROL ACCOUNT 1054-00   SECURITY MISC PARTIES

1090-00   INTEREST PAYABLE OTHERS 1091-00   AUDIT FEE PAYABLE

1092-00   EARNEST MONEY CONTRACTOR 1093-00   INTEREST PAYABLE

1095-00   SALARY PAYABLE

1098-00   RETAINERSHIP PAYABLE

1100-00   TDS CONSULTANTS

1101-00   TDS ADVERTISEMENT

1102-00   TDS CONTRACTOR

1102-01   TDS ON COMMISSION & BROKERAGE 1103-00   TDS SALARY

1104-00   TDS RETAINERS

1105-00   TDS RENT

1106-00   TDS ROYALTY

1107-00   TDS INTEREST

1108-00   EPF PAYABLE

1109-00   ESI PAYABLE

1110-00   HET (HOTEL EXP. TAX)

1111-00   EXPENSES PAYABLE

1111-01   EXP PAYABLE - CONVEYANCE 
1111-02   EXP. PAYABLE LEAVE ENCASHMENT 
1111-03   EXPENSES PAYABLE TELEPHONE 
1111-04   EXPENSES PAYABLE MEAL ALLOW 
1111-05   EXP. PAYABLE R/M MECHANICAL 
1111-06   EXP. PAYABLE - ENBTERTAINMENT 
1111-07   EXP. PAYABLE STAFF WELFARE 
1111-08   EXP. EXPAYABLE - CASH HANDLING ALL 
1111-09   EXP. PAYABLE - CASH HANDLING ALL 
1111-10   EXP. PAYABLE - FIRE FIGHTING ALL 
1111-11   EXP. PAYABLE STIPEND

1111-13   COMMISSION PAYABLE

1114-00   PROFESSIONAL CHARGES PAYABLE 1115-00   ROYALITY PAYABLE AAI

1118-00   SALES TAX 10% 1118-01   SALES TAX 40% 1119-00   SALEX TAX 8% 1120-00   LUXURY TAX 

1120-01   LUXURY TAX ROOMS 

1120-02 LUXURY TAX TELEPHONES 1120-03  LUXURY TAX - LAUNDRY 1121-00   F & B HPS 

1121-01   F & B TIPS PAID 

1122-00   FRONT OFFICE TIPS 1123-00   GUEST PAID OUTS 1124-00   CAR RENTAL 
1125-00   SERVICE TAX 
1126-00   TRAVEL DESK 
1128-00   SALES TAX - 12% 

1131-01   ROYALY PAYABLE TO CHIL 
1131-02   ROYALY PAYABLE TO 

1134-00   GDS/ NON GDS FEE 

1135-00   ENTERTAINMENT TAX (SALES) 1136-00   TDS OTHERS 

1142-00   PROPERTY TAX PAYABLE 
1143-00   DEFENCE WELFARE FUND 
1144-00   LIC POLICY CONTRIBUTION 
1145-00   TAX ON DIVIDEND 
1146-00   BONUS PAYABLE 
1147-00   SALES TAX 20% 
1149-00   WORKS CONTRACT TAX 
1149-01   WORKS CONTRACT TAX 
1150-00   EX-GRATIA PAYABLE 
1151-00   TDS - ICS

307    PROVISIONS

336    PROVISION FOR GRATUITY

339    PROVISION MONTHLY REPORT

361    PRELIMINARY EXPENSES

362    PROFIT & LOSS ACCOUNT

401    OPERATIONAL INCOME


1200-00   PROVISIONS
1201-00   DIVIDEND PAYABLE

1202-00   PROVISION INCOME TAX

1200-01   GRATUITY PAYABLE

1117-00   PROVISIONAL EXPENSES 1200-02   PROVISION RENT

1200-03   PROVISION TELEPHONE

1200-04   PROVISION UNIFORM

1200-05   PROVISION LDO/HSD

1200-07   PROVISION ROYALTY AAI CHIL   1200-10   PROVISION OF BILLS

1200-09   PROVISION CONSUMPTION CHINAWARE 
7780-00   PRELIMINARY EXPENSES 
1003-00   PROFIT AND LOSS

8001-03   COMMISSION ON CAR RENTAL 
8001-04   COMMISSION ON TRAVLE DISK 
8001-05   COMMISION VIS-A VIS PAID OUT

8011-00   ROOM REVENUE

8012-00   FOOD SALE

8013-00   BEVERAGE SALE 

8013-01   BEVERAGE SALES SOFT 8013-02   BEVERAGE SALE HARD 8014-00   L&B HOURS SALES 

8015-00   BUSINESS CONTROL REVENUE 
8018-00   HEALTH CLUB REVENUE 

8019-00   TOBACCO SALES 

8020-00   ALLOWANCES 

8021-00   BANQUET RENTAL 

8022-00   BANQUET OTHERS 

8023-00   HEALTH CLUB MEMBERSHIP 8024-00   BEAUTY PARLOUR REVENUE 8025-00   OTHER MISC SALE

8027-00   CYBERCAFE REVENUE

402    FOOD SALE

403    RENT / LEASE & LICENCE INCOME

406    INCOME FROM OTHER SERVICES

469    MISCELLANEOUS INCOME

501    SALARIES SAGLS BONUS IC




8020-01   ALLOWANCEFOOD & BEVERAGE

8022-00   RENT / LEASE LICENCE CHG. REQED

8003-00   USER CHARGES RECEIVED 
8004-00   MAINTENANCE CHARGED REGD. 
8020-02   ALLOWANCE OTHER SERVICES 
8040-00   MANAGEMENT FEE

8041-00   REVENUE FROM ICS

8001-00   MISCELANIOUS INCOME 8001-01   INSURANCE CLAIM

8001-06   MISC LICENCE FEE
8074-00   INTEREST RECEIVED

8504-00   LEAVE ENCASHMENT

8505-00   DIRECTORS REMUNERATION 8506-00   SIPEND

8507-00   NOTICE PAY

8508-00   COMPENSATION
8522-00   CO'S CONT TO ESI

8523-00   CO'S CONT TO EDLI

8524-00   ADMN CHARGES TO EDLI 8525-00   ADMN CHARGES TO EPF 8526-00   CLAIM SALARY

8529-00   BUSINESS INCENTIVE 
8530-00   BONUS

507    REHIRING GRATUTTY

.

511    CONTRACT SERVICES

526    CONSUMPTION OF FOOD

527    CONSUMPTION OF BEVERAGE

528    TOBACCO PURCHASE

529    CONSUMPTION OHTERS

839    CONSUMPTION HOUSEKEEPING

540    POWER FUEL & WATER


8500-00   GRATUITY

8527.00   MT AT ALLOWANCE

8531.00   STAFF WELFARE MEAL

8531.01   STAFF MEAL - CONTRACTORS 8532.00   MEDICAL

8532.01   MEDICINES

8533.00   STAFF WELFARE MEDICAL 8534.00   L T A

8535.00   TRAINING EXPENCES

8535.00   MANAGEMENT ASSOCIATES TRAINING 8536.01   STAFF WELFARE - MISC

8537.00   STAFF WELFARE SPORTS

8540.00   BEST SUGGESTION AWARD 8541.00   UNIFORM

8542.00   FIRE - FIGHTING ALLOWANCE 8561.00   CONTRACT LABOUR

8561.01   CONTRACT LABOUR LAUNDRY 
8561.02   CONTRACT LABOUR KITCHEN 
8561.03   CONTRACT LABOUR SECURITY

0561.04   WINDOW CLEENING AND FLOOR POOLISHING 
8561.05   CONTRACT LABOUR HOUSE KEEPING 8561.06   CONTRACT LABOUR - HR

8561.07   CONTRACT LABOUR - CAR CLEANING 8561.08   CONTRACT LABOUR FOR HORHCUL TURE 8561.09   PARKING CONTRACT

9017.09   PARKING CONTRACT

9022.00   CONSUMPTION OF FOOD

9023.00   CONSUMPTION HARD BEVERAGE 
9024.00   CONSUMPTION BEVERAGE NON - ALCHO 9025.00   COST OF TOBBACCO CONSUMED 
8538.00   FOOD SAMPLING

9063.01   CHINAWARE CONSUMFD

9063.02   GLASS WARE CONSUMED

9063.03   SILVERWARE CONSUMED

9064.04   KITCHEN WARE CONSUMED 
9064.00   CONSUMPTION OTHER R SUPPLIES 9021.01   CONSUMPTION CLEANING SUPPLIES 9021.02   CONSUMPTION GUEST SUPPLIES 
9021.03   CONSUMPTION - LINES ROOM SUPP. 2275.05   LDO & HSD

9001.00   ELECTRICITY

9001.01   BULBS

9002.00   WATER

9002.00   KITCHEN FUEL

9004.00   FUCH & STEAM
9054.00   GENT RATOR HIRE CHARG

9055.00   REPAIR & MAINT GT NT RATOR

546    KITCHEN BNQI DECOR GARDEN/MUSIC

550    HOUSE KEEPING EXPENSES

555    REPAIRS TO BUILDING

558    REPAIR TO MACHINERY

562    REPAIRS TO OTHERS

562    REPAIRS TO OTHERS

565    LINEN UNIFORM, WASH & LAUNDARY


9011.00   FLOWER & DECORATION

9011.01   FLOWER & DECORATION 
9011.02   FLOWER & DECORATION (OTHERS) 9012.00   BANQUETSA EXPENSES

9013.00   MUSIC

9014.00   HORTICULE TURE

9015.00   SILVER PLATING /TIMING 
9016.00 
NI WIRE ART ...

9018.00

9018.01

9020.00   REPAIR OF UNIT ORM / UNIN 9021.00   CONSUMPTION HOUSE KEEPING 9021.04   F & B SUPPLIES

 9026.00   REPAIR & MAINT BUILDINGS 
9027.00   PAINTING & DECORATION 
9028.00   BUILDING MATERIAL

9056.00   REPAIR & MAINT SWIMMING POOL 
9029.00   REPAIR & MAINT SANITATION 
9030.00   REPAIR & MAINT - AIRCONDITION 
9031.00   REPAIR & MAINT ELECTRICIALS 
9032.00   REPAIR & MAINT MACHINE NICALS 
9033.00   REPAIR & MAINT KITCHEN 
9034.00   PLUMBING

9035.00   REPAIR & MAINT ...

9036.00   REPAIR & MAINT COMPUTER 3037.00   REPAIR FIRE EQUIPMENT 
9038.00   REPAIR & MAINT MUSIC & TV 9039.00   REPAIR & MAINT III VATORS 9041.00   REPAIR & MAINT - TELEPHONE 9042.00   REPAIR & MAINT - STD

9053.00   REPAIR & MAINT - OFFICE EQUIPMENTS 9062.00   ENGG. STORE CONSUMPTION 
9051.00   REPAIRS & MAINT - OTHERS 
9050.01   REPAIRS & MAINT - CARPETS 
9052.00   REPAIRS & MAINT - FURNITURES 
9057.00   REPAIRS TO UTENSILS

9051.00   REPAIRS & MAINT OTHERS 

9050.0 
REPAIRS & MAINT - OTHERS

9052.00   REPAIRS & MAINT FURNITURES 
9057.00   
REPAIRS TO UTENSILS

9040.00   LAUNDRY EXPENSES

9061.00   CONSUMPTION LINEN WASH & LNDRY 9061.01   LAUNDRY UNIFORM

9061.02   LAUNDRY HEALTH CLUB

9061.03   LAUNDRY BEAUTY PARLOUR 9061.04   LAUNDRY BEATY PARLOUR 9061.05   LAUNDRY F & B LINEN

9072.00   PROF LESSIONAL CHARGES

575    ENGINEERING & OTHER STORES 580    RENT

583    RATES & TAXES

689    ADVERTISE MT NT & PUBLICITY

590    POSTAGE & TELECOMMUNICATION

592    PRINTING & STATIONERY

595    TRAVELLING & CONVEYANCE

596    VEHICLE REPAIR & MAINTENANCE


9093.00   RETAINER SHOP

9074.00   PROFILE SHARING S & S SPORTS 9101.00   ROYALITY TO CHIL
9101.01   ROYALITY TO IGTS FRIDAY INC. 9081.00   CONSUMPTION ENGG.

1116.00   ROYALITY TO AAI

9100.00   RENT

9111.00   LICENCE FREE OTHERS

9111.01   LICT NCE FEE AIRPORT

9111.02   LICT NCE PER LIQUER
9111.04   LICENCE FEE SPORTS BAR 9112.00   TNTERTAINMENT EXP.

9113.00   RATES & TAXES PROPERTIES TAX 


9512.0 
MAILING NEWS IF OTHERS

9513.00 
ADVERAGE MENT EXP.

9513.02   ADVT. MANAZINGS

9513.03   ADVT.- PROPERTY ADVT.

9513.05   ADVT.- WEBSITE SITE OF HOTEL 9513.07   ADVT - NEWSPAPER

9513.08   ADVT. - DOMENSTIC AIRPORT 9513.12   ADVT OTHER - FOREIGN

9515.01   RADO ON...

9515.03   SPONSORSHIP

9006.00   TELEPHONE EXPENSES

9006.01   STAFF TELEPHONE EXP.

9521.00   POSTAGE & TELEGRAM

9522.00   TELEX & FAX EXPENSES

9523.00   COURIER CHARGES

9005.00   PRINTING & STATIONERY 
9005.02   GENERAL STATIONERY

9005.03   COMPUTER STATIONERY 9005.04   PRINTED STATIONERY

9541.00   CONVEYANCE EXPENSES 9541.03   CONV. RENTAL FOR...

9511.00   CONVEYANCE STAFF DRIPPING 9541.01   CONVEYANCE GUESTS

9542.02   INLAND TRAVEL - CONVEYANCE 9543.000   INLAND TRAVEL DIRECTORS 

9544.00   FOREIGN TRAVEL

9544.02   COST OF AIR TICKETS

9544.03   BPARDOMH & LODGING FOREGING HRA 9545.300   FOREGING TRAVEL DIRECTION.

9551.00   VEHICLE REPAIR

9552.01   STAFF PI ...

9553.00   VEHICLE RUNNING EXPENSES

597    ENTERTAINMENT & BUSI ...

600    OTHER MISCELLANCEOUS EXPENSTS

600    OTHER MISCELLANCE QUEST EXPENSES

605    LOSS ON SALE OF ASSETS

9515.10   EVENT EXPENS.

9902.00   ENTERTAINMENT EXPENSES

8549.00   BOARD MEETING FEE

9014.01   HORTICULTURE EXPENSES 9073.00   SECURITY CHARGES

9517.00   GIFTS & PRESTSTATION 9533.00   BOARD MEEETING EXPENSES 9547.00   EQUIPMENT RENTAL

9548.01   AUDIT FEE

9548.02   TAX AUDIT

9548.03   OUT OF POCKET EXPENSES 
9560.00   FOREIGN EXCHANGE FLUCTUATION 9561.00   MISCELLANCNEOUS EXPENSES 9562.00   FREIGHT & CARGAGE

9563.00   BANK CHARGES

9564.00   RECRUITMENT EXPENSES 9565.00   HIRE CHARGES

9566.01   EXCESS & SHORTAGE A/C 9567.00   OFFICE MAINTENANCE

9570.00   FEE & SUBSCRIPTION CHARGES 9574.00   CHARITY & DONATION

9801.01   BROKARAGE

9576.00   LOSS ON SALE OF ASSETS 
627    COMMISSION OPERATIONAL

631    PRELIMINARY EXP W/OFF

635    BANK CHARGES

650    DEPRICIATION

670    INTEREST ON TERM LOANS

744    PROVISION TAX PREV YEAR

745    PROVISION FOR ... . YEAR

749    PROVISION FOR DIVIDEND

759    PROFILE ...




9921.00   COMPESSIO ON  CREDIT
7781.00   PRELIMINARY EXPENSIVE W...

9950.00   DEPRICIATION

9991.00   INTEREST 

9992.00   INTEREST  ST TO 
9993.00   INTEREST OTHERS

9995.00   INTEREST 
9996.00   INTEREST ON TERM LOAN VEHICLE

9982.00   PROVISION TAX PREV YEAR

9990.00   DIVIDEND
9990.01   ADDL TAX ON DIVIDED

9985.01   EARLIERS YEAR EXPENSES

ANNEXURE B 

DEPARTMENT CODE LIST 

CODE                      DEPATMENT NAME
SHORT NAME

010-00
FOOD & BEVERAGE
F & B
010-01
CAFÉ
CAFE
010-02
BAR
BAR

010-05
DISCO
DIS

010-06
TEA LOUNGE
T LOUNGE

010-08
POOL SIDE BAR
POOL BAR

010-09
ROOM SERVICE
RM SERVICE

010-10
BANQUET
BQ

010-11
MINI BAR
MB

010-12
CLUB LOUNGE
LOUNGE

010-14
PRODUCTION
KITCHEN

010-15
SERVICE
KIT STWARDS

010-16
PASTRY SHOP
PASTRY

010-17
KITCHEN STEWARDING
STEWARDINGS
011-00
ROOMS DIVISION
ROOMS

011-21
FRONT OFFICE
FO

011-22
HOUSE KEEPING
HK

012-00
MINOR OPERATING DEPARTMENT
MOD

012-31
BUSINESS CENTRE
B CENTRE
012-32
COMMUNICATIONS
TELEPHONES

012-33
HEALTH CLUB
CLUB

012-34
BEAUTY PARLOUR
PARLOUR

012-35
LAUNDRY
LAUNDRY

012-36
OTHERS INCOME
OTHER REV

012-37
SMOKES
SMOKES

012-38
CYBER CAFÉ
CYBER CAFÉ

013-00
SHOP RENTALS
SHOPS

013-39
ADMINISTRATIVE & GENERAL
A & G

014-41
FINANCE
FINANCE

014-42
PURCHASE
PURCHASE

014-43
STORES
STORES

014-44
SECURITY
SECURITY

014-45
 GM OFFICE
GM

014-46
INFORMATION TECHNOLOLGY
IT

015-00
ENERGY COST & MAINTENANCE
ENGG
016-00
CORPORATE
CORP

016-55
CHIL
CHIL
017-00
SALES & MARKETING
S & M

017-01
REGIONAL SALES OFFICE
RSO
017-60
SALES
S & M

018-00
HUMAN RESOURCE DEVELOPMENT
HRD

018-66
TRAINING DEPARTMENT
TRNG

019-00
ICS
ICS

020-00
CHIL HOTEL
SHORT NAME
022-00
MONTH END
ME
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