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1. “Job Descriptions shall be prepared before Job Specifications”. Do you agree with this statement? Why? Why not? (2 Points)

I agree with this statement because hotels shall fit employees to jobs not jobs to employees. In other words, job description shall be task oriented not employee oriented.

2. What’s the difference between “Strategies” and “Tactics”? (2 Points)

The difference between “Strategies” and “Tactics” is strategies are long term methods to reach objectives while tactics are short term (day-to-day) methods needed to achieve objectives. 

3. Why should a hotel’s “Reservation” and “Sales” Departments maintain strong and collaborative links with each other? What happens if those 2 departments didn’t coordinate with each other? (4 Points)

Hotel’s Reservation and Sales Departments shall maintain a strong and collaborative links with each other since they are both responsible to reserve from the same fixed number of rooms available for sale. Failing to do so, 2 main dangers will be encountered:

· Overbooking

· Potential Room Revenue Loss

4. Why shall hotels confirm reservations for all potential guests? (2 Points)
Hotels shall confirm reservations for all potential guests in order to:

· Confirm the major points spelled during reservation

· Solve any problem caused by misunderstandings while at reservation
· Help to speed up the registration process since guest will show his / her confirmation letter along with assigned confirmation number. This will help check-in clerk access guest’s pre-registration record quickly.

5. Q7 Hotel agrees to allot Karakartal.com Travel 10 Single, 15 Double & 2 Triple rooms for the period running from 16/09/10 (Thursday) till 15/12/10 (Wednesday) for each Monday, Wednesday & Friday arrivals for 3 nights. According to the allotment contract signed between both parties, Karakartal.com Travel has to send its final list latest 5 days before actual arrival of any group.
a) When is the first group expected to arrive to Q7 Hotel? (1 Point)

The first group is expected to arrive to Q7 Hotel on Friday 17/09/10. 

b) When is the cut-off date of the first group? (1 Point)

The Cut-off date of the first group is on Sunday 12/09/10.

c) Suppose, by the cut-off date of the first group, Karakartal.com Travel communicated a Final List showing a need of 7 Single, 13 Double & 1 Triple rooms. How many rooms are washed out? (1 Point) Calculate the Wash Out Factor Percentage. (Round your answer to the nearest cent) (1 Point)

· Initial allotment: 10 + 15 + 2 = 27 rooms.

· Number of rooms conveyed in final list: 7 + 13 + 1 = 21 rooms.
· Washed out rooms: 27 – 21 = 6 rooms.

· Wash out factor: (6 / 27) * 100 = 22.22 %.
6. What is the equipment which is used, at the arrival stage, in hotels operating under non-automated (manual) systems? (1 Point)

The room rack is the equipment used, at the arrival stage, in hotels under non-automated (manual systems).

7.  “In manual systems, Registration Records should have multi-copies”. Could you list how many copies are needed and for what purpose each copy is needed? (3 Points)

Under manual systems, registration records shall have multi-copies. To clarify, minimum 3 copies, maximum 5 copies of the registration record are needed. Those copies are needed for the following purposes:

· 1 copy is slipped to the room rack (to be then referred to as room rack slip) to indicate that said room is assigned to a guest, hence, occupied.
· 1 copy is stuck to the guest folio so that A/R clerk and Night Auditor would know which folio is associated to which room number. This is vital for a correct posting.

· 1 copy is given to the Telephone Operator so that he / she would know who is staying in which room.

· 1 copy is given to the Mail and Information clerk so that he / she would know who is staying in which room.
· 1 copy is given to Concierge. This is vital if guest has any special request that needs coordination of the Concierge with outside of the hotel.
8. What do we call a room where the guest is not expected to check out today and will remain at least one more night? (2 Points)

A room where the guest is not expected to check out today and will remain at least one more night is called Stayover Room.
9. What do Quad Rooms mean? (2 Points)

A Quad Room is a room assigned to four people. It may have two or more beds.
10. What are the 3 activities that need to be taken by reservation agents to pre-register a guest? (3 Points)

The 3 activities that need to be taken by reservation agents to pre-register a guest are:

· Prepare a pre-registration record.

· Prepare an information record.

· Open a guest / master folio.

11. List any three factors affecting room rates. (3 Points)
Factors that affect room rates might be:

· Seasonality
· Variations in the number of guests assigned to rooms
· Service level
· Room view and location

·  Type of guest (ex. Commercial, Corporate, Complementary, Group, Family, and Package-plan) and / or usage (ex. Day versus Night usage).
12. Guti hotel consists of 160 rooms. Mr. Ricardo has been newly hired for the position of an Assistant Reservation Manager. He is supposed to calculate how many rooms Guti hotel needed to overbook for the night of November 24th 2010. 

Mr. Ricardo was given the following information at hand, both updated and concerning the night of November 24th, 2010: 

· Number of rooms reserved: 


85 rooms

· Number of rooms occupied by stayovers:
35 rooms

· Forecasted No-show Percentage:

4 %

· Forecasted Understay Percentage:
 
5 %

· Forecasted Overstay Percentage:
 
6 %

· Forecasted Cancellation Percentage: 

8 %

· Expected Out Of Order Rooms:

4 rooms

Suppose you are the Rooms Division Manager in Guti Hotel. Since Mr. Ricardo is newly hired, he knocked your door and wanted your assistance. Could you help Mr. Ricardo to come up with:
a) The maximum number of rooms (including overbooked rooms) that can be reserved for that very night? (3 Points)

· Total number of rooms expected to be occupied for the night of November 24th, 2010 = 85 + 35 = 120 Rooms
· Adjustment due to no-shows  = - 4.00 % * 85 = - 3.40 Rooms
· Adjustment due to understays  = - 5.00 % * 35 = - 1.75 Rooms
· Adjustment due to overstays  = 6.00 % * 35 = + 2.10 Rooms
· Adjustment due to cancellation  = - 8.00 % * 85 = - 6.80 Rooms
· Total adjustment = - 3.40 – 1.75 + 2.10 – 6.80 = - 9.85 Rooms
· Total number of rooms expected to be occupied for the night of November 24th, 2010 (after adjustment) = 120 – 9.85 = 110.15 Rooms
· Total number of rooms available for sale for the night of November 24th, 2010 = 160 - 4 = 156 Rooms
· Maximum number of rooms to be additionally reserved for the night of November, 24th, 2010 = 156 – 110.15 = 45.85 Rooms
· Total number of rooms expected to be reserved and occupied for the night of November 24th, 2010 = 120 + 45.85 = 165.85 Rooms.
b) The number of overbooked rooms? (1 Point)

· Total Number of overbooked rooms = 120 + 45.85 – 156 = 9.85 Rooms.
c) The overbooking factor? (1 Point)

· Forecasted Occupancy Percentage = 165.85 / (160 – 4) * 100 = 106.31 %
· Overbooking Factor = 106.31 % - 100 % = 6.31 %.
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