16/05/11
52 148 Front Office Operations

Final Exam Answer Sheet
1.  Tello has been accommodated at BJK Hotel for 7 nights. Just before departure, his guest folio included the following details:
· Room Charges



$ 900.00
· Food Charges



$ 304.23
· Beverage Charges


$ 175.45
· Telephone Charges


$ 43.78
· Extra Charges



$ 12.98
· Paid Out



$ 5.75
· Payment (During Stay)

$ 250.00
· Guaranteed Reservation Payment 
$ 150.00
a) What is Tello's Net Outstanding Balance? (1 Point)

· Tello’s Net Outstanding Balance = Total Charges – Total Payments = (900 + 304.23 + 175.45 + 43.78 + 12.98 + 5.75) – (250.00 + 150.00) = 1,442.19 – 400.00 = $ 1,042.19
b) Suppose that Tello decided to close his folio by paying half by cash and the remaining by credit. Can you journalize the closing entry of Tello’s account? (2 Points)

      dr.

      
     cr.

-----------------------------------------------------------------------------------------------------------------


Cash




$ 521.095

Credit Card Payment Account
$ 521.095



Guest Account




$ 1,042.19
-----------------------------------------------------------------------------------------------------------------

c) What supporting documents needed as to close properly the guest folio? (1 Point)

The necessary supporting documents needed to close properly this very guest account are:

· A cash voucher with an amount of $ 521.095

· A credit card voucher with an amount of $ 521.095
· An invoice with an amount of $ 1,042.19
2. What is a Guest Ledger? Who prepares the Guest Ledger? (2 Points)
Guest Ledger is a summary of all charges and payments of guests registered in the hotel. It is prepared by the Night Auditor.
3.  What does Guest Charge Privilege mean? (2 Points)

Guest Charge Privilege is allocated to guests whom credits have been established at the arrival stage. In this very case, guests with guest charge privilege can consume anything at various hotel’s points of sales without being forced to pay on the spot till a pre-determined limit (Floor Limit), hence could postpone payment for goods / services to an ulterior date (usually departure date).
4.  Which department is responsible for the collection of Unpaid Account Balances if a guest settled his/her account by any method of payment other than cash? (1 Point)
The department responsible for the collection of Unpaid Account Balances if a guest settled his/her account by any method of payment other than cash is the Accounting Department.
5.  What negative consequences a hotel might face if a guest decided to lately check-out without telling and/or applying to the Front Office Department? How can a hotel minimize those negative consequences? (2 Points)
Negative consequences a hotel might face if a guest decided to lately check-out without telling and/or applying to the Front Office Department are: 
· Other guests pre-assigned to that very room will be waiting in the lobby
· Housekeeping department finds it difficult to schedule at what time to clean and inspect that very room

· Loss of Potential Room Revenue (Walk-ins)

Those effects might be minimized by establishing a general late check-out policy making it a privilege (not a right) hence need management approval and might be chargeable on certain periods of high demand.
6.  Why shall folios of departed guests be stored? (1 Point)

Folios of departed guests shall be stored because:

· It is a legal requirement to do so

· Might on occasions be retrieved for auditing whether internally or externally (public accountants whether certified or not)

· Constitute vital supporting document for the accounting department in collecting uncollectible account balances had guest not properly checked out or closed fully/partially his/her folio by a method of payment other then cash.
7.  What is the closing of the Business Day? (1 Point)

Closing of the Business Day denotes the act of closing all daily Point Of Sales revenues so that tomorrow revenues start with 0.

8. What Are the two major functions performed by the Night Audit? (2 Points)

The 2 major functions performed by the Night Audit are:

· Discovery and correction of front office accounting errors ensured through the cross-referencing process

&
· Creation of accounting and managerial reports including Audit Balance, Average Rate, Occupancy Percentage, Usage of Package Plans and Other Marketing Programs…
9. What is the difference between Controlling and Evaluating? (2 Points)

Controlling ensures that the actual results of operations closely match planned results while evaluating determines the extent to which planned goals are, in fact, attained, helping hence to review and, when necessary, revise department/company goals.
10. Roberto Hotel has 270 rooms: 40 are triple, 160 are double and the remaining is single. On the night of May 10th, 11, the night auditor counted 205 rooms occupied, 22 are triple, 125 are double, and the remaining is single. Moreover, the housekeeping department communicated 7 rooms (3 of them are single, 2 are double and the remaining are triple) Out Of Order for the night of May 10th, 11.
The following data is pertinent to the room price and room type rack rates:

	Number of Rooms
	Room Type
	Room Rate
	Rack Rate

	35
	Single
	$ 75
	$ 100

	23
	Single
	$ 85
	$ 100

	80
	Double
	$ 90
	$ 120

	45
	Double
	$ 100
	$ 120

	14
	Triple
	$ 110
	$ 130

	08
	Triple
	$ 120
	$ 130


a) What is Roberto Hotel's Single, Double, and Triple Occupancy rates for the night of May 10th, 11? (3 Points)
· Single Occupancy Rate = (58 / (70 – 3)) * 100 = 86.57 %
· Double Occupancy Rate = (125 / (160 - 2) * 100) = 79.11 %
· Triple Occupancy rate = (22 / (40 - 2) * 100) = 57.89 %
b) What is Roberto Hotel's Occupancy Rate for the night of May 10th, 11? (1 Point)

· Roberto Hotel’s Occupancy Rate = (205 / (270 - 7) * 100) = 77.95 %
c) Could you calculate Roberto Hotel's Yield Statistic for the night of May 10th, 11? (2 Points)
	# Rooms
	Type
	Room Rate
	Rack Rate
	Potential Room Revenue
	Actual Room Revenue

	35
	Single
	$ 75
	$ 100
	$3,500 
	$2,625 

	23
	Single
	$ 85
	$ 100
	$2,300 
	$1,955 

	80
	Double
	$ 90
	$ 120
	$9,600 
	$7,200 

	45
	Double
	$ 100
	$ 120
	$5,400 
	$4,500 

	14
	Triple
	$ 110
	$ 130
	$1,820 
	$1,540 

	08
	Triple
	$ 120
	$ 130
	$1,040 
	$960 

	
	
	
	
	
	

	
	
	
	Total
	$23,660 
	$18,780 


· Roberto Hotel’s Yield Statistic = (18,780 / 23,660) * 100 = 79.37 %
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