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61 243 Rooms Division Management
Midterm Examination Answer Sheet
PART I: Answer the following questions
1. What’s the difference between “Flexible Work” and “Compressed Work” scheduling techniques? (2 Points)
“Flexible Work” entitles that employees are given the allowance to start work, for example, one hour earlier, just to leave again one hour earlier. On the other hand, in “Compressed Work” scheduling, employees, instead of working 5 days per week, 8 hours per day, might work 4 days per week, 10 hours per day. (I.e. working all the 40 hours per week in less than the standard 5 days per week).
2. Define pre-registration. When are guests pre-registered under different record-keeping systems? What activities are handled during pre-registration process? (5 Points)
Pre-registration denotes the act of processing potential guest’s personal and financial data (i.e. done before actual arrival) into a record called pre-registration record.  
Under Semi-automated and Fully automated systems, all potential guests (i.e. with reservations) are pre-registered just after reservation confirmation. Yet, in the Manual system, only groups and VIP guests are pre-registered. As far as VIP guests are concerned, they are pre-registered at the pre-arrival stage, right after creating and confirming the reservation, while, for groups, they are pre-registered after the final list has been received by the hotel. Under all record-keeping systems, walk-ins can not be pre-registered.

Pre-registration process encompasses the following activities:

· Creating a pre-registration record

· Creating an information record

· Creating a guest / master folio

3. What is a registration record? For which purpose(s) could it be used? (3 Points)

Registration record is a collection of personal and financial information about a current guest in the hotel. Registration records can be used to:
· Satisfy guest needs
· Forecast room occupancies
· Settle properly guest accounts
· Establish guest history records at check-out
· Assign a room type and a room rate for each guest
· Determine long-run availability [i.e. reservation information] versus short-run availability [i.e. room status]
· Satisfy special categories of guests such as disabled people through barrier-free designs
4. What is a “Posting Machine”? In which record-keeping system is it used? (2 Points)

Posting machine is equipment that helps the A/R Clerk post any charges / payments and comes with the latest Net Outstanding Balance of different guest / master folios. It is one of the determinant equipments in the Semi-automated system.
5. List any 2 side functions of Affiliate Reservation Networks ?(2 Points)

Affiliate Reservation Networks might perform the following side functions:
· Serve as an inter property communication network
· Serve as an accounting transfer tool
· Serve as a destination information center
· Serve as a connection with Global Distribution Systems
6. What’s the difference between “Lock Out” and “Due Out” rooms? (2 Points)

“Lock Out” room denotes the status of a room that has been locked so that the guest cannot re-enter until a hotel official clears him or her while “Due Out” room denotes the status of a room expected to become vacant after the following day’s checkout time.
7. What’s the difference between “Adjoining” and “Adjacent” rooms? (2 Points)

“Adjoining” rooms are rooms with a common wall but no connecting door while “Adjacent” rooms are rooms close to each other, perhaps across the hall

8. For which reason(s) Unpaid Account Balances occur? (2 Points)
Unpaid Account Balances occur because of the following reasons:

· A guest has fully / partially settled his/her account with a method of payment other than cash
· A departing guest honestly forgetting to settle his/her account
· Late charges (being one of the most important reasons)
· Skippers

9. At BJK Hotel, Higuain has accumulated, just before checkout, the following details in his guest folio:

· Room Charges



$ 750.00
· Food Charges



$ 225.36
· Beverage Charges


$ 112.44
· Telephone Charges


$ 36.22
· Extra Charges



$ 10.98
· Payment (During Stay)

$ 150.00
· Guaranteed Reservation Payment 
$ 250.00
Suppose that Higuain decided to settle his guest folio, third by cash, third by personal check and the remaining by credit card.

a) What is Higuain’s Net Outstanding Balance? (1 Points)

· Higuain’s Net Outstanding Balance = Total Charges – Total Payments = (750 + 225.36 + 112.44 + 36.22 + 10.98) – (150 + 250) = 1,135 – 400 = $ 735
b) Journalize the zeroing of the guest folio. (2 Points)
Dr.


Cr.

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



Cash





$ 245


Personal Check Account


$ 245


Credit Card Account



$ 245






Guest Account



$ 735

-------------------------------------------------------------------------------------------------------------
c) What are the supporting documents as to close properly Higuain’s guest folio? (2 Points)

In order to close properly close Higuain’s guest folio, the following supporting documents are needed:

· Cash Voucher with an amount of $ 245

· Personal Check Voucher with an amount of $ 245

· Credit Card Voucher with an amount of $ 245

· Invoice with a total amount of $735

d) Suppose BJK Hotel went to cash the personal check from the bank and found that Higuain has no account ever in that very bank. Journalize the transaction. What shall BJK Hotel do right after that? (3 Points)

Dr.


Cr.

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

Bad Check Account



$ 245


Personal Check Account





$ 245



-------------------------------------------------------------------------------------------------------------
Later, BJK hotel shall start immediately preparation to open a legal case against Higuain to ensure its right to collect back that very amount.
PART II: Solve the following example.
Tello hotel consists of 165 rooms. Mr. Sinan has been newly hired for the position of an Assistant Reservation Manager. He is supposed to calculate how many rooms Tello hotel needed to overbook for the night of October 29th 2007. 

Mr. Sinan was given the following information at hand, both updated and concerning the night of October 29th, 2007: 

· Number of rooms reserved: 


78 rooms

· Number of rooms occupied by stayovers:
62 rooms

· Forecasted No-show Percentage:

7 %

· Forecasted Understay Percentage:
 
8 %

· Forecasted Overstay Percentage:
 
6 %

· Forecasted Cancellation Percentage: 

9 %

· Expected Out Of Order Rooms:

5 rooms

Suppose you are the Rooms Division Manager in Tello Hotel. Since Mr. Sinan is newly hired, he knocked your door and wanted your assistance. Could you help Mr. Sinan 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 October 29th, 2007 = 78 + 62 = 140 Rooms
· Adjustment due to no-shows  = - 7 % * 78 = - 5.46 Rooms
· Adjustment due to understays  = - 8 % * 62 = - 4.96 Rooms
· Adjustment due to overstays  = 6 % * 62 = + 3.72 Rooms
· Adjustment due to cancellation  = - 9 % * 78 = - 7.02 Rooms
· Total adjustment = - 5.46 – 4.96 + 3.72 – 7.02 = - 13.72 Rooms
· Total number of rooms expected to be occupied for the night of October 29th, 2007 (i.e. after adjustment) = 140 – 13.72 = 126.28 Rooms
· Total number of rooms available for sale for the night of October 29th,2007 = 165 - 5 = 160 Rooms
· Maximum number of rooms to be additionally reserved for the night of October, 29th, 2007 = 160 – 126.28 = 33.72 Rooms
b) The number of overbooked rooms? (1 Point)

· The number of overbooked rooms = 140 + 33.72 – 160 = 13.72 rooms
c) The overbooking factor? (1 Point)

· Total number of rooms expected to be reserved and occupied  for the night of October 29th, 2007 = 140 + 33.72 = 173.72 Rooms
· Forecasted Occupancy percentage = (173.72 / 160) * 100 = 108.58 %
· Overbooking factor = 103.33 % - 100 % = 8.58 %.
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