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61 243 Rooms Division Management
Midterm Examination Answer
PART I: Answer the following questions
1. Why Job Descriptions shall be prepared before Job Specifications? (2 Points)
Job descriptions shall be prepared before job specifications in order to customize employees to jobs not jobs to employees (i.e. Job Descriptions shall be task-oriented). For, job descriptions shall be set and developed only post to an existing need for a company to create a position, merge positions, add / remove / merge responsibilities, not to create a job to match certain skills of a specific potential employee.
2. What are the 2 major equipments needed by the Accounts Receivable Clerk in fulfilling his / her duties? (2 Points)
The 2 major equipments needed by the Accounts Receivable Clerk in fulfilling his / her duties are:

· Voucher rack

· Folio tray / bucket

3. What are the main responsibilities of the Accounts Receivable Clerk? (3 Points)

The main responsibilities of the Accounts Receivable Clerk are:

· Receive different types of vouchers from remote Point of Sales

· Sort those vouchers by room number

· Place sorted vouchers (with the same room number) in its reserved place in the voucher rack

· Take each set of vouchers (concerning the same room number), extract its corresponding guest / master folio from folio tray, and post those vouchers

· After posting, update the Guest / Master folio’s Net Outstanding Balance (NOB)

· Reconcile the NOB with previously blocked Floor Limit and take necessary precautions accordingly

4. Define “Expected Arrival List” & “Expected Departure List”? Which department(s) prepares those lists? Which department(s) uses those lists? For which purposes they are used? (5 Points)

Expected Arrival List is a list of potential guests (along with their pre-assigned room numbers) for those expected to arrive tomorrow.
Expected Departure List is a list of actual guests (along with their room numbers) for those expected to depart tomorrow.

Those two lists shall be prepared by the Reservation Department on a daily basis. Yet, they are used heavily by the Front Office & Housekeeping Departments in order to plan optimum number of staff needed for any day’s expected business volume.

5. Shall cancellation hour be later or earlier in the high season? Why ?(2 Points)

Cancellation hour can be later in the high season. For, in that very season, even if hotels wait even longer for a potential guest with a non-guaranteed reservation, they still have chance, even late at night, to give that very room to a walk-in had potential guest fail from coming to the hotel.
6. What function is describing the act of assigning a room and a rate to a guest? (1 Points)

The act of assigning a room and a rate to a guest is called Rooming Function.
7. What is called the minimum price a guest can be charged for the use of a room in a specific room type? What determines that very minimum price? (2 Points)

The minimum price a guest can be charged for the use of a room in a specific room type is called Hurdle Rate. This very rate is determined by the Cost Structure of the hotel from one hand and the room from the other.
8. What does an “Out-Of-Order” room mean? For which reason(s) a room might turn out to be an “Out-Of-Order” room? (2 Points)
An “Out-Of-Order” room is a room that cannot be assigned to a guest. A room may be out-of-order for a variety of reasons mainly including:

· the need for maintenance, refurbishing
· the need for extensive cleaning.
9. What does “Studio” room mean? (2 Points)
A “Studio” room means a room with a studio bed-a couch, which can be converted into a bed. Studio rooms may also have an additional bed.
10. Ricardinho has accumulated, just before checkout, the following details in his guest folio:

· Room Charges



$ 560.24
· Food Charges



$ 114.69
· Beverage Charges


$ 84.55
· Telephone Charges


$ 24.76
· Extra Charges



$ 5.23
· Payment (During Stay)

$ 310.00
· Guaranteed Reservation Payment 
$ 140.00
Suppose that Ricardinho decided to settle his guest folio, half by cash and the remaining by credit card.
a) What is Ricardinho’s Net Outstanding Balance? (1 Points)

· Ricardinho’s Net Outstanding Balance = Total Charges – Total Payments = (560.24 + 114.69 + 84.55 + 24.76 + 5.23) – (310.00 + 140.00) = 789.47 – 450 = $ 339.47
b) Journalize the zeroing of the guest folio. (2 Points)
      Dr.



     Cr.

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

Cash



$169.735

Credit Card Payment Account
$ 169.735

Guest Account

$ 339.47

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

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

The supporting documents as to close properly Ricardinho’s guest folio are:
· Cash voucher with an amount of $ 169.735

· Credit Card voucher with an amount of $ 169.735
· An invoice with an amount of $ 339.47

11. What is the difference between Guest Ledger & City Ledger? (2 Points)

Guest Ledger includes charges and payments of all guests staying at the hotel. On the other hand, City Ledger (Non-Guest Ledger) includes charges and payments of all non-guests.
PART II: Solve the following example.
Bobo hotel consists of 200 rooms. Mr. Kenan has been newly hired for the position of an Assistant Reservation Manager. He is supposed to calculate how many rooms Bobo hotel needed to overbook for the night of March 17th 2007. 

Mr. Kenan was given the following information at hand, both updated and concerning the night of March 17th, 2007: 

· Number of rooms reserved: 


35 rooms

· Number of rooms occupied by stayovers:
110 rooms

· Forecasted No-show Percentage:

5 %

· Forecasted Understay Percentage:
 
6 %

· Forecasted Overstay Percentage:
 
4 %

· Forecasted Cancellation Percentage: 

7 %

· Expected Out Of Order Rooms:

8 rooms

Suppose you are the Rooms Division Manager in Bobo Hotel. Since Mr. Kenan is newly hired, he knocked your door and wanted your assistance. Could you help Mr. Kenan 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 March 17th , 2007 = 35 + 110 = 145 Rooms
· Adjustment due to no-shows  = - 5 % * 35 = - 1.75 Rooms
· Adjustment due to understays  = - 6 % * 110 = - 6.60 Rooms
· Adjustment due to overstays  = 4 % * 110 = + 4.40 Rooms
· Adjustment due to cancellation  = - 7 % * 35 = - 2.45 Rooms
· Total adjustment = - 1.75 – 6.60 + 4.40 – 2.45 = - 6.40 Rooms
· Total number of rooms expected to be occupied for the night of March 17th, 2007 (i.e. after adjustment) = 145 – 6.40 = 138.60 Rooms
· Total number of rooms available for sale for the night of March 17th,2007 = 200 - 8 = 192 Rooms
· Maximum number of rooms to be additionally reserved for the night of March, 17th, 2007 = 192 – 138.60 = 53.40 Rooms
b) The number of overbooked rooms? (2 Points)

· The number of overbooked rooms = 145 + 53.40 – 192 = 6.40 rooms
c) The overbooking factor? (2 Points)

· Total number of rooms expected to be reserved and occupied  for the night of March 17th, 2007 = 145 + 53.40 = 198.40 Rooms
· Forecasted Occupancy percentage = (198.40 / 192) * 100 = 103.33 %
· Overbooking factor = 103.33 % - 100 % = 3.33 %.
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