27/03/13
THM 243 Rooms Division Management

Midterm Exam Answer Sheet
1. What are the responsibilities of Accounts Receivable Clerk? Should hotels have Accounts Receivable Clerks in the fully automated system? Why? Why not? (3 Points)

The Accounts Receivable Clerk is responsible for:

· Receiving different vouchers coming from various points of sales.

· Sorting those vouchers by room number.
· Posting vouchers belonging to each rom to their related folios.
· Updating the net outstanding balance.
· Comparing the updated balance with a pre-set floor limit and take necessary actions accordingly.

In the fully automated systems, hotels shall not have a position entitled “Accounts Receivable Clerk” because all of the above listed responsibilities are conducted by computerized systems easily, faster, and without errors.

2. Why should job descriptions be task oriented? What problem (s) / danger(s) happen if job descriptions are employee oriented? (2 Points)

Job descriptions shall be task oriented in order to customize employees to jobs not jobs to employees. 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. If job descriptions were employee oriented, companies would, then, be creating jobs to match skills of potential employees. This is very dangerous as it would affect / harm:
· Productivity of the company

· Morale and motivation of existing employees

· Efficiency of labor

· Probability of employee’s contribution to a set of company objectives

· Overall atmosphere at work

· Perception of employees towards fairness of treatment of their managers
3. How can registration records help to ensure proper settlement of guest accounts? (2 Points)

In registration records, there is a place where guests shall fill their intended method of payments. Even though guest might end up paying with different valid methods of payment, if they fail to provide any valid alternative, legally they are liable (due to the signature they placed on the registration record) to pay with that very specific method of payment already spelled out in the registration record. This way, hotels would be ensured that guests would eventually close properly their guest accounts.

4. How can night auditors, in the manual system, use room racks to calculate occupancy rate of the hotel? Illustrate by giving an example. (4 Points)
Let’s suppose Night auditor of ABC Hotel (that operates under the manual system) wants to calculate the occupancy rate of the night of March 27th, 2013. He / she will first count on the room rack the number of slots with a room rack slip. This will be the number of rooms occupied that night. Later, he / she will count number of slots with red color for example (here red color slots determine an out of order room). Knowing the total number of rooms in the hotel, night auditor then can calculate the occupancy of the hotel. To illustrate let’s consider the following example:

Suppose ABC hotel has 100 rooms and wants to calculate the occupancy rate for March 27th, 2013. Suppose night auditor calculated 93 slots having room rack slips in them. Moreover, suppose night auditors counted 5 rooms colored as red. Now, he / she can calculate the occupancy rate for March 27th, 2013 as such:

· Occupancy Rate (27/03/13) = 93 / (100 – 5) * 100 = 97.89 %.
5.  “Front Office Department shall coordinate with the Accounting Department concerning Uncollectible Balances”. Do you agree with this statement? Why? Why not? (2 Points)

Yes I agree with this statement. This very coordination is vital to ensure hotel an easier, faster, and smoother conversion of uncollectible balances to cash. 
6. Mamadou Club agrees to allot Niang Travel Agency 10 Single, 25 Double & 07 Triple rooms for the period running from 01/04/2013 (Monday) till 31/05/2013 (Friday) for each Thursday & Sunday arrivals for 3 nights. According to the allotment contract signed between both parties, Niang Travel Agency has to send its final list latest 6 days before actual arrival of any group.
a) When is the first group estimated to arrive to Mamadou Club? (1 Point)

The first group is estimated to arrive to Mamadou Club on Thursday 04/04/2013.

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

The cut-off date of the first group is Friday 29/03/2013.
c) Suppose, by the cut-off date of the first group, Niang Travel Agency communicated a Final List showing a need of 07 Single, 20 Double & 02 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 + 25 + 7 = 42 rooms.

· Number of rooms requested (Final List) = 7 + 20 + 2 = 29 rooms.

· Number of washed out rooms = 42 – 29 = 13 rooms.

· Wash out factor percentage = (13 / 42) * 100 = 30.95 %.

7. What activities shall hotels do to pre-register guests? (2 Points)

In order to pre-register guests, hotels shall, for each potential guest:

· Create a pre-registration record

· Create an information record

· Open a guest / master folio

8. “Legally, hotels shall open folios for non-guests”. Do you agree with this statement? Why? Why not?  (2 Points)

No, I don’t agree with this statement. Only non-guests with charge privileges shall be opened folios. Other non-guests already are asked to pay, at any point of sale, as they consume something and, hence, no charge (against which deferred payment) have to be posted at all.
9. At Webo Hotel, Jeremy has accumulated, just before checkout, the following details in his guest folio:
- Room Charges


$ 3,450.80
- Food Charges


$ 714.62
- Beverage Charges


$ 110.25
- Telephone Charges


$ 222.33
- Extra Charges


$ 44.77
- Payment (During Stay)

$ 550.00
- Guaranteed Reservation Payment 
$ 375.00
Suppose that Jeremy decided to settle his guest folio, 60 % by cash, 30 % by credit card and the remaining by Special Program.
a) What is Jeremy’s Net Outstanding Balance? (2 Points)

Net outstanding balance = total charges – total payments = (3,450.80 + 714.62 + 110.25 + 222.33 + 44.77) – (550 + 375) = 4,542.77 – 925 = $ 3,617.77.

b) Journalize the zeroing of the guest folio. (2 Points)

    





      Dr

       Cr.

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


Cash




$ 2,170.66

Credit Card Payment Account
$ 1,085.33

Special Program Payment Account
$ 361.78





Guest Account

$ 3,617.77
-------------------------------------------------------------------------------------------------------------
c) What are the supporting documents needed as to close properly Jeremy’s folio? (2 Points)

· Cash Voucher with an amount of $ 2,170.66.
· Credit Card Voucher with an amount of $ 1,085.33.
· Special Program Voucher with an amount of $ 361.78.
· An invoice with an amount of $ 3,617.77.

10. Özdilek Hotel consists of 400 rooms. Mr. Mehmet has been newly hired for the position of an Assistant Reservation Manager. He is supposed to calculate how many rooms Özdilek Hotel needed to overbook for the night of April 27th 2013. 

Mr. Mehmet was given the following information at hand, both updated and concerning the night of April 27th, 2013: 
· Number of rooms reserved: 


300 rooms

· Number of rooms occupied by stayovers:
75 rooms

· Forecasted No-show Percentage:

4 %

· Forecasted Understay Percentage:
 
5 %

· Forecasted Overstay Percentage:
 
2 %

· Forecasted Cancellation Percentage: 

8 %

· Expected Out Of Order Rooms:

5 rooms
Suppose you are the Rooms Division Manager in Özdilek Hotel. Since Mr. Mehmet is newly hired, he knocked your door and wanted your assistance. Could you help Mr. Mehmet 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 April 27th, 2013 = 300 + 75 = 375 Rooms
· Adjustment due to no-shows  = - 4 % * 300 = - 12 Rooms
· Adjustment due to understays  = - 5 % * 75 = - 3.75 Rooms
· Adjustment due to overstays  = 2 % * 75 = + 1.50 Rooms
· Adjustment due to cancellation  = - 8 % * 300 = - 24 Rooms
· Total adjustment = - 12 – 3.75 + 1.50 – 24 = - 38.25 Rooms
· Total number of rooms expected to be occupied for the night of April 27th, 2013 (after adjustment) = 375 – 38.25 = 336.75 Rooms
· Total number of rooms available for sale for the night of April 27th, 2013 = 400 - 5 = 395 Rooms
· Maximum number of rooms to be additionally reserved for the night of April 27th, 2013 = 395 – 336.75 = 58.25 Rooms
· Total number of rooms expected to be reserved and occupied for the night of April 27th, 2013 = 375 + 58.25 = 433.25 Rooms.
b) The number of overbooked rooms? (1 Point)

· Total Number of overbooked rooms = 375 + 58.25 – 395 = 38.25 Rooms.
c) The overbooking factor? (2 Points)

· Forecasted Occupancy Percentage = 433.25 / (400 – 5) * 100 = 109.68 %
· Overbooking Factor = 109.68 % - 100 % = 9.68 %.

N.B: Answers to a), b) & c) parts shall be rounded to the nearest cent.
GOOD LUCK!
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