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THM 243 Rooms Division Management

Midterm Exam Answer Sheet
1. A hotel organization chart is described as a chart where a lot of cooperation and collaboration should exist between its different positions and hierarchical levels. Could you come up with four examples highlighting this cooperation? Explain (for each example) why such cooperation is needed. (4 Points)
Some positions in the Hotel Organization Chart that necessitates cooperation are:

· Front Office Check-in Clerks and Reservation Clerks ( providing arrival lists that helps better schedule check-in personnel.

· Front Office Check-out Clerks and Reservation Clerks ( providing departure lists that helps better schedule check-out personnel, and call expected departing guests to check whether they are actually departing or want to extend their journey.

· Front office Check-out clerks and Reservation Clerks ( If at departure, guest wants to reserve for a future period of time (Repeat Guest), the Check-out staff shall record this reservation and communicate to the reservation department.

· Front office Check-out clerks and Housekeeping department ( Post to departure, the Check-out personnel shall communicate, on real time, that the vacated room shall be cleaned for the next arrival.

· Housekeeping Clerks and Front Office Check-in Clerks ( both of the previous mentioned clerks should come together, on a regular basis, to compare between the Occupancy Report (Front Office Report) and Room Status Report (Housekeeping Report) for any room discrepancies and then adjust their reports as to reflect the “real” situation.

· Reservation Clerks and Marketing Department Sales Staff ( the reservation personnel shall communicate, on real time, any changes in reservation figures (Individual Reservation). Moreover, the marketing department sales personnel shall communicate any group reservation requests, on real time, to the reservation department.

· Front Office Clerks and Maintenance Personnel ( If any maintenance problem occurs in the guest room, the front office clerk(s) shall coordinate all the activities of the maintenance department in order to solve that problem(s) radically and in a speedy way.

2. Why shall registration clerks determine the reservation status of each arriving guest? (2 Points)

Registration clerks shall determine the reservation status of each arriving guest (i.e. whether arriving guest had a reservation or not). This way, not only guests with different reservation statuses would be registered differently, but also registration time and room rate honored would be different

3. Why shall Accounts Receivable Clerks / Night Auditors and / or Computerized Systems watch for Guests’ Net Outstanding Balances? Under what risk hotels might be if they don’t watch for the very balance? (2 Points)
Accounts Receivable Clerks / Night Auditors and / or Computerized Systems shall watch for guests’ net outstanding balance to make sure that this very balance won’t reach and exceed the floor limit. Otherwise, the hotel might be under the risk of not being able to eventually collect revenues for the charges / services rendered due to said guest failing to pay or escaping from paying (i.e. skipper) at departure.
4. What is the advantage of using registration records instead of registration book? (2 Points)

By using registration records, hotels can eventually finalize registration of more than one guest at a time. Yet, if hotels do use registration books, they can only register one guest at a time. This will, certainly make the registration process longer. Therefore, the advantage of using registration records over registration books is to make the registration process shorter for each guest.

5. How can Accounts Receivable Clerks use, in the semi-automated system, Front Office Posting Machines? (2 Points)

In the semi-automated system, when accounts receivable clerks receive and post vouchers to related folios, they enter the previous folio’s balance in the front office posting machine along with the amount of the voucher posted and the sign of the voucher (“plus” for a charge and “minus” for a payment). Later, front office posting machine would calculate the new outstanding balance. At this stage, accounts receivable clerk shall detach the output provided by the machine and stick it to the related guest folio.

6. Baroni Holiday Village agrees to allot Christian Travel Agency 08 Single, 18 Double & 03 Triple rooms for the period running from 10/07/2013 (Wednesday) till 31/08/2013 (Saturday) for each Tuesday & Friday arrivals for 2 nights. According to the allotment contract signed between both parties, Christian Travel Agency has to send its final list latest 7 days before actual arrival of any group.
a) When is the first group estimated to arrive to Baroni Holiday Village? (1 Point)

The first group is estimated to arrive at Baroni Holiday Village on Friday 12/07/2013.
b) When is the cut-off date of the first group? (1 Point)

The cut-off-date of the first group is Friday 05/07/2013.
c) Suppose, by the cut-off date of the first group, Christian Travel Agency communicated a Final List showing a need of 04 Single, 13 Double & 01 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 = 8 + 18 + 3 = 29 rooms.

· Number of rooms requested (Final List) = 4 + 13 + 1 = 18 rooms.

· Number of washed out rooms = 29 – 18 = 11 rooms.

· Wash out factor percentage = (11 / 29) * 100 = 37.93 %.

7. What is an “Out of Order” room? What are the 2 reasons leading to this very room status (2 Points)

An “Out of Order Room” is a specific kind of room status describing a room that cannot be offered to an arriving guest due to the fact that it is not available for sale. Moreover, a room can have an out of order status because of the following 2 reasons:

· Room is intensively dirty making it impossible for a room maid to clean it within a pre-determined cleaning time.

· Room has some maintenance problems as far as amenities and facilities are concerned.
8. As part of the rooming function, what are the 2 factors that determine which room to be assigned to a guest?  (2 Points)

As part of the rooming function, the 2 factors that determine which room to be assigned to a guest are:

· Future reservation commitment
· Maximization of room revenue
9. At Cordoso Hotel, Fleming has accumulated, just before checkout, the following details in his guest folio:
- Room Charges


$ 2,570.22
- Food Charges


$ 458.16
- Beverage Charges


$ 202.25
- Telephone Charges


$ 75.88
- Extra Charges


$ 36.00
- Payment (During Stay)

$ 745.47
- Guaranteed Reservation Payment 
$ 500.00
Suppose that Fleming decided to settle his guest folio, 35 % by cash, 40 % by credit card and the remaining by Personal Check.
a) What is Fleming’s Net Outstanding Balance? (2 Points)

Net outstanding balance = total charges – total payments = (2,570.22 + 458.16 + 202.25 + 75.88 + 36) – (745.47 + 500) = 3,342.51 – 1,245.47 = $ 2,097.04.

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

      





    Dr

       Cr.

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


Cash




$ 733.96

Credit Card Payment Account
$ 838.82

Personal Check Payment Account
$ 524.26





Guest Account

$ 2,097.04
-------------------------------------------------------------------------------------------------------------
c) What are the supporting documents needed as to close properly Fleming’s folio? (2 Points)

· Cash Voucher with an amount of $ 733.96.
· Credit Card Voucher with an amount of $ 838.82.
· Personal Check Voucher with an amount of $ 524.26.
· An invoice with an amount of $ 2,097.04.

10. Prosinecky Hotel consists of 165 rooms. Mr. Pavel has been newly hired for the position of an Assistant Reservation Manager. He is supposed to calculate how many rooms Prosinecky Hotel needed to overbook for the night of July 25th 2013. 

Mr. Pavel was given the following information at hand, both updated and concerning the night of July 25th, 2013: 
· Number of rooms reserved: 


80 rooms

· Number of rooms occupied by stayovers:
65 rooms

· Forecasted No-show Percentage:

2 %

· Forecasted Understay Percentage:
 
3 %

· Forecasted Overstay Percentage:
 
5 %

· Forecasted Cancellation Percentage: 

1 %

· Expected Out Of Order Rooms:

3 rooms
Suppose you are the Rooms Division Manager in Prosinecky Hotel. Since Mr. Pavel is newly hired, he knocked your door and wanted your assistance. Could you help Mr. Pavel 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 July 25th, 2013 = 80 + 65 = 145 Rooms
· Adjustment due to no-shows  = - 2 % * 80 = - 1.60 Rooms
· Adjustment due to understays  = - 3 % * 65 = - 1.95 Rooms
· Adjustment due to overstays  = 5 % * 65 = + 3.25 Rooms
· Adjustment due to cancellation  = - 1 % * 80 = - 0.80 Rooms
· Total adjustment = - 1.60 – 1.95 + 3.25 – 0.80 = - 1.10 Rooms
· Total number of rooms expected to be occupied for the night of July 25th, 2013 (after adjustment) = 145 – 1.10 = 143.90 Rooms
· Total number of rooms available for sale for the night of July 25th, 2013 = 165 - 3 = 162 Rooms
· Maximum number of rooms to be additionally reserved for the night of July 25th, 2013 = 162 – 143.90 = 18.10 Rooms
· Total number of rooms expected to be reserved and occupied for the night of July 25th, 2013 = 145 + 18.10 = 163.10 Rooms.
b) The number of overbooked rooms? (2 Points)

· Total Number of overbooked rooms = 145 + 18.10 – 162 = 1.10 Rooms.
c) The overbooking factor? (2 Points)

· Forecasted Occupancy Percentage = 163.10 / (165 – 3) * 100 = 100.68 %
· Overbooking Factor = 100.68 % - 100 % = 0.68 %.
N.B: Answers to a), b) & c) parts shall be rounded to the nearest cent.

GOOD LUCK!
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