Add section on calculating leave of absence deductions for salaried employees.

Add policy on posting and auditing of Paid Out vouchers (include in the GS manual) on the PMS.  Add a section on daily revenue reconciliation.  Add section on process credit-card charge backs.  Review the accounts receivable section for the policy on frequency of direct billing.

Add sections on allocation of accounting tasks.  See the minutes of The Abbey meeting.
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Do not copies of the sample forms displayed in this document.  Print forms from MMI’s Team Site.
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Section 7000
INTRODUCTION &

GENERAL
“No man acquires property without acquiring with it a little arithmetic also.” 

--Ralph Waldo Emerson
Section 7000: Introduction and General
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7001. INTRODUCTION
A. The Purpose of This Guide
The purpose of our Financial Management Guide is to provide those performing the Company's financial management tasks, including accounting, with the information they need to do their jobs effectively.  This Guide may be used for orientation, training and reference.

B. Users of the Financial Management Guide
This Guide is for the use of the MMI regional managers, general manager, office managers, accountants and others whose jobs relate to the Company's financial management.

C. Distribution of This Guide
This Guide is not distributed in print format.  It is available on MMI’s Intranet Web-site, Team Site, to the following:

· MMI corporate staff members

· Hotel general managers

· Hotel accountants

· Hotel office managers

· ACT Solutions, San Marcos, California

· AdvantageBOS

D. Additions and Changes to This Guide
Changes to this Guide and the procedures described within it require the approval of the president of Marin Management, Inc.  For additional assistance regarding this Guide contact:

Marin Management, Inc.

3000 Bridgeway, Suite 206

Sausalito, CA 94965-1496

Telephone: (415) 331-1061

Fax: (415) 331-8711

E-mail: info@hotelpros.biz
Web site: www.hotelpros.biz
7001. INTRODUCTION & GENERAL, Page Two of Two

E. Ownership of This Guide
This Guide is the property of Marin Management, Inc.  No part of MMI manuals or guides may be copied or distributed for use outside of MMI-managed hotels or MMI offices without the written approval of the president of Marin Management, Inc.

F. Disclaimer
Marin Management, Inc. developed this Guide to assist hotel staff members and accountants.  This Guide only provides general guidelines.  The policies and procedures in this Guide must be implemented with good judgment by capable supervisors and well-trained staff.  Marin Management, Inc., its officers, employees and affiliates make no implied or expressed warranty regarding the use of this Guide.

The contents of this guide are not intended as legal opinion or advice.  For legal advice, seek the opinion of legal counsel.
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7005. OUR ACCOUNTING MISSION STATEMENT
	The mission of those performing accounting-related functions is to protect the Company's financial assets, to promptly, accurately and thoroughly report the Company's operational and financial statistics and to promptly, accurately and thoroughly perform the Company's financial transactions.
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7010. BUSINESS NAMES AND INFORMATION
A. Business Name, Type and Ownership
For legal business names and related information, see your Hotel-specific Accounting Information Guide.
B. North American Industry Classification System


Various government entities use the North American Industry Classification System to categorize businesses according to their “principal business activities”.  Each category has a code, and these codes are used on various government forms.  The following table shows the codes used in our industry:

	Table 7003. INDUSTRY CLASSIFICATION CODES

	Principal Business Activity
	Code

	Hotels and motels (except casino hotels)
	721110

	Casino hotels
	721120

	Bed-and-breakfast inns
	721191

	Rooming and boarding houses
	721310

	All other lodging accommodations
	721199

	Full-service restaurants
	722110

	Limited-service eating places
	722210

	Special food services (including food-service contractors and caterers)
	722300

	Drinking places with alcoholic beverages
	722410


For MMI-managed hotels, we use the following code: 721120
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7015. “ACCOUNTANT” AND “ACCOUNTING ADMINISTRATOR”
A. Summary


This Guide uses the descriptive names of “accountant” and “accounting administrator” to assign various financial responsibilities and duties.  For this Guide, the “accountant” is the person or company performing accounting functions such as accounts payable and the preparation of financial statements.  The accounting administrator” is the Hotel’s on-site person processing accounting-related documents, including sending documents to the accountant.  For your hotel, see the Hotel-specific Accounting Information Guide.
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7040. VARIANCES FROM MMI’S FINANCIAL-MANAGEMENT POLICIES AND PROCEDURES

A. The Purpose of This Policy


Seemingly small changes in accounting methodology can have costly unforeseen consequences that are difficult to reverse.  Variances in other financial-management policies, such as payroll and purchasing administration, can also be costly.  Because MMI benefits from financial management advice from outstanding specialists in the field of hotel accounting and financial management, we are able to provide policies and procedures that are effective at controlling financial loss.  The purpose of this policy is to assure sound financial management by limiting the authority required and minimizing the scope of procedures available for altering our financial-management policies and procedures.

B. Procedure for Policy and Procedural Variances


A Hotel owner, partner, accountant, lender or other party may wish to vary from one or more of MMI’s financial-management practices.  Because Marin Management has a fiduciary responsibility for the businesses we manage, such variances should be agreed to by all parties, well planned and well documented.  Record your Hotel’s approved variances from MMI’s accounting policies and procedures in your Hotel-specific Accounting Information Guide.

C. How to Submit Your Request


Contact MMI’s vice president of operations to discuss proposed changes to our best practices for financial management.  He may ask for additional approval from the President of MMI.
D. Recordkeeping

When approved, record the approved variance in your Hotel-specific Accounting Guide.
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7050. BUSINESS LICENSES AND PERMITS
A. The Purpose of This Policy
The purpose of this policy is to remain in compliance with regulatory requirements for business license and permits.

B. Responsibilities
The accounting administrator (general manager or office manager) is responsible is responsible for applying for, renewing and keeping records regarding all business licenses and permits.  The accounting administrator is responsible for posting and filing business permits as required by law.  The accountant is responsible for making payments for business licenses.

C. Summary of Business Licenses and Permits
See your Hotel-specific Accounting Information Guide for a summary of the Hotel’s business licenses and permits.

D. Procedure
The accounting administrator keeps a chronological list of renewal dates for business licenses permits.  He or she records those dates in Hotel Central.  On the first day of every month, he or she checks the list for business licenses and permits that are about to expire and makes arrangements to renew the licenses.

E. Recordkeeping
The accounting administrator keeps a separate electronic and/or paper file of for each of the Hotel's business licenses and permits.  Included in each file are copies of completed applications, renewal notices, copies of the current and past licenses and the payment vouchers of checks for the licenses and permits.  He or she keeps expired business licenses and applications for three years.
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7060. YOUR HOTEL-SPECIFIC ACCOUNTING GUIDE
A. The Purpose of This Policy

The purpose of the Hotel-specific Accounting Guide is to assure that the Company has on-hand all need financial information for each Hotel.

B. Responsibilities

The Hotel general manager is responsible for submitting the completed Hotel-specific Account Information Guide to his or her regional manager for approval and recordkeeping.

C. Procedure

Locate a blank Hotel-specific Accounting Information Guide on MMI Team Site.
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4010. USING COMPUTERS
A. The Purposes of This Policy
Many Company team members use computers to perform their job duties.  Correctly using computers is an important part of our business.  The purpose of this policy is to provide computer users with the most basic information required to be effective for using computers, including the following:
· Work accurately and efficiently.

· Protect Company information for damage or loss.

· Protect the confidentiality of Company information.

· Use Company computers in a manner that does not offend others.

· Use Company computers in a manner that does not keep other team members from being effective at their jobs.

B. Basic User Skills
Everyone using a business computer needs certain basic skills before beginning.  These skills include the following:
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· Knowledge of the computer keyboard, including the location and function of certain keys, particularly:

· Function keys (F1 through F12)

· Cursor movement keys, such as Up, Down, Left, Right, Home, Page Down, Page Up, Back Space and End keys
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· Enter, Tab, Escape (Esc), Insert, Delete, Control (Ctrl) and Alt keys

· Numeric and mathematical keys

· Caps Lock, Num Lock, Scroll Lock and Back-Slash (\) keys

· Basic typing skills
4010. USING COMPUTERS, Page Two of Nine
B. Basic User Skills (Cont.)

· Which software to use for which applications
· How to retrieve and save a file (in some software applications)
C. Retrieving and Saving Files
Those using computers must know how to retrieve and save computer files for each type of software used.  Files are organized into folders (groups of files with something in common).  All data files should be part of a directory and should not be saved directly to the hard drive or the software program's directory.

Be careful when saving a file to not copy it over another file with the same name.  Be certain to use a unique file name for each file.  Do not delete computer files for which you are not responsible.

D. Our Software and Programs
We use a variety of different software programs at the Marin Management, Inc. office and hotel locations.  See the section "Computer Software Programs" for details.

E. Data Storage
You can store computer data (software programs and data files) on a variety of electronic storage media, such as the computers' hard drives, diskettes, compact disks (CDs), flash disks, Web-sites and tape.  We keep ready-to-use software and files on the Company’s computer hard drives.

Handle compact disks and diskettes carefully.  Keep them away from cold, heat and moisture.  Do not bend them.  Assure that all files kept on the hard drive are backed up at least once each week.  See the section "Back-ups".

Always label compact disks and diskettes that have any programs or data stored on them.  Never save a file to a diskette without labeling and dating the diskette label.
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F. Before You Use a Shared Computer
Only use business computers that you are authorized and trained to use.  Before you begin to use a shared business computer, check to see if the screen is blank or on the main menu screen.  If it is not, you may be about to damage or destroy someone else's work.  Check to determine if someone else is still using the computer.

G. Magnets

Do not let a magnet (such as a magnetic paper clip container and radios) near the computer, the computer monitor or any diskettes.  Magnets can damage computer software and hardware.

H. Saving Your Work
When working with software that does not automatically save your work, you should save your work frequently.  A power surge, accidental closing of the file or program or other mishap could cause you to lose your work if you have not done frequent file saves.

Software that automatically save files:
· Property management systems (PMSs)

· Time and Contact Management® (TCM®)

· QuickBooks® accounting software

· Microsoft® Outlook Express® e-mail software
Software that does not automatically saves files:

· Microsoft Office® programs, such as Excel®, Word® and PowerPoint® 
I. Altering Programs and Templates

Do not make any changes to the software developer's basic programs, file organization, formulas, macros and other parameters without first consulting the developer.  Your changes may have unforeseen results.
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J. When Done Working
After each session at a shared business computer, you should do the following:

1. Save your work.  TCM® programs, such as Hotel Central, automatically save your work when you exit, but most spreadsheet and word-processing programs (including Microsoft Excel® and Word®) do not.

2. Return to the main menu.  Doing this tells the next person that he or she will not disturb your work by using the computer.

3. Log off the computer.

4. Remove any pages you printed from the printer.

5. If you have changed any printer setting, reset the printer to its most commonly used settings, such as letter-size paper.  See the policy on printer settings.

6. Check the printer and, if necessary, clear the printer buffer.  This is so that the next user will not get part of your printing job on his or her work.

7. If you have used special paper for the printer, such as Company letterhead, replace it with the commonly used paper for that printer.

8. Leave the Num Lock key on and the Caps Lock and Scroll Lock keys off on the keyboard.

K. File Protection
Some files are protected by pass codes that limit access to only those knowing the pass code.  Unfortunately, files can still be erased or over-written by anyone, even if he or she does not know the pass code.  Also, anyone who has been given access to a computer file can change the pass code, preventing others from accessing the file.  Therefore, it is essential that all files are "backed up" at least once each week.
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L. Computer Pass Codes

Keep your Company computer pass codes fully confidential.  Do not allow anyone, even your supervisor, to know your pass code.  When working on any program that requires a pass code, do not leave the computer area without signing off of that program.
If you have created a pass code on a Company computer, you must make that pass code available to management.  You are never allowed to gain or attempt to gain the pass codes of others.

M. File Transfer
Occasionally computer files need to be moved from one computer to another.  This can be done with any electronic storage device.

Immediately erase all files from transfer media after each use to avoid confusion with other saved files.  If you are only using a file at a particular computer station temporarily (to print, for example), erase the file from that computer's hard drive immediately when done.  In this way, there is no confusion later as to which file is current.

N. Ownership of Electronic Data
All files and software on the Company’s computers are the property of the Company, regardless of who created the file or the reason for the file's existence.  All files and the data they contain are confidential and may not be shared with anyone other than Company employees and for the purpose of conducting the Company’s business.

You must have the permission of the vice president of operations or president of MMI to have Company electronic data, programs, files, documents or trade secrets on a personally owned computer or electronic storage device.  If so, your supervisor may at any time require that such data be removed from your personal computer of data storage device.
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O. Using Templates
A template is a software application before the user enters data.  For example, an inventory sheet without the number of units or unit prices, but with the list of items and formulas for extensions and totals is a template.  Another example is a form letter.  You use templates whenever you want to start from a blank database or spreadsheet.

A template should exist for software applications such as a monthly or weekly report for which you will want to start from a new form without any previous data.  Never erase a template or save a file with data over a template.  If you do, you will likely have to erase all of the data entered, which could be very time consuming.

P. Policies for Electronic Information
Company computers are for transmitting business-related information.  You may use Company computers only for conducting Company business.
You may not attempt to gain access to other employees' electronic mail without permission.  For business purposes, however, management reserves the right to enter any employee's computer files or electronic mail without prior notice.

You may not use Company computers to display or transmit images or message that are sexually explicit, ethnic slurs, racial epithets or any other images or messages that may be disruptive, offensive to others or harmful to morale.  You may not use Company computers to solicit or proselytize others for commercial ventures, religious causes, political causes or other non-job-related organizations.

For more information on our policies regarding electronic information, see your Employee Handbook.

Q. Your Health and Safety


You could be injured from the repetitive improper use of computers.  To protect your health and safety, read your Code of Safe Conduct policy 123 “Protection from Repetitive-motion Injuries” and follow the described safety policies.
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R. The System Administrator


Every computer network and computer has a system administrator.  The system administrator is responsible for assuring the computer and network operate properly.  Only the system administrator can add or remove programs, change the file configuration and perform and arrange for maintenance.  If you are not the system administrator, follow these policies:

· Do not add or remove software programs.

· Do not open the computer case.

· Do not attempt to repair the computer or call for repair without the system administrator’s approval.

· Do not perform software updates except as scheduled by Microsoft® and for renewals of existing virus-protection software.
· Do not change the file organization system of the computer.

If you have questions or concerns about your computer performance, see your supervisor.  Do not contact the system administrator without your supervisor’s approval.

S. Electronic Mail Software

We use only Microsoft® Outlook Express® for the sending, receiving and managing of business e-mail messages.  For more information see our Written Communications Guide.

T. Document Software

To be able to transfer, open and use document files among all of our managed businesses, we have standardized our document software for all locations.  We use only Microsoft® Office 2003® for text documents, spreadsheets and slide shows.
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U. Laptop Computers


If the Company has issued you a laptop computer to use for Company business, take these precautions:

· Keep the laptop computer labeled with the Company’s name and telephone number.

· Do not store confidential employment records or social security numbers on a laptop computer.

· Use a complex pass code to log on to the computer.

· Handle laptop computers with care.  It is more fragile than a desktop computer.

· Do not leave a laptop computer in a vehicle or other location where the temperature may become below 20o F. or above 100o F.

· Do not leave a laptop computer where it will be visible in vehicle.
· If you lose a laptop computer, immediately notify your supervisor.

V. Disposal of Electronic Waste


The State of California and many local governments have regulations regarding the disposal of computers, computer accessories and other electronic waste (e-waste).  Do not put e-waste into trash containers.  Arrange for all e-waste to be taken to an e-waste disposal facility.

W. Summary of Your Responsibilities

Following is a summary of your responsibilities when using Company computers:

· Protect Company data from loss.

· Protect the confidentiality of Company information.
· Know how to use a computer keyboard.
· Know which software to use for which applications.
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V. Summary of Your Responsibilities (Cont.)

· Know how to safely retrieve, transfer and save files.

· Protect programs and templates.

· Protect the confidentiality of pass codes.

· Leave administrative functions to the system administrator.

· Use only Company-approved software for e-mail and documents.

· Do not use Company computers for personal business.

· Take special precautions with laptop computers.

· Dispose of e-waste responsibly.
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4020. GENERAL PAPER RECORD STORAGE
A. The Purposes of This Policy
The purposes of this policy are to summarize our procedures for the retention of paper records.  The proper retention of paper files accomplishes the following:

· Show our compliance with laws and regulations.

· Where applicable, show our compliance with franchiser policies.

· Show compliance with Company policies and procedures.

· Provide for efficient Company operations.

· Support accurate and timely financial reporting and controls.

· Provide for quick availability of accurate guest records

· Provide for accurate and essential human resources records.

· Protect the Company from legal disputes.

· Allow for effective integration of electronic and paper records.

Each section of this Guide describes our record-retention policy for specific types of records.

B. File Locations
See the Hotel-specific Administration Guide for the Hotel’s location of paper files.

C. The Main Hotel Safe
See the Hotel-specific Administration Guide for the Hotel’s location of paper files in the main Hotel safe, if any.  If you store paper files and other non-cash goods in the main house safe, keep the away from cash on checks.
D. File Procedures
The general manager or, where applicable, the office manager uses the following procedures for document filing:

· Keep paper records in labeled, legal-size file folders with two-hole attachments.

· Use printed file labels, not hand-written labels.

· Use a consistent and logical format for labeling files,
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D. File Procedures (Cont.)

· Attach papers (do not keep them loose) within files folders organized in date order with the most recent documents on top.

· Organize files alphabetically in subsections.  Do not use file numbers.

· When not in use, return files to the file cabinets.  Do not leave files outside of file drawers overnight.  (Leaving files out increasing the likelihood of losing important records from theft, fire, floods and smoke.)

· Do not keep temporary notes, such as Post-it® Notes in file folders.  Do not leave temporary fasteners, such as binder clips and paper clips, in file folders.

· Organize files into groups, such as Sales, Catering, Administration, Human Resources, Purchase Orders, Vendors, Renovation, Food and Beverage, Housekeeping, Maintenance and Franchiser (if applicable).  Each group should have available on or more file drawers.
· Wherever possible, lock all file drawers when not in use.
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Section 7100
GENERAL

ACCOUNTING

PROCEDURES

“Keeping accounts, Sir, is of no use when a man is spending his own money, and has nobody to whom he is to account.  You won’t eat less beef today, because you have written down what it cost yesterday.”  --Samuel Johnson
Section 7100: General Accounting Procedures
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7102. ACCOUNTING BASICS
A. Purpose
The purpose of this policy is to provide those who perform the Company's accounting activities with basic information about accounting principles.

B. Assets, Liabilities and Net Worth
Businesses own assets and have debts.  Debts are listed as liabilities.  The values of assets and liabilities are reported based as their values in money.  The difference between assets and liabilities equals the net worth (sometimes called "equity") of a business.  Expenses result in reduced net worth, because they reduce assets or increase liabilities.

C. Ledger Accounts
To record information on a business's financial position, separate accounts are set up for each income source, expense, asset and liability.  Increases and decreases are recorded for each account.  When set up in columns, increases are usually in the left column and decreases are in the right.  Each increase and decrease to an account is a transaction.  Each transaction should include the following information:

· The date of the transaction

· The transaction reference number (if possible, depending on the software program)

· A description of the transaction

· The amount of the increase or decrease

· The new account balance
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D. Debits and Credits
Debits increase an asset account or expense account and decrease a liability account, owner's equity or revenue.  Credits decrease an asset account or expense and increase a liability account, owner's equity or revenue.  Debits are recorded in a left column of a journal, and credits are recorded in the right.

E. Accrual and Cash Methods
There are two commonly used accounting methods, "accrual" and "cash”.  Users of the accrual accounting method allocate revenues to the financial periods for which goods and services were delivered to customers; and they allocate expenses to the financial periods in which the business used the goods and services.  Users of the cash accounting method allocate revenues to the financial periods for which they received payments, and they allocate expenses to the financial periods for which they made payments.

The accrual accounting method provides more accurate reports on the financial performance and condition of a company; so most large and mid-sized companies use the accrual method.  The cash accounting method is easier; so some very small companies use the cash method of accounting.

F. Paper Trail
A "paper trail" is the condition of having on-file a document to support every posted transaction, including multiple papers for transactions with multiple entries.  Of course, the “paper” may be an electronic image, such as a PDF file of a document.  Keeping a paper trail is one of the most fundamental practices of good accounting procedures.
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7105. ACCOUNTING METHOD
A. Summary
MMI uses the accrual method of accounting for all accounting functions.
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7107. SUMMARY OF THE GENERAL MANAGER'S

ACCOUNTING RESPONSIBILITIES AND DUTIES

A. The Purpose of This Policy
The purpose of this policy is to summarize the responsibilities and duties of the general manager of an MMI hotel using off-site accounting.

B. Overview of the General Manager's Accounting Responsibilities

The general manager has the following responsibilities related to accounting and financial controls:

1. Assure compliance with the Company's financial controls and accounting procedures by all Hotel staff.

2. Protect the Company's financial assets.

3. Adhere to all applicable federal and state wage-and-hour laws.

4. Assure that inventories are accurately taken, recorded, extended, totaled and submitted according to schedule.

5. Adhere to Company policies regarding employee compensation, including wages and benefits.

6. Know relevant workers' compensation laws and related Company policies.

7. Achieve the hotel's overall profit (net operating income) goals in dollars and percentages each month.

8. Maintain operating expenses within budget in dollars and percentages for each budget-line item.

9. Review and be knowledgeable of information contained on circulated management reports and financial statements.

10. Implement and adhere to all Company purchasing procedures and controls.

11. Implement and adhere to the Company’s credit policies.

7107. SUMMARY OF THE GENERAL MANAGER'S ACCOUNTING

RESPONSIBILITIES AND DUTIES, Page Two of Three

B. Overview of the General Manager's Accounting Responsibilities (Cont.)

12. Assure compliance with collecting and paying transient occupancy taxes in compliance with local laws.

C. Overview of the General Manager's Accounting Duties with an Officer Manager
If the Hotel has an office manager, the general manager performs the following duties related to accounting and financial controls:

1. Review, verify the accuracy of, investigate, approve and forward invoices for payment.

2. Prepare an annual budget of revenues and expenses for approval by Marin Management, Inc.

3. Provide MMI with accurate periodic short-term financial forecasts.

4. Advise MMI on recommendations for rates for guestrooms and other products and services sold by the hotel.

5. Advise MMI on recommendations for rates for employee salaries and wages.

6. Prepare and submit Check Request forms.

7. Approve or disapprove proposed expenditures of petty cash.

8. Review and approve or disapprove employee Expense Reimbursement Forms.

9. Sign checks for accounts payable and payroll, except checks payable to the general manager.

10. Review and approve or disapprove work schedules and payrolls.

11. Approve and distribute paychecks.

12. Approve or disapprove Purchase Orders.

13. Issue, control and receive returned house banks.
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C. Overview of the General Manager's Accounting Duties with an Office Manager (Cont.)
14. Make bank deposits or assign and supervise capable Hotel staff members making bank deposits.

15. Review, investigate and approve or disapprove Credit Applications from hotel clients and prospective clients.

D. Overview of the General Manager's Accounting Duties without an Office Manager
If the Hotel does not have an office manager, the general manager also performs the following duties related to accounting and financial controls:

1. Prepare and submit the month-end reports packages.

2. Where applicable, prepare reconciliations of the general manager’s account and submit requests for approval from MMI.

May 30, 2008
7110. ACCOUNTING CHECKLISTS
A. The Purpose of This Policy
We use checklists to assure that accounting and related tasks are completed punctually and to communicate when tasks cannot be completed as scheduled.

B. Our Accounting Checklists


Our accounting checklists include the following:

· Accounting Administrator’s Daily Checklist

· Accounting Administrator’s Weekly Checklist

· Accounting Administrator’s Monthly Checklist

· Accounting Administrator’s Quarterly Checklist

· Accounting Administrator’s Annual Checklist

· Accountant’s Monthly Financial Statement Checklist
Reminder: the “accounting administrator” is the office manager, where present, or general manager.

C. The Procedure for Accounting Checklists
The accounting administrator completes a Daily Checklist every day and shows those parts of the Weekly, Monthly, Quarterly and Annual Checklist have been completed.  These checklist forms are available on MMI Team Site.

At the end of each day the accounting administrator sends the general manager the completed Daily Checklist.  At the end of each week the accounting administrator sends the general manager the completed Weekly Checklist and so forth for the Monthly, Quarterly and Annual Checklists.  Although the accounting administrator does not submit the Weekly, Monthly, Quarterly and Annual Checklists until the end of their respective periods, he or she does make entries on those checklists as each task is complete.  He or she does this so that at any time the general manager or MMI management can learn the status of any reoccurring activity by looking at the checklists.

The accounting administrator also sends the completed Monthly, Quarterly and Annual Checklists to the MMI regional manager.

May 8, 2008
ACCOUNTING ADMINISTRATOR’S DAILY CHECKLIST
Hotel: __________________
Day: ____________ Date: __________, 20___

	No.
	Activity
	Done for Date(s) of

	1
	Receive and sort the daily hotel documents, including the daily audit packages, invoices and statements.
	

	2
	Record daily bank-account deposits to the deposit spread sheet accounts.
	

	3
	Verify that bank deposits equal the net cash received at each location for each day.  Investigate all variances.
	

	4
	Record electronic transfers of credit-card receipts.  Verify the amounts transferred from credit-card companies equal the posted credit-card transaction from each credit-card company, for each day.
	

	5
	Respond immediately to unemployment claims and claims for workers' compensation benefits.  Immediately investigate returned checks and legal notices.
	

	6
	Submit invoices received to supervisors for approval.  Record approved accounts-payable invoices on the Invoice Transmittal form.
	

	7
	Review the Daily Payroll Report for accuracy.
	

	8
	Review the Daily Deposit Report for accuracy.  Assure that revenue balances to the Daily Revenue Report and Flash Report.  Assure that the daily deposit shows the actual.
	

	9
	Give the general manager accounts-payable checks for signature.  Mail signed checks to vendors.
	

	10
	Make the daily bank deposit and get change, if needed.
	

	
	
	


Completed by, __________________________________

Accounting Administrator

March 5, 2006
ACCOUNTING ADMINISTRATOR’S WEEKLY CHECKLIST

Hotel: __________________
Week of: ______________ to _____________, 20___

	No.
	Day
	Action
	Day Done

	1
	Tuesday
	Submit semi-weekly reports to the accountant.
	

	2
	Friday
	Retrieve any outstanding invoices forwarded to department heads.
	

	3
	Friday
	Submit approved invoices to the accountant.
	

	4
	Friday
	Review the accounts receivable aging report and give a copy to the general manager.  Learn the status of past-due accounts.  Take and direct collection actions.
	

	5
	Friday
	Submit semi-weekly reports to the accountant.
	

	6
	Any
	Audit one house bank.

List: ____________________________
	

	
	
	
	


Completed by, __________________________________

Accounting Administrator

March 24, 2006, Form 7116.2
ACCOUNTING ADMINISTRATOR’S MONTHLY 

CHECKLIST

Hotel: _________________________
Month of: _______________________ 20___

	No.
	Date
	Action
	Date Done

	1
	1st
	Receive payroll information from department supervisors.
	

	2 
	1st
	Prepare payroll information for the payroll company.
	

	3
	1st
	Receive month-end food, beverage, sundry and linen inventories.
	

	4
	1st
	Check TCM® to ascertain whether any businesses license will expire this month.
	

	5
	1st
	Confirm receipt and posting of vending revenue for the prior month.
	

	6
	1st
	Confirm receipt and posting of zero-plus long-distance revenue for the prior month.
	

	7
	1st
	Confirm receipt and posting of pay-station telephone revenue for the prior month.
	

	8
	1st
	Complete the monthly deposit summary report.
	

	9
	5th
	Receive and review the accuracy of paychecks and payroll reports.
	

	10
	10th
	Assist the general manager with the preparation of the Monthly General Manager's Report.
	

	11
	14th
	Check for missing invoices, known to be received monthly, such as utilities, leases, insurance premiums and maintenance contracts.
	

	12
	16th
	Receive payroll information from department supervisors.
	

	13
	16th
	Prepare payroll information for the payroll company.
	

	14
	20th
	Receive and review the accuracy of paychecks and payroll reports.
	

	15
	29th
	Check for missing invoices, known to be received monthly, such as utilities, leases, insurance premiums and maintenance contracts.
	


Completed by: _______________________________

            

Accounting Administrator

Distribution: General manager and regional manager, Marin Management, Inc.

March 5, 2006
ACCOUNTANTING ADMINISTRATOR’S QUARTERLY CHECKLIST
Hotel: __________________
Quarter: _____________ 20___

	No.
	Date
	Action
	Date Done

	1
	By the 15th day of first month
	Confirm the payroll company has submitted the Federal Form 941 for the prior quarter with payments, if applicable.  Retain a file copy
	

	2
	By the 15th day of first month
	Prepare and mail the quarterly State, Local & District Sales & Use Tax Return with payment.


	

	
	
	
	


Completed by: _______________________________

            

Accounting Administrator

Distribution: General manager and regional manager, Marin Management, Inc.

 August 1, 2010 Form 7116.4
ACCOUNTING ADMINISTRATOR'S ANNUAL CHECKLIST

Hotel: __________________
Year: 20___

	No.
	Date
	Action
	Date Done

	1
	Jan. 31
	Post the completed OSHA Form 200 and leave posted throughout February.
	

	2
	Mar. 1
	Remove from posting and file OSHA Form 200.
	

	3
	June 15
	Complete the annual renewal and registration form and issue a check to the federal Bureau of Alcohol, Tobacco and Firearms (due by July 1).
	

	
	
	
	


Completed by: _______________________________

            

Accounting Administrator

Distribution: General manager and Marin Management, Inc.

July 27, 1999 Form 7116.5
ACCOUNTANT’S MONTHLY FINANCIAL STATEMENT 
CHECKLIST
Hotel: __________________
Statement month: _____________________ 20 ___

	No.
	Action
	(

	1
	Post monthly revenues by category.
	

	2
	Post accrued vacations.
	

	3
	Post accrued management fees.
	

	4
	Post accrued property taxes.
	

	5
	Post accrued utilities.
	

	6
	Post accrued telephone.
	

	7
	Post accrued franchise fees.
	

	8
	Post accrued travel-agent commissions.
	

	9
	Post accrued credit-card commissions.
	

	10
	Post other accrued expenses.  List: _________________________
	

	11
	Adjust accruals for prepaid insurance.
	

	12
	Post the complimentary breakfast expense and credit food cost.
	

	13
	Post accrued payroll and payroll taxes.
	

	14
	Allocate laundry expense to rooms and food.
	

	15
	Post sick pay for salaried staff.
	

	11
	Reconcile and post trade-outs.
	NA

	12
	Allocate workers' compensation insurance by department.
	

	13
	Allocate human resources expenses by department.
	

	14
	Post monthly depreciation and amortization.
	

	15
	Post beverage and food transfers.
	

	16
	Post the inventories for sundries, linen and beverage.
	

	17
	Post base payroll, overtime and holiday pay by department and job category.
	

	18
	Post the "house" portion of banquet gratuities to revenue.
	

	19
	Post the reserve for capital improvements.
	


Completed by: _______________________________
___________________

        



Accountant




Date

Distribution: General manager and Marin Management, Inc.
August 1, 2010 Form 7116.6

ACCOUNTANT'S ANNUAL CHECKLIST
Hotel: __________________
Year: 20___

	No.
	Date
	Action
	Date Done

	1
	Dec. 30
	Review and audit the state reports for SUTA rates.
	

	2
	Jan. 20
	Assure the payroll company has submitted IRS Forms 940, Employer's Annual Federal Unemployment (FUTA) Tax Return with payment, if any.  Retain a file copy.
	

	3
	Jan. 25
	Assure the payroll company has mailed IRS Forms W‑2 to employees.  Get and retain a file copy of IRS Form W-3.
	

	4
	Jan. 25
	Prepare and mail IRS Forms 1099-MISC for reporting payments to non-corporate vendors.
	

	5
	Feb. 25
	Prepare and mail IRS Form 1096, Annual Summary and Transmittal of U.S. Information Returns.
	

	6
	Feb. 25
	Assure that IRS Form 8027, Employer's Annual Information Return of Tip Income and Allocated Tips, has been submitted.
	

	
	
	
	


Completed by: _______________________________

            


Accountant

Distribution: General manager and regional manager, Marin Management, Inc.
August 1, 2010 Form 7116.7
7120. GENERAL CASHIERING
A. Description of the General Cashier

The general cashier is the person who handles cashiering functions for the entire hotel, such as emptying the drop safe, reconciling shift deposits to the amounts due, making change employees and submitting bank deposits.  Usually this is the Hotel general manager or office manager.
B. Hotel General Cashier


See the Hotel-specific Accounting Information Guide for the name of the position handling the hotel’s general cashiering functions.

April 20, 2008
7125. SECURITY OF COMPANY CHECKS

A. The Purpose of This Policy

U.S. companies lose billions of dollars annually because of check fraud.  Modern electronic-imaging equipment has made it easier for criminals to alter, duplicate or forge our Company checks.  The purpose of this policy is to reduce our risk from losses due to check fraud.

B. Responsibility

The Hotel accountant, general manger and general cashier (person performing the general cashiering duties described in the previous section) are responsible for the security of Company checks.

C. Required Procedures for Check Security

Use the following procedures to reduce our risk from check fraud:

· Keep all unused (blank) Company checks secured in a locked area accessible only to those who use them.

· Keep cancelled and voided checks secured and accessible on by the general manager.

· Immediately report any checks missing from their pre-numbered series.  Notify the bank to stop payment on those missing checks.

· When available, order checks in shrink-wrapped packaging so that tampering will be apparent.

· Order checks in quantities limited to one year’s expected usage.

· Assure that those authorized to sign checks are not the same as the person reconciling the account on which the checks are drawn.

· Assure that accounts using checks are reconciled every month and immediately upon receipt of bank statements.

· Destroy checks that are not needed.  For example, some banks automatically issue “temporary” checks for an account, even for accounts that we are intending to use the account for savings and/or deposits.

April 20, 2008
7130. ACCOUNTS PAYABLE
A. The Purpose of This Policy
"Accounts payable" is the task of posting and paying amounts due to vendors, taxing authorities and others owed money by the Company.  The purpose of this policy is to outline the basic guidelines by which we post and pay amounts due.

B. Responsibility for Accounts Payable
The accounting administrator (general manager or office manager) is responsible for some accounts payable tasks at this hotel.  The general manager is responsible for receiving, reviewing, verifying the accuracy of, investigating and approving invoices.  The accounting administrator is responsible for promptly forwarding approved invoices to the accountant.

[image: image12.wmf]C. Invoicing Locations
Some vendors send invoices to the Hotel and others send them to the Company's other offices.  Instruct vendors to send invoices to the person you believe can best verify the receipt and quality of the goods and services, since he or she is best able to approve or disapprove payment.  In most cases, this is the general manager.

D. Initiating an Accounts-payable Transaction
The accounts-payable process starts in one of the three ways listed below:

· The receipt of an invoice:  For the accountant, the two most common methods of receiving invoices are from the hotel and from the vendor.  Invoices received from the vendor usually require approval from the hotel before the posting and payment process can begin, so the accountant mails those to the hotel for approval.

· The receipt of a Check Request:  Not all payments from Check Requests are accounts payable.  For example, some are recorded as assets such as prepaid expenses.  For more information on Check Requests, see the section "Check Requests”.
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D. Initiating an Accounts-Payable Transaction (Cont.)

· The knowledge that a fixed, reoccurring payment (such as a lease payment or mortgage) is due:  Keep a list of all fixed, reoccurring payments.  Check each payment when done, so that no payments are forgotten or paid twice.

E. Procedures for Approving Invoices
The general manager or the MMI regional manager may approve invoices for payment, depending on the type of the invoice.  Use the following procedures upon receipt of a vendor invoice:

1. Carefully review the document to be certain it is an invoice.  Do not be confused by packing slips, freight orders, bills of lading, statements, credit memos and other documents that appear to be invoices.  If the document is not an invoice, use the following procedure:

a. In large, bold letters write on the document the name of the type of document (for example, "Statement") and the words "Do not pay."

b. Attach the document to any other documents related to the purchase.  For example, attach a packing slip to the invoice.

c. Forward the document(s) to the accountant.

Note: We do not make payments to vendors from statements.  We only pay from invoices.

2. If it is an invoice, confirm that the invoice is for this business.  It is common for invoices to be mailed to the wrong customer.

3. Check if this is one of the invoice types that need special attention, such as those described in the section of this policy, "Auditing Specific Vendor Invoices”.  If so, add the special procedures described in that section to those that follow.
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E. Procedures for Approving Invoices (Cont.)

4. Check if the goods or services for this invoice were received or used by a department supervisor.  If so, gain his or her approval of the invoice.

For example, you approved the rental of a high-pressure cleaner by your maintenance person for some special projects, but you did not personally use the equipment.  Check with the user to confirm that the equipment worked properly and was rented for the duration and at the rate shown on the invoice.  Have him or her sign the invoice to confirm that it is correct.

Another example, you have received the monthly electricity invoice.  Check with the maintenance person to have the meter(s) checked to determine if this invoice appears reasonable.
Not all invoices need the approval of a department head or other staff member.  Generally, the larger and more complex the hotel, the higher the percentage of invoices that will require additional staff review and approval of invoices.

5. Check the accuracy of the number of units purchased.  This should be the same as the amount ordered and received.

6. Check the accuracy of the rate(s) per unit.  This should be the same as the purchase order or formal or informal purchase agreement.

7. Check the accuracy of the extension of the number of units times the rate.  (Just because amounts appear to be computer-generated does not mean they are correct.)

8. Check the accuracy of the sales tax applied (see the policy "Paying Sales Tax”).

9. Check the accuracy of freight charges.  If you did not agree to pay freight when you placed the order, do not approve freight charges on the invoice.

10. Check to be certain no prior balances for previously purchased goods or services are being shown on this invoice.  If so, this document may be a statement, not an invoice.  Invoices should not show prior balances or credits (confusingly, some do, such as those from utilities).  If it is an invoice with a prior balance, cross off the prior balance.  Remember that you can only approve current charges, because you do not know whether prior balances are valid or have been paid.

11. Check the accuracy of the invoice's final total.
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E. Procedures for Approving Invoices (Cont.)

12. Call the vendor to resolve any errors or disputes.

13. Make changes and corrections on the invoice.

14. If you disapprove the invoice in its entirety, return it to the vendor with a note explaining your position.

15. If you are ready to approve the invoice, stamp it with the "Approved for Payment" stamp, then:

a. Sign your name in the space after "Approved by:"

b. Write in today's date in the space after "Date approved:"

c. Write in the account number(s) to be charged in the space after "Account No.".  Check the Chart of Accounts in this Guide if you need to look up an account number.  If this invoice is to be allocated to more than one account, use the additional space needed just below.

16. Send the approved invoice to the accounting administrator.  He or she will group them with other invoices and send them to the accountant at least three times per week.  If you transmit an invoice for payment by facsimile, send the approved original to the accounting administrator after boldly writing on the face of the invoice "Faxed: Do Not Pay Twice".

F. Procedures for Posting Invoices
For invoices received from the Hotel, the accountant follows our invoice audit procedure described below before posting the invoice or processing it for payment:

1. Check that the document is not a statement or packing slip.  We do not pay from statements.  Some vendors incorrectly label their invoices as statements, so we pay those.  Others (such as utility companies) combine their invoices and statements on one document.  When this occurs, the general manager may only approve the new postings on the statement.  He or she may not approve the total amount due if there is a previous balance, because he or she does not know whether that previous balance has been paid.
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F. Procedures for Posting Invoices (Cont.)

2. Check to confirm the invoice has been approved by the general manager or executive of Marin Management, Inc.  If not, return it to the hotel for approval.  Log the invoice on a list of outstanding invoices, so that if it is not promptly returned you can trace it.

3. Check to confirm the person approving the invoice has noted the account or accounts to be charged.  If not and the account number to be charged is not obvious, return the invoice for clarification.  Log the invoice on a list of outstanding invoices, so that if it is not promptly returned you can trace it.

4. Verify that an approved Purchase Order has been received for an item that requires a Purchase Order.  Attach the Purchase Order to the invoice.

5. Check for the reasonableness of the number of units purchased and the amount due.  For example, is the amount comparable to past payments for this type of product or service?

6. Check that the sales tax is correct.  We should not pay sales tax for items we purchase for resale, goods from out of state (usually) and for services, such as advertising.

7. Question whether freight charges are reasonable and whether there is normally a freight charge for this kind of product.

8. Check that extensions, sales tax calculations and totals are mathematically correct.

9. Check that this is not a duplicate invoice.  Often, vendors send more than one copy of an invoice.  Additional copies of invoices may be received by facsimile.  Discard duplicates.  If you have already received a facsimile of an invoice, the original should be received labeled "Duplicate: Do Not Pay Twice."

10. Check that there is supporting documentation for incidental charges on invoices, such as for reimbursable expenses.  If not, call the vendor and request supporting documentation for incidental charges.  Audit the supporting documents to verify that the charges have been correctly listed on the invoice.
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G. Auditing Specific Vendor Invoices
Some vendors' invoices require special attention.  Following are some examples:

· Invoices for guest laundry and/or dry cleaning: Invoices for guest laundry and/or dry cleaning should have offsetting revenue in excess of the expense.  Check to be certain we received the revenue in an amount over the amount of the expense.  For example, if the hotel receives a 20% discount (or commission) on guest laundry, $80.00 in guest laundry expense should result in $100 in guest laundry revenue.

· Invoices for lodging directory listing: Many of these invoices are fraudulent, particularly those from foreign addresses and for foreign directories.  Do not pay any invoice for a directory listing without seeing the listing and seeing the signed contract.

· Pay-for-view movie invoices: Invoices for guest pay-for-view movies should have offsetting revenue in excess of the expense.  Check to be certain we received the revenue in an amount over the amount of the expense.  For example, if the hotel receives a 10% discount (or commission) on pay-for-view movies, $900.00 in pay-for-view movie expense should result in $1,000.00 in pay-for-view movie revenue.

· Telephone invoices: Check that the telephone numbers and/or account numbers are correct.

· Travel-Agent Invoices: Because the franchiser pays travel agencies, travel agencies usually do not send us invoices.  When you receive an invoice (even if approved by the general manager), check to be certain the payment has not already been made.  Do not make payments to post office boxes for travel agencies.

· Utility Invoices: Check that the meter numbers are correct to avoid posting an invoice that may belong to a tenant or neighbor.  Check that the ending reading from the previous invoice matches the prior reading on the current invoice.

· Invoices for Yellow Pages Advertising and/or Listings: Many of these invoices are fraudulent.  Do not pay any Yellow Pages invoice except that appearing on our telephone bill.  Yellow Pages advertising appears on our invoices for telephone services, so you should never pay any invoice that is solely for Yellow Pages listings or advertising.

· Franchise-Related Fees: See the policy “Franchise-Related Fees”.
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H. Timeliness of Postings
Post all accounts-payable transactions within three business days of receiving documentation that a transaction has occurred.  Most often, notification occurs with the receipt of an approved invoice.

I. Allocation to the Correct Financial Period
Post accounts-payable obligations in the financial period (month) for which the goods or services were received.  If the financial period is not clear from the invoice, contact the person who ordered, used, received or approved the purchase of the good or services to identify the correct period for allocation.

J. Printing and Distributing Vendor Checks
The accountant prints accounts-payable checks according to the frequency described in the Hotel-specific Accounting Information Guide and submits them to the hotel general manager or other authorized signer for signature and distribution.

K. Recordkeeping
All documents related to one transaction should be stapled together and attached to the vendor file.  We keep the following accounts-payable paper records on file for seven years from the date of the transaction:

· Purchase orders

· Invoices marked "Paid"

· Supporting documentation for invoices, such as receipts

· Statements

· Bills of lading

· Packing slips

· Credit memos

· Freight orders

· Change orders

· Contracts

· Confirmations

· Petty cash vouchers

· Expense Reimbursement Forms and receipts

· Check payment voucher
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K. Recordkeeping (Cont.)

Not withstanding our record-keeping policy, MMI must approve, in advance, the destruction of any Company records, including the above accounts-payable documents.

March 5, 2006
7132. CHECK REQUESTS
A. The Purpose of This Policy
This policy describes our accounts-payable procedures for processing payments without invoices.

B. Responsibility and Policy for Check Requests
The general manager is responsible for preparing and submitting Check Request forms for vendor payment requests without invoices.
C. Procedures for Check Requests

Payroll disbursements and vendor payments with invoices do not require Check Requests.  Check Request forms are most often used when a vendor requires prepayment for delivery and when prepayment is required for participation in an attended event (for example, a sales trade show).

Only the general manager and executives of Marin Management, Inc. may provide the approval signature for Check Requests.  When supporting documentation is available, the general manager must attach the document(s) to the Check Request form.  The documents may include an executed vendor contract, an application, a Purchase Order or a folio (for a guest reimbursement).

The accounting administrator (general manager or office manager) is responsible for processing payments from Check Requests and keeping records of Check Request.

D. Recordkeeping
Keep Check Request forms for the same period as vendor invoices.

April 27, 2008
CHECK REQUEST

SAMPLE FORM—DO NOT USE
Hotel/location: 
	Check Amount:
	$0.00
	Send the check to:

Vendor  FORMCHECKBOX 

Hotel   FORMCHECKBOX 


	Allocation to Account
	Amount
	Attention:
	

	
     

     

     

     

     

     
	$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
	
	

	
	
	Date Due:
	     

	Payable To:

Company
	     

	Address
	     

	City, State, Zip
	     

	Reason:      


	Special Instructions:      


	Documentation Attached:

Folio No.:      
Purchase Order No.:      
Invoice No.:      
Receipt(s): List the quantity: 0
Application   FORMCHECKBOX 

Contract  FORMCHECKBOX 


	Requested By:
	     
	Date:
	     

	Approved By:
	     
	Date:
	     

	ACCOUNTING DEPARTMENT

	Check Number:
	     
	Check Date:
	     


C:\Documents\Marin Management\Forms\Accounting\Check Request.doc, December 17, 2003
7133. PETTY-CASH REIMBURSEMENTS
A. The Purpose of This Policy
The purpose of this policy is to control and account for reimbursements for petty-cash expenditures.

B. Employees' Procedures for Petty-cash Reimbursements
Team members may submit requests for reimbursement of petty-cash expenditures if all of the following conditions exist:

· The general manager or manager-on-duty has approved the purchase in advance.

· The purchase was for goods or services used by the Company.  Company funds may never be used for personal purposes.
· The team member has completed a Petty Cash voucher.

· The team member submits an original, matching receipt.

· The purchase was made by cash, not credit card or check.

The reimbursement should not be made from an Expense Reimbursement Form.  Team members may only submit Petty Cash vouchers to the general manager.  We do not pay Petty Cash transactions from front-desk banks.  If the general manager is unavailable, the employee must wait until he or she is available to be reimbursed.

C. General Manager's Approval and Reimbursement Procedure
When a team member submits a Petty Cash voucher to the general manager for reimbursement he or she does the following:

1. Confirm that he or she approved the purchase in advance.

2. Confirm that the team member has properly completed the Petty Cash voucher.

3. Confirm that the purchase was for goods or services used by the Company.
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C. General Manager's Approval and Reimbursement Procedure

4. Confirm that an original receipt is attached to the Petty Cash voucher.  We do not accept photocopies of receipts.

5. Confirm that cash was used for the purchase.

6. Confirm that this reimbursement is not of a type that should be submitted on a monthly Expense Reimbursement Form.

7. Pay the team member from the house bank—never from the front office bank.

8. Get the employee's signature in the "Received by" space on the Petty Cash voucher.

9. Stamp the Petty Cash voucher and the receipt with the "PAID" stamp.

10. List the transaction on the Summary of Petty Cash form.

11. Put the Summary of Petty Cash form and the Petty Cash voucher into the house bank (so the amount of the house bank is always correct).

D. General Manager's Procedures for Reimbursing the House Bank for Petty Cash

Before the funds in the house bank are too low to sustain other business transactions (and no less than monthly), the general manager submits a request for reimbursement of petty-cash transactions by doing the following:

1. Complete the Summary of Petty Cash form, including totaling all petty-cash transactions.

2. Attach all Petty Cash vouchers and receipts to the Summary of Petty Cash form.

3. Sign the Summary of Petty Cash form.

4. Complete a Check Request form in the amount of the total of the Petty Cash Summary form.

5. Put a photocopy of the Check Request form into the house bank (so the amount of the house bank is always correct).
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D. General Manager's Procedures for Reimbursing the House Bank for Petty Cash (Cont.)

6. Submit the Check Request, Petty Cash Summary form and attachments to the accounting administrator.

When he or she receives a check made payable to "Petty cash" from the accountant, he or she does the following:

1. Confirm that the amount of the check is correct by checking the amount on the Check Request form.

2. Take the check to the bank and receive cash.

3. Return the cash to the house bank.

4. Discard the photocopy of the petty-cash Check Request that was in the house bank.

E. Accountant’s Audit and Payment Procedure
Petty cash vouchers are submitted periodically to the accounting office with a Check Request form signed by the general manager.  The accountant processes the Check Request using the following procedure:

1. Verify that each Paid Out form is signed for approval by the general manager or assistant general manager and signed for receipt of the cash by the reimbursed employee.  Return any that are not.

2. Verify that each Paid Out form is attached to a receipt for the same amount.  Return any that are not.

3. Verify all Petty Cash vouchers and the receipts are stamped "PAID".  Return any that are not.

4. Verify the total of the Paid Out forms equals the amount of the Check Request form.

5. Post each individual amount to its appropriate expense category.

6. Prepare a check for the total amount payable to "Petty Cash”.

7. Submit the check for signature.
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E. Accountant's Audit and Payment Procedure (Cont.)

8. Mail the check to the Hotel.

The above procedure is completed on normal accounts-payable days.  Do not be late in issuing petty-cash checks, because doing so may cause a hotel's house bank to become short of funds.

F. Record Retention
Keep petty-cash documents in Petty Cash files for each hotel for no less than three years.

May 8, 2008
PETTY CASH SUMMARY
SAMPLE FORM—DO NOT USE
Hotel: _________________________________

Period From: _________________, 20 _____ 
To: _________________, 20 _____

	Date
	Paid To
	For
	Amount
	Acct. No.

	/       /
	
	
	$
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	/       /
	
	
	
	

	Total
	
	
	$
	


Submitted by: _______________________
Date: _____________________, 20____

March 25, 2006, Form 7133
7134. EXPENSE REIMBURSEMENTS
A. The Purpose of This Policy
Certain Company team members are allowed to advance the use of their personal funds to conduct Company business.  They submit Expense Reimbursement Forms to be reimbursed for these funds.  The purpose of this policy is to describe our controls and procedures for Expense Reimbursements.

B. Employees' Procedure
If a team member believes he or she is due reimbursement for the use of personal funds for Company business, he or she may use our petty cash procedures (see the policy "Petty Cash") or prepare an Expense Reimbursement Form.  (Get the form on MMI Team Site.)  The general manager may decide which is appropriate for the circumstance according to the amount of the reimbursement and the following guidelines:

· Petty-cash reimbursement may only be used when the employee has used cash as the form of payment.  If the employee has made a purchase by use of a credit card or check, we will only reimburse that amount by use of an Expense Reimbursement Form.

· We reimburse for mileage by use of an Expense Reimbursement Form.  Petty cash may not be used to reimburse for mileage.

Team members seeking to be reimbursed for the use of personal funds use the following procedure:

1. Prepare a detailed, written Expense Reimbursement Form.  Prepare one report for each month (or more often, if needed).  Do not submit more than one report per month or a single report combining multiple months.  Submit the Expense Reimbursement Form by the seventh business day of the month for the prior month.

2. Attach original receipts for each purchase.  The Company does not reimburse for payments without original receipts.  Do not attach photocopies of receipts.

7134. EXPENSE REIMBURSEMENTS, Page Two of Four

B. Employees' Procedure (Cont.)

3. Calculate miles traveled for Company business in your personal automobile at the per-mile rate described in the Hotel-specific Accounting Information Guide.  Do not include travel to and from home or travel in Company vehicles.  Attach a written automobile travel log to document the travel.

4. Sign and keep a copy the Expense Reimbursement Form for your records.

5. Submit the Expense Reimbursement Form with documents attached to the general manager for approval.  (The general manager may not approve his or her own Expense Reimbursement Form.)

6. When you receive payment, keep a copy of the check stub attached to your copy of the Expense Reimbursement Form.  Remember that you may someday have to prove to the IRS why you did not report these amounts as ordinary income.

C. General Manager's Responsibilities and Procedures
The general manager is responsible for approving accurate and reasonable Expense Reimbursement Forms and for disapproving those that are not.  The general manager is responsible for promptly submitting approved Expense Reimbursement Forms to the accountant.  Before approving an Expense Reimbursement From the general manager checks the following:

· The team member has signed the Expense Reimbursement Form.

· All expenses are reasonable and accurately posted.

· All required supporting documents are attached.  Do not accept photocopies of receipts.

· Calculations have been correctly made.

Stamp the Expense Reimbursement Forms with the "Approved for Payment" stamp and write the expense allocation as follows:
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C. General Manager’s Responsibilities and Procedures (Cont.)

	Table 7134. EXPENSE REIMBURSEMENT ALLOCATIONS

	Item
	Allocate Expense To

	Purchases of goods
	The appropriate departmental expense line

	Meals for entertainment of customers and prospective customers
	Sales and Marketing, Entertainment & Meals

	Other meals
	Administrative and General, Entertainment & Meals

	Mileage for sales calls
	Sales and Marketing, Travel and Entertainment

	Mileage, other
	Appropriate department, Travel and Entertainment



The general manager may not approve his or her expenses for reimbursement.  Submit the general manager’s Expense Reimbursement Forms to his or her MMI supervisor.

D. The Accountant's Responsibilities and Procedures
The accountant is responsible for posting and paying Expense Reimbursement Forms.  After receiving an Expense Reimbursement Forms, use the following procedure:

1. Verify that the Hotel's general manager has approved the Expense Reimbursement Form.  If the reimbursement is for the general manager, assure that the regional manager has approved the form.

2. Check it for accuracy, completeness and attached documentation.

3. Post a credit to the accounts-payable liability for that employee and debit the appropriate expense accounts.

4. File the paid Expense Reimbursement Form with other accounts-payable documents.

5. Pay the amounts due on the next schedule accounts-payable day.

6. Transmit the check to the general manager for distribution.

7134. EXPENSE REIMBURSEMENTS, Page Four of Four
E. Vendors’ Expense Reimbursement


Do not reimburse vendors’ expenses by using petty cash procedures or Expense Reimbursement Forms.  Require vendors, included contract “employees” to provide invoices for reimbursable expenses.

July 25, 2010

EXPENSE REIMBURSEMENT FORM
SAMPLE FORM—DO NOT USE
Hotel: _____________________

Employee: ____________________________

Period From: ___________________, 20 ____
To: ___________________, 20____

	Date
	Description
	Purpose/

Client
	Receipt
	Amount
	Acct.

Alloc.

	
  /     /  
	
	
	
	$
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	
  /     /  
	
	
	
	
	

	Subtotal 
	$
	

	Miles recorded on the attached auto log
	@ $0.25
	
	

	Total reimbursable expense
	
	


Submitted by, _________________________
Date: ____________________ 20 ____

Approved by, _________________________
Date: ____________________ 20 ____

Accounting office use only: Check No.  ___________

March 5, 2006, Form 8625, 7134a
AUTOMOBILE LOG
SAMPLE FORM—DO NOT USE
Hotel: ______________________
Employee: ____________________________

Period From: ____________________ 20 ____
To: ___________________ 20 ____

	Date
	Time
	From
	To
	Purpose
	Miles

	
  /    /  
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	
/    /
	
	
	
	
	

	Total miles (carry over to the Expense Reimbursement form)
	


Submitted by, ____________________________
Date: _______________, 20 ____

March 5, 2006, Form 8625b, 7134b
7135. TRAVEL AGENCY COMMISSION PAYMENTS
A. The Purpose of This Policy
A large amount of our lodging business is the result of referrals by travel agencies (including Internet channels), so it is important that we have excellent relationships with all travel agents.  Travel agents want to receive payments that are prompt and accurate, and they will send their business referrals to hotels that consistently provide that service.

B. General Managers’ and Guest Services Managers’ Responsibilities and Procedures
The reservations supervisor, or the person performing that function, has the following responsibility for travel-agent transactions:

· Know and implement the Hotel's travel-agency commission policies.

· Assure that front-desk and reservations employees inquire about who is making every reservation.  Assure that the reservation maker is recorded on all reservations.

· Assure that all travel-agent reservations are taken gaining the complete and accurate travel agency name and address.  (Do not accept post office boxes for travel agency addresses.)

· Assure that all travel agency computer records include IATA (International Association of Travel Agents) numbers.

· Assure that complete street addresses are recorded for each travel agency for payments.  We do not mail travel-agency checks to post-office boxes.

· Assure that reservations recorded as commissionable to travel agents meet our commission criteria for room rate and other qualifiers.

· Assure that travel-agent commissions are adjusted for early departures, late departures, cancelled reservations and revised room rates.

· Provide accurate, timely travel agent commission information to the accountant.
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B. General Managers’ and Guest Services Managers’ Responsibilities and Procedures (Cont.)

· Help resolve questions and problems with travel agent commission payments.

· Check that travel-agency invoices are not duplicate amounts already posted on the property-management software.

C. Franchise Payments to Travel Agents

Because most lodging franchisers pay travel agents, travel agents are usually paid without sending us invoices.  If we receive a valid travel agent invoice, contact the franchiser regarding payment.
May 8, 2008
7136. GAINING CREDIT APPROVAL
A. The Purpose of This Policy
To efficiently conduct Company business, we need to gain credit approval from many vendors.  This policy describes our procedures for facilitating the prompt approval of our credit worthiness.
B. Procedure for Gaining Credit
The accounting administrator, the general manager and Hotel supervisors all have occasion to solicit credit approval from prospective vendors of goods and services.  Regardless of who is seeking the approval, the initial procedure is the same:

1. Explain that Marin Management, Inc., a lodging management company with many hotels, operates this Hotel.  Explain that rather than our completing their Credit Application form, we prefer sending them our credit information for their review.  If they would then like additional information, we will provide it.

2. Transmit the Credit Information sheet to the vendor by facsimile or e-mail.

3. Check regularly with the vendor to determine if credit has been approved or if additional information is needed.

4. If the vendor requires its Credit Application form to be completed, the accounting administrator (general manager or office manager) completes the form.  If he or she is unable to provide all information required by the vendor's form, he or she contacts the general manager for assistance.


Only the general manager or a Marin Management, Inc. executive may sign a credit application.  No Company employee or agent may sign a credit application that contains a personal guarantee.

C. Recordkeeping
Keep the completed vendor's Credit Application form in the vendor's file.

May 10, 2008
XYZ Company, LLC

d.b.a. Plaza Hotel, Springfield, IL
4975 South Industrial Road, Springfield, IN 12345-1656

Telephone: (563) 948-8100, Fax: (563) 948-8101
SAMPLE

CREDIT INFORMATION

Type of Business:
225-room hotel, a franchise of Hilton Hotel Corporation, Memphis, TN

Owner:

Jones Hotel Limited Partnership.

Operator:

Western Resorts, LLC, a Delaware corporation

Managed by:

Marin Management, Inc., a California corporation

Parent Company: 
Jones Group, Inc., 3870 Alpha Rd., Suite 800, Dallas, TX 75244

Principals: 
Bernard Shaw, president; Alice Norton, vice president

Banking:

Heathrow Federal Bank, 333 Douglas Ave., Dallas, TX 75225

Account No.: 98-04007733

Contact: Agnes Davis  (214) 555-8989

Western Hospitality & Resorts, LLC:




Federal Tax I.D.: 
77-3333867



SIC No.: 

176333.00




SIIS: 


03033322973

Local Banking:
Bank of America, Corporate Center Branch

4800 W. Tropicana, Las Angeles, 91193-8600

Primary account Nos.: 444 374911 and 504441357




Contact: Ms. Nancy George, branch manager, (213) 888-5000

Accounting Firm: 
ACT Solutions, 145 Vallecitos de Oro, Suite K, San Marcos, CA 92069

Contact: Mr. Ken Wolski, president, (760) 471-7900, fax (760) 744-1140

Trade References:
American Hotel Register, 2775 Shermer Road, Northbrook, IL 60062, (800) 705-5060

Sobel-Westex, 2670 South Western Avenue, Las Vegas< NV 89114, (702) 735-4957


Precept, P.O. Box 18915, Memphis, TN 38118, (800) 423-1020


Sunset Bus, 800 W. Bonanza Road, Las Vegas, NV 89106, (702) 678-2802


Brady Industries, 4175 South Arville, Las Vegas, NV 89103, (702) 876-3990

The above information is confidential and may be used only for the purpose of establishing the credit status of Western Hospitality & Resorts, LLC

7137. PAYING SALES TAX TO VENDORS

A. The Purpose of This Policy
The purpose of this policy is to provide guidelines to the accountant, general manager, office manager and department supervisors for paying sales tax.

B. Overview of Sales Tax
State governments administer sales tax laws.  Collected sales taxes are payable to the state on various dates, usually monthly or quarterly.  


In California, sales tax rates may vary by city and county, because local governments are allowed to add amounts to the state sales tax rate.  Pay the entire amount collected to the state, including the local government portion.

C. Responsibility for Sales Tax Payments
The accountant and general manager are responsible for assuring sales tax is paid to vendors only when it is correct to do so.  The general guideline is that our vendors may collect sales tax for most goods and few services, but the law varies for each state.  Following are some guidelines, but there are exceptions.  So check with the State Board of Equalization or comparable government authority) publications for clarifications:

· Pay sales tax on most goods purchased from within the state, except food and goods purchased for resale.

· Do not pay sales tax on food.

· Do not pay sales tax on goods purchased for resale to consumers or end users, including beverage, sundries, maps, etc.

· Do not pay sales tax on most services, such as installation charges and advertising.

· Do not pay sales tax on some goods purchased from out of state.  Some out-of-state vendors do not have authority to collect sales tax on behalf of your state.  Before paying sales tax on an out-of-state purchase, ask the vendor for a copy of your state’s Reseller's Permit.  Attach the copy to the invoice.
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D. General Managers’ and Supervisors’ Responsibilities
The accountant is responsible for accurately paying invoiced sales taxes.  To assistant the accountant, the general manager and supervisors do the following:

· Be certain that vendors provide itemized invoices, separating taxable from non-taxable goods and services.

· Be certain that the sales tax rate charged is correct.

· Be certain that we do not pay sales tax for nontaxable services, goods to be resold and out-of-state goods.

When you discover a questionable sales tax charge contact the vendor and resolve the matter before approving or paying the invoice.

May 11, 2008
7138. USING “MISCELLANEOUS” AND “OTHER” 
ACCOUNTS

A. The Purpose of This Policy


The purpose of this policy is to achieve compliance with the lodging industry’s standards for the categorization of operating expenses.  Doing so allows management to make more meaningful and accurate analysis of operating expenses.
B. Our Policy

Some revenues, expenses and balance-sheet entries do not easily fit into the classifications listed on our Chart of Accounts.  For this reason, we have accounts titled “miscellaneous” or “other” in most departmental revenue and expense categories.  Post to these accounts sparingly and only when there is no better account for a transaction to be posted.

May 11, 2008
7139. AUDITING TELEPHONE INVOICES
A. The Purpose of This Policy
This policy describes the special procedures we use to audit and pay the Company's long-distance telephone invoices.  By auditing our telephone invoices we can assure our call-accounting systems is working properly and that we are not overcharged by the telephone companies.

B. Responsibility

The assistant general manager is responsibleityn Checklists   and guest services manager (or, in the absence of those positions, the general manager) are responsible for the following:

· Assuring telephone invoices are thoroughly audited before their approval for payment.

· Assuring that only the correct amounts due are paid to telephone companies.

· Assuring that posting problems of our call-accounting system are immediately scheduled for repair.

C. Procedures for Auditing Telephone Invoices
Upon receipt of a telephone invoice, proceed as follows:

1. Stamp the invoice "Received."

2. Examine the section listing long-distance calls.  Check to be certain that all telephone numbers listed in this section should have outgoing long-distance calls.  For example, a telephone line dedicated for the fire alarm or for incoming computer modem calls should not be listed here.  If such a telephone line is listed in this section, someone is using that line for long-distance calls.

3. Analyze the daily listings of telephone calls.  This section tells you the daily cost of telephone calls.  Have a guest service agent or night auditor write the daily long-distance telephone revenue next to each day's cost.  Except for the cost of administrative calls, you should see a consistent ratio of daily long-distance cost to daily long-distance revenue.  That ratio should be consistent with your long-distance pricing policy.
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C. Procedure (Cont.)

4. Review the time of day of long-distance calls.  If you see many calls between midnight and 6:00 A.M., employees may have made these calls.

5. Review all calls 20 minutes or more in duration.  Often unauthorized calls by employees are this long.  If you see reoccurring telephone numbers and/or cities listed here, you may have an employee violating telephone policies.

6. Give the invoice to a guest service agent or night auditor to thoroughly audit each call according to the procedures described in following section.

D. Audit Procedure for a Guest Service Agent or Night Auditor
A guest service agent, night auditor or other person assigned thoroughly audits the long-distance telephone invoice within two days of receiving the assignment.  Use the following procedure:

1. Check the dates covered by this invoice.  Get the daily telephone call-accounting reports for the dates of the invoice.

2. One-by-one check each call listed in the invoice's section titled "1+ Call Detail."  Find the revenue for each call on the call-accounting report.

a. If the call is listed on the call-accounting report, check the revenue posted against the cost shown on the invoice.   Check to be certain the ratio of the cost to the revenue for each call is reasonable.  If not, tell your supervisor.  If yes, check it off.

b. If the call is on the invoice, but not listed on the call-accounting report, tell your supervisor.

3. Make a note beside each listed call to show whether the call was from a guestroom or administrative extension.

4. Total the cost of all administrative calls.  Total the cost of all guestroom calls.  Write both totals on the face of the invoice.

5. On the face of the invoice write, "Audited by" and sign your name.
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D. Audit Procedure for a Guest Service Agent or Night Auditor (Cont.)

6. Return the audited invoice to the general manager.

March 5, 2006 = GS 1660
7140. RECORDING EXPENSES FOR MEALS

A. The Purpose of This Policy

By federal tax law, only 50% of payments to employees for meals is deductible as a business expense for business income-tax purposes.  The purposes of this policy is to achieve the following:

· Establish how we record payments for employee-generated entertainment and meals.

· Facilitate accurate tax reporting.
B. Procedure for Posting Travel Meals

Post all payments to vendors and reimbursement to employees for meals (and for food-and-beverage entertainment expenses) to the department or administrative and general “entertainment & meals” account.  Do not record any such expenses to a “travel” account, even if the expense was incurred during travel.

May 14, 2008
7141. DEPARTMENTAL EXPENSE ALLOCATIONS

A. The Purpose of This Policy

In the lodging industry, some expenses are allocated to the department using the goods or services and others expenses (usually for those goods and services used by more than one department) are allocated to the administrative and general department.  The purpose of this policy is to provide a reference for which expenses are allocated to the specific departments using the goods or services and which expenses are allocated to the administrative and general or other departments.

B. Expense Allocations

The following table describes departmental allocation of expenses:

	Table 7141. ALLOCATION OF EXPENSES

	Expense
	Allocate to Department

	Cash (over) short
	Administrative & general

	Consulting fees
	Administrative & general

	Contract labor
	The department(s) using the labor

	Copier usage
	Administrative & general

	Employee recruiting
	Human resources

	Entertainment and meals
	Administrative & general or sales & marketing

	Forms
	The department(s) using the form

	Laundry and dry cleaning (for non-uniformed employees)
	Human resources

	Laundry, off-site
	Rooms or food

	Licenses and permits
	Administrative & general

	Miscellaneous
	The department(s) using the goods or service

	Office supplies
	Administrative & general

	Postage and freight
	Administrative & general

	Printing and stationery
	The department(s) using the printing

	Professional fees
	Administrative & general

	Training 
	Human resources

	Travel
	Administrative & general or sales & marketing

	Uniform cleaning
	The department(s) using the uniform

	Uniform replacement
	The department(s) using the uniform


May 14, 2008
7142. FRANCHISE-RELATED FEES
A. The Purpose of This Policy

The purpose of this policy is to describe the responsibilities for accurate payments of franchise-related fees.

B. Responsibility for Accurate Payment of Franchise Fees


Each franchiser invoices for fees differently.  Some, for example, pay travel-agency commissions and invoice hotels for reimbursement.  The general manager is responsible for knowing the details of his or her hotel’s franchise billing policies and procedures.  The general manager is also responsible for approving only those invoices that accurately reflect the amounts due to franchisers.  When invoiced fees appear to be inaccurate, contact the franchiser for explanation before making payment approvals, but do not delay payment if penalties may occur.
May 14, 2008
7143. COMPANY CREDIT CARDS

A. The Purpose of This Policy

The purpose of this policy is to describe the limits and controls on company credit cards.

B. Responsibility


The general manager and accountant are responsible for enforcing this policy.

C. Our Credit-card Policy


We do not permit any bank card or general-use credit card (including American Express®, Visa®, MasterCard® or Discover®) to be in the name of the Hotel or the name of the Company.  Nor may any such card use the Hotel’s or Company’s billing address.  No one is authorized to apply for or enter into a contract to acquire or use such credit cards.


We permit using a single-vendor credit card (such as Office Depot®) only when a vendor requires such a card for direct billing.  We also permit using a single-vendor credit card for the purchase of gasoline and oil for company vehicles only.  A Company credit card may never be used for a personal vehicle—even if the use of the personal vehicle is for business purposes.  No Company-owned credit may ever be used for a personal purchase regardless of whether the company is reimbursed for the purchase.


The general manager and the manager-on-duty are the only persons allowed to use a Company credit card or issue it for usage.  The general manager must notify Marin Management, Inc. of any existing Company credit cards.

May 14, 2008
7144. GENERAL MANAGER’S ACCOUNT
A. The Purpose of This Policy

The purpose of the manager’s bank account is to permit the general manager to make emergency payments above the funds available for petty cash.  The manager’s account has very limited use, mostly for C.O.D. deliveries and emergency paychecks.

B. Responsibility


The general manager is responsible for controlling the manager’s account and for strictly adhering to the Company’s financial controls for this bank account.

C. The Manager’s Account Balance


The general manager maintains the manager’s account balance at the approved level, which is shown in the Hotel-specific Accounting Information Guide.

D. Excluded Uses

The manager’s account may not be used for any of the following:

· Small amounts that can be handled by petty cash
· Reimbursement of petty cash funds
· Payments for any reason to the general manager
· Normal invoices that can be handled by accounts-payable
· Payments for reimbursable expenses to any employee
· Gratuities that affect payroll taxes
· Employee bonuses
For payments to travel agencies, the same policies apply whether the check is processed through accounts payable or the manager’s account: We do not mail commission checks to post-office boxes.
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E. Reimbursement Procedure


Reimburse the manager’s account frequently so that there are always sufficient funds for payments to employees terminated during a pay period.  To reimburse the funds used from the manager’s bank account, use the following procedure:

1. List each payment the Manager’s Account Transmittal form and sign the form.

2. Total the amount of the checks.  The total should be the exact amount of the account’s maximum balance less the current actual balance.

3. Attach the supporting documents for each payment listed.

4. Fax or e-mail the completed Manager’s Account Transmittal form to your regional manager, vice president or president.

The area/regional manager, vice president or president will approve or disapprove the form.  When approved, send the form to the accountant for payment.  Unless instructed otherwise, the accountant will issue the check with the next check run.  When the signed check is received at the Hotel, deposit the check to the manager’s bank account.

May 14, 2008
MANAGER’S ACCOUNT TRANSMITTAL
SAMPLE FORM—DO NOT USE
Hotel: _____________________________
Period From: ____________________ 20 ____
To: ___________________ 20 ____

	
	Check No.
	Date
	Payee Name
	Description
	Check Amount
	Acct. Code
	Office Use

	1
	
	/
	
	
	$
	
	
	

	2
	
	/
	
	
	
	
	
	

	3
	
	/
	
	
	
	
	
	

	4
	
	/
	
	
	
	
	
	

	5
	
	/
	
	
	
	
	
	

	6
	
	/
	
	
	
	
	
	

	7
	
	/
	
	
	
	
	
	

	8
	
	/
	
	
	
	
	
	

	9
	
	/
	
	
	
	
	
	

	10
	
	/
	
	
	
	
	
	

	11
	
	/
	
	
	
	
	
	

	12
	
	/
	
	
	
	
	
	

	13
	
	/
	
	
	
	
	
	

	14
	
	/
	
	
	
	
	
	

	15
	
	/
	
	
	
	
	
	

	16
	
	/
	
	
	
	
	
	

	17
	
	/
	
	
	
	
	
	

	18
	
	/
	
	
	
	
	
	

	19
	
	/
	
	
	
	
	
	

	20
	
	/
	
	
	
	
	
	

	21
	
	/
	
	
	
	
	
	

	22
	
	/
	
	
	
	
	
	

	23
	
	/
	
	
	
	
	
	

	24
	
	/
	
	
	
	
	
	

	Total:
	$
	
	


Submitted by, ____________________________
Date: _______________, 20 ____

Approved by, ____________________________
Date: _______________, 20 ____




Marin Management, Inc.
October 31, 2001, Form 7144

7151. ACCOUNTS RECEIVABLE
A. The Purpose of This Policy
The purpose of this section is to summarize our policies and procedures for collecting amounts owed to us by our customers.

B. Responsibilities
The collection of amounts due from direct-bill accounts is primarily the responsibility of the accounting administrator (general manager or office manager) or guest services manager and, occasionally, the salesperson handling the account.

C. Direct Billing Procedures
The night auditor is responsible for preparing direct-bill invoices for the guest services manager's or general manager’s approval.  At least once per week, he or she prepares invoices for all direct-bill departures since the previous time invoices were prepared.  The guest services manager or general manager reviews, approves and mails these invoices the day he or she receives them.

D. General Manager's Collection Procedures
The night auditor prints and distributes a city ledger report every night for the general manager's review the next morning.  The general manager checks the totals and each line's individual entries to look for past-due amounts.  The general manager (or someone designated by him or her) then contacts the customers' representatives by telephone, personal visit, facsimile and mail to encourage quick payments of amounts due.


No less than monthly, the general manager conducts a meeting to review the collection of past-due accounts.  The general manager may assign accounts to be written off or for collections by a collection service.  The general manager may revoke an account’s status of approved credit.
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E. The Office Manager’s Responsibilities
When the position exists, the office manager is responsible for regularly reviewing reports showing accounts receivable amounts and for reporting any major past-due accounts to the general manager.  The office manager is also to be available to advise and assist the general manager with accounts-receivable collection.

F. Sales Department Responsibilities


Salespersons are responsible for assisting others with collecting amounts due.  This includes notifying management of future bookings with a past-due account and revising payment schedules for future bookings.

May 25, 2008
7152. CREDIT-CARD TRANSACTIONS
A. The Purpose of This Policy
The purpose of this policy is to limit losses from credit-card transactions by the establishment of procedures for credit-card transactions.
B. Electronic Transfers
We use electronic data transfer (EDT) (also called "electronic data capture” [EDC]) for credit-card transactions, including the following functions:

· Pre-authorizing amounts on the customers' credit-card accounts at check-in.

· Charging amounts due to customers' accounts.

· Give credits for amounts charged to customers.

· Transmitting daily totals from credit-card companies to our depository accounts.


For information on our EDT service, see the Hotel-specific Accounting Information Guide.

C. Credit Cards Accepted
The hotel accepts the following credit cards for customer payments:

American Express®
Carte Blanche®
Diners Club®
Discover Card®
MasterCard®
Optima® (American Express)

Visa®
See the Hotel-specific Accounting Information Guide regarding acceptance of the JTB® credit card.
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D. Account Numbers

See your Hotel-specific Accounting Information Guide for the credit-card merchant numbers.

E. Credit-card Charge Backs


The general manager (or, where present, the office manager) assures that all charge-backs from credit-card transactions are thoroughly investigated and acted upon.  Follow the response requirements exactly as required by each credit-card company.
May 25, 2008
7153. CHECK-APPROVAL COMPANIES
A. Summary

We do not use a check-approval service, because we do not accept checks for payment at the front desk.  We do, however, accept checks for group payments and advance deposits.

May 25, 2008
7154. RETURNED CHECKS
A. The Purpose of This Policy
A "returned” check is a check that we have accepted from a customer that has not been honored by the customer’s bank.  A check may be returned by the bank due to insufficient funds in the payer's account, a non-existent account, a closed account or a forged check.  The purpose of this policy is to assure that we minimize the financial loss to our Company by handling returned checks quickly and efficiently.

B. Accountant’s Responsibility and Procedures
The accountant is responsible for quickly notifying the general manager of returned checks and monitoring their follow-up actions.  Use the following procedure when a check is returned:

1. The same day you receive a returned check from a bank, stamp all documents "received" and transmit a facsimile of the bank's returned-check notice and both sides of the returned check to the general manager.

2. Enter the transaction in the accounting program.  Show the bank balance reduced by the amount of the returned check.  Allocate the amount of the revenue portion of the check's payment to the hotel's expense account for "Administrative & General, Bad Debt".  Allocate the amount of the check's payment for taxes by reducing the hotel's tax liability account.  Do not adjust revenue.

3. If the bank has charged our account a fee for the returned-check transaction, contact the bank and ask that the bank reverse the fee.  If the bank does not reverse the fee, notify the accountant to show the amount of the fee as reduced from the depository account's balance and charge that amount to the hotel's expense account for "Administrative & General, Bank Fees".
4. File the returned check and accompanying documents in a file labeled "Pending Returned Checks."

5. Check the file each day and contact the general manager to determine the status of the general manager's investigation.

6. When instructed to do so, redeposit the check.
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C. General Manager's Responsibility and Procedures
The general manager is responsible for the quick investigation and collection of returned checks.  The same day you receive a returned check, use the following procedure:

1. Investigate who accepted the check and whether he or she followed correct procedures when accepting the check.

2. Advise the accounting administrator of the actions you have taken and the responses you have received.  Send him or her any documents you have created or received.

3. Contact the guest by telephone.  Follow up with a letter transmitted immediately by facsimile.

4. If a Hotel employee did not follow correct procedures, meet with that employee using appropriate training, counseling and/or disciplinary actions for the circumstances.

5. If the check is determined to be uncollectible by routine means, investigate other collection options, including using a collection service, obtaining a court judgment and contacting enforcement authorities, such as the police or district attorney.

6. If a travel agent made the guest's reservation, contact the travel agency and ask for assistance.

7. If you believe the guest was traveling on company business, contact the guest's employer and ask for assistance.

May 27, 2008
7155. CREDIT-CARD STATEMENTS
A. The Purpose of This Policy
The purpose of this policy is to describe how the accountant handles the monthly statements received from credit-card companies in a manner to minimize hotel losses from credit-card transactions.
B. Accountant’s Responsibilities and Procedures
Within one day of receiving a credit-card statement, the accountant, the accountant does the following:

1. Check that our business name and account numbers are correct to be certain you have not received another merchant's statement.

2. Compare each date's total transactions to the amount shown on the property management software for the total transactions paid that day for that credit-card type.  Resolve differences with the general manager.

3. Compare each date's net deposit to the amount shown on the bank statement.  Resolve differences with the bank and credit-card company.

4. Check the credit-card discount percentage used to calculate the discount amounts to be certain the correct percentage was used.

5. Investigate any credits for disputed or refused charges.  Confirm the credits are valid and that the general manager is resolving any disputes.  Confirm that all credits have been correctly posted on the property management software.

6. Note on the statement that it has been audited for accuracy.

7. File the statement in a specific file for that hotel and credit-card company.

If you have questions regarding a credit-card statement, call the company at one of the telephone numbers listed below:

American Express Merchant Services:

(800) 528-5200

Discover Merchant Service Center:

(800) 347-2000
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C. Disputed Credit-card Charges
The accounting administrator (general manager or office manager) are responsible for immediately investigating and resolving disputed credit-card charges.  Follow the credit-card companies written procedures and schedule for resolving disputes.

May 28, 2008
7156. BAD DEBT
A. The Purpose of This Policy
The purpose of this policy is to describe how we post accounting entries for bad debts and allowances for bad debts.

B. General Manager’s Procedure

When the general manager suspects that all or part of an accounts-receivable amount due is uncorrectable, he or she takes the following actions:

1. Discuses the status of the account with the salesperson who handles the account.

2. If the general manager believes that there is more than a 50% chance that all or part of the amount due will not be collected, get the regional manager’s approval to notify the accountant to proceed with the steps in the following section, Accountant’s Procedures for Bad Debt.
3. If applicable, assign a collection company or attorney to attempt collection of the amount due.


If there is more than a 50% chance the entire amount due will be collected, do not make any arrange for any accounting postings at this time.  Continue to closely monitor the collection activities, and watch for any changes in the account's collection status.
C. Accountant's Procedure for Bad Debt
We do not use a fixed percentage of revenue or accounts receivable to post as allowance for bad debt.  We post bad debts and allowances for bad debts for specific uncorrectable and questionable accounts receivable.  To post bad debt, use the following procedures:

1. If an amount due is estimated to have a likelihood of more than 50%, but less than 100% certainty, of being uncorrectable, post the following entries for the amount due:

Debit: 
Administrative & general, bad debt (expense)
Credit: 
Allowance for bad debt (asset)
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C. Accountant's Procedure for Bad Debt (Cont.)

2. If an amount due (that has not been previously listed as an allowance for bad debt) is determined to be 100% certain of being uncorrectable, post the following entries for the amount due:

Debit: 
Administrative & general, bad debt (expense)
Credit:
The appropriate accounts receivable sub-account (asset)
3. If an amount previously posted as an allowance for bad debt (but still listed as accounts receivable) is collected, make the following postings:

Debit: 
The appropriate cash sub-account (asset) and allowance for bad debt (asset)
Credit: 
Administrative & general, bad debt (expense) and the appropriate accounts receivable sub-account (asset)
4. If an amount previously posted as an allowance for bad debt (but still listed as accounts receivable) is determined to be uncorrectable, make the following postings:

Debit: 
Allowance for bad debt (asset)
Credit:
The appropriate accounts receivable sub-account (asset)
5. If an amount previously posted as bad debt is later collected, make the following postings:

Debit: 
The appropriate cash sub-account (asset)
Credit: 
Administrative & general, bad debt (expense)
D. Guaranteed No-show Write-offs

Do not write-off non-collectable amounts from guaranteed no-show fees as bad debt.  Reduce those amounts from the guaranteed no-show revenue account(s).

May 29, 2008
7157. POSTING OF CHECKS AND CASH RECEIVED

A. The Purpose of This Policy

The purpose of this policy is to allow for daily reconciliation of deposits and funds received.  The Hotel regularly receives checks and cash for miscellaneous transactions.  For example, we may receive checks for vending commissions, credits from vendors, insurance payments, banquet events, telephone commissions and refunds.  The proper handling of these checks (and occasionally cash) permits us to accurately record these transactions.

B. Procedure for Posting and Depositing Checks and Cash

Usually the general manager, accounting administrator, assistant general manager or guest services manager handles miscellaneous checks and cash received.  Post all checks and cash received on the front-desk property management system.   Prepare a deposit envelope and deposit report.

On the deposit report, note the reason for the check and/or cash deposit (for example, “Pay telephone commission for August”).  Drop the check(s) and/or cash into the drop safe following all of the drop-safe procedures.


If you delegate the posting of a cash or check transaction to an hourly team member, always check to accuracy of his or her work.

Note: To be able to record all checks and cash received on the front-desk property management system, PMS transaction codes must be created for each type of transaction.

C. Other Related Policies


See also the Check Control section of our Cash Control Summary policy.

May 29, 2008
7158. CLIENT CREDIT APPROVAL
A. The Purpose of This Policy
Providing some of our clients with direct-billing capability is an essential part of our Hotel gaining the business of many high-volume and group accounts.  The purpose of this policy is to define how we can meet our customers’ needs for doing business with our Hotel on the basis of credit while avoiding unacceptable losses for bad credit.

B. Credit-approval Summary
The establishment of credit is a six-step process described in this policy.

1. Determine the client's (or prospect's) credit needs.

2. Identify the client's credit category.

3. Submit and retrieve the Credit Application.  (Use the standard MMI Credit Application form modified for your Hotel.)
4. Verify the Credit Application.

5. Have the general manager approve or disapprove the application for credit.

6. Notify the client.

In some cases, steps two through five can be skipped because of the client's credit category.

C. Credit Categories
The sales department or general manager considers the credit status for every group-room, volume transient-room and meeting/banquet account interested in credit.  Our clients who request direct-billing privileges are categorized into one of three classifications:

· Assumed credit

· Possible credit

· No credit
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C. Credit Categories (Cont.)


To avoid offending a potential client or giving credit approval to an unqualified client, is important for you to recognize the credit category of each prospect and client.  Following is a detailed description of each credit category:

· Assumed credit: You may assume a client has good credit if the organization meets one of the following standards:

· The organization has a consistent history of prompt payment for direct billing, and it has no negative change in its financial situation since.

· The organization is a nationally prominent corporation with no indications of financial problems.

· The organization is a governmental agency with a history of prompt payment.

· Possible credit: Accounts with possible credit are the following:

· Large, national corporations with some indication of financial problems.

· Mid-size and small companies with no evidence of financial problems.

· No credit: Organizations for which we will not consider credit include the following:

· Non-profit organizations
· Temporary organizations, such as fund-raisers and class reunions
· Individuals and social events

· Political groups and groups advocating political positions
· Companies and other organizations with a known history of poor credit at our hotel or at other businesses
· Promoted events open to the public
· Those having a poor credit history with our Company
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D. Our Credit Terms
Our credit terms are "net 30",  That is, any account doing business with us on credit agrees to pay for goods and services in full within 30 days of receiving our invoice.  The general manager must approve any exceptions.
E. Credit-approval Procedure
If a client would like direct-billing privileges, the procedure for the sales department to gain credit approval for the client is as follows:

1. Determine the credit category (described in the previous section) of the client.

2. If the client is in the "assumed credit" category, explain that they will not have to apply for credit.  Then explain our credit terms.  For example,

"Mr. Jones, we can establish direct billing for the Federal Aviation Administration without any credit application.  Our terms are net 30 days."

3. If the client is in the "possible credit" category, explain that you will deliver a credit application.  For example,

"Ms. Smith, we are very pleased to have the Rug Doctor as a new customer.  Since you have inquired about direct billing, I'll drop off a credit application for you today.  Please let me know if you need any help with the form.  After I receive your application, we should have an answer on whether we will be able to bill your company within about one week."

4. Fill in all of the information you can on the Credit Application form for the client, for example company name, date, etc.  Then deliver the form.

5. Note the activity in MMI Sales Central® and trace a follow-up in about three days.

6. When the Credit Application form is returned, check it for completeness and be certain it has been signed.  If there are any blank spaces, call the client and fill in the details.  Once you are satisfied that the form is complete and thorough, submit it to the accounting administrator.  Trace a follow-up activity in MMI Sales Central® for about two days later.
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E. Credit-Approval Procedure (Cont.)

7. The sales coordinator follows the procedure in the section "Credit Verification".
8. If credit has been approved, the sales coordinator notifies the account's salesperson.  The salesperson informs the client by telephone and prepares a form letter to the client from the general manager.

9. If the client's credit category is "no credit," assume that the client intends to pay in advance.  If the client inquires about credit, explain our policy.  For example,

"Mr. Brown, we request all political organizations to pay in advance."

F. Credit Verification
Where applicable, the sales coordinator does the credit verification.  Where there is no sales coordinator, the general manager or guest services manager does this task.  He or she calls each credit reference listed on the Credit Application.  As each piece of information is confirmed to be accurate, the sales coordinator writes "Verified" and his or her initials and the date next to the information.

If the information can not be verified the sales coordinator calls the client to politely clarify the information.  Once all information on the Credit Application has been verified, the sales coordinator submits the form to the general manager for approval or disapproval.

G. Credit Approval and Announcement
Only the general manager may approve credit.  The general manager approves credit by writing "Approved" on the credit application and signing the form.  If credit is not approved, the general manager writes "Disapproved."  The general manager also signs the credit-approval announcement letter to the client.
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H. Records
The sales coordinator or general manager files the approved or disapproved Credit Application in the client's sales file and notes the activity in MMI Sales Central®.

May 29, 2008
[Hotel logo/Name]

[Complete hotel address]

[Hotel telephone and fax numbers]

CREDIT APPLICATION
	General Information
Legal Name: ________________________________________________________________________________

Address: ___________________________________________________     City: __________________________

State: __________   Zip: __________________   Phone: (_________) ___________-_______________________    

Fax: ______________________   Contact: __________________________________ Year started: ___________   

Please check one:
Corporation  

Partnership  

Sole proprietorship 
Principals/Partner/Associate’s names: 

1. _____________________________________

2. _____________________ _____________
3. _____________________________________


	Bank References
Bank name:__________________________________________________________________________________

Branch:_____________________________________  City;________________________  State:______________

Zip:________________  Telephone:___________________________      Account #:________________________

Account #2: _________________________
Bank contact:_____________________________________________


	Trade References (Hotel references preferred)

Name________________________________    Address:____________________________________

City:______________________   State:______     Zip:_________     Telephone:__________________

Contact:__________________________

	Name________________________________    Address:____________________________________

City:______________________   State:______     Zip:_________     Telephone:__________________

Contact:__________________________

	Name________________________________    Address:____________________________________

City:______________________   State:______     Zip:_________     Telephone:__________________

Contact:__________________________

	Name________________________________    Address:____________________________________

City:______________________   State:______     Zip:_________     Telephone:__________________

Contact:__________________________


Terms: Net 30 days, in consideration of extension of credit by the Hotel, I agree to the following terms of sale.  To make payment full within 30 days following date of purchase, to pay 1½% per month service charge on unpaid balance, to pay all cost of collections including reasonable attorney fees should legal action be required. 

Signature: ____________________________
Date: _______________, 20____

7163. REVENUE ALLOWANCES

A. The Purpose of This Policy

Revenue allowances are adjustments made to revenue.  Examples of revenue allowances include adjustments to a guest’s account for services not received or for unsatisfactory services.  The purpose of this policy is to describe how we adjust revenue for various situations.  Making allowances to revenue (rather than reporting those adjustments as expenses) is the generally accepted best practice in the lodging industry at doing so allows us to not pay taxes and franchise fees on “revenues” not received.

B. Responsibility


Guest service agents, night auditors and those performing their duties are responsible for making postings for revenue allowances in adherence with this policy.  The general manager and assistant general manager are responsible for assuring this policy is followed and for investigating all revenue-allowance transactions.

C. Procedure for Posting Revenue Allowances


We adjust revenue when a customer has not received the goods or services for which the revenue was posted and (in compliance with our approval procedures) when a customer is not satisfied with those goods or services.  Post adjustments to the “allowance” account(s) for one or more of the appropriate categories:

· Room revenue allowance

· Food revenue allowance

· Beverage revenue allowance

· Telephone revenue allowance

· Other revenue allowance


For adjustments in other categories (such as sundries, pay-for-view movies and vending), make the adjustment to the revenue account.  To make the above adjustments, Hotel management must assure that the above allowance accounts are available on the Hotel’s property management system.
May 30, 2008
7164. RECONCILING REVENUE TO CASH
A. The Purpose of This Policy
This section provides information to help the Hotel management and the accountant confirm every day that the cash, checks and credit-card transfers deposited are accurate.  Doing so reduces losses from errors and theft.
B. Procedure for Daily Reconciliation
Generally, the following formula can be used to verify the integrity of the daily deposits:

Total Hotel Posted Revenue, plus Total Taxes Posted, minus Increased (or plus Decreased) Guest Ledger and City Ledger Receivables, plus Increased (or minus Decreased) Guest Advance Deposits plus Overages (or minus Shortages) equals the Total of Daily Deposits.
The above formula is represented on MMI’s Daily Revenue Report and Reconciliation form (available on MMI Team Site).

C. Out of Balance
There are many reasons why revenue and deposits may be out of balance.  Whatever the reason, an out-of-balance daily deposit deserves prompt investigation.  Following are some reasons for the deposit to be out of balance:

· The Hotel deposited a check from a vendor, such as a refund.  This receipt must be identified to be reported as a credit to a cost-of-goods line or expense line.

· The Hotel deposited a check for vending income or a commission check.  This must be identified and reported to the correct revenue account.

· In advance deposit was received and deposited, but not correctly recorded.

· An advance deposit was refunded to a guest, but not correctly recorded.
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C. Out of Balance (Cont.)

· A credit-card company did not make the correct daily transfer.  If this has happened the difference between the correct amount and the amount transferred should be posted as a receivable from the credit-card company.

· The daily overage or shortage has not been correctly reported.

· A guest paid-out was not recorded correctly.

· A cashier reimbursed petty cash to an employee, which is contrary to Company policy.

· A cashier gave incorrect change to a customer.

· A house bank does not have the correct amount of funds.

· A previous shift was out of balance and the matter was not corrected.

· A gift certificate or other unique sale was made and not correctly posted.

· There has been employee fraud or embezzlement.

It is the responsibility of Hotel management to find, resolve and correct all balance discrepancies by the end of every business day.
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D. Example
Using the same example as in the section "Daily Postings" note how revenue is reconciled to the cash and credit-card deposits using the Deposit Reconciliation Work Sheet as shown below:

   1.
Total hotel revenue
$1,200.00

   2.
Total tax receipts posted
100.00

   3.
Other non-revenue receipts (such as F&B)
300.00


-----------

 4.
Gross receipts: Total of lines 1 through 3
1,600.00

   5a.
Prior day guest ledger
0.00

   5b.
Current guest ledger
400.00


-----------

   5c.
Line 5a, less line 5b
(400.00)

   6a.
Prior day city ledger
50.00

   6b.
Current city ledger
0.00


-----------

   6c.
Line 6a, less line 6b
50.00

   7.
Total of lines 5c and 6c
(350.00)

   8.
Line 4, plus line 7
1,250.00

   9a.
Prior day advance guest deposits
0.00

   9b.
Current guest advance deposits
120.00


-----------

   9c.
Line 9b, less line 9a
120.00

  10.
Line 8, plus line 9c
1,370.00

   11.
Cash overages (shortages)
(10.00)


-----------

  12.
Total of lines 10 and 11
1,360.00

   13.
Cash, check and credit-card deposits
1,360.00


-----------

   14.
Variance, line 13, less line 12
$0.00

March 6, 2006
Marin Management, Inc.

DEPOSIT RECONCILIATION WORK SHEET
SAMPLE FORM—DO NOT USE
Hotel: ________________________
For Date: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​________________, 20___

   1.
Total hotel revenue:
 

____________.____

   2.
Total tax receipts posted:

____________.____

   3.
Other non-revenue receipts:

____________.____

(such as F&B)

   4.
Gross receipts: Total of lines 1 through 3:

____________.____

   5a.
Prior day guest ledger:


____________.____

   5b.
Current guest ledger:


____________.____

   5c.
Line 5a, less line 5b:





____________.____

   6a.
Prior day city ledger:


____________.____

   6b.
Current city ledger:


____________.____

   6c.
Line 6a, less line 6b:





____________.____

   7.
Total of lines 5c and 6c:




____________.____

   8.
Line 4, plus line 7:




____________.____

   9a.
Prior day advance guest deposits:
____________.____

   9b.
Current guest advance deposits:

____________.____

   9c.
Line 9b, less line 9a:





____________.____

  10.
Line 8, plus line 9c:




____________.____

   11.
Cash overages (shortages):

____________.____

  12.
Total of lines 10 and 11:



____________.____

   13.
Cash, check and credit-card deposits:



____________.____

   14.  
Variance, line 13, less line 12:




____________.____

July 20, 1999
7171. INVENTORIES
A. The Purpose of This Policy
The posting of inventory accounts is an important part of accrual accounting, because inventories affect some cost-of-goods categories and some departmental direct expenses.  This policy describes how we handle inventory accounts to achieve consistent and accurate financial reporting.
B. The General Manager's Responsibility
The general manager is responsible for assuring that department supervisors take inventories that are timely and accurate.  The general manager is also responsible for assuring that inventory are accurately extended, totaled and recorded according to the schedule in the Hotel-specific Accounting Information Guide.  He or she is also responsible for promptly submitting these inventories to the accountant.  Where applicable, the housekeeping supervisor takes linen inventories; the guest services manager takes sundry inventories; and the director of food and beverage takes food and beverage inventories.

C. Inventory Accounts
Where applicable, we list the following inventory accounts as assets on the balance sheet:

· Restaurant and banquet food: Use where restaurant and/or banquet services are provided.

· Breakfast (complimentary) food: We routinely take inventory of breakfast food only for determining the quantities of food to be purchased, but we report a detailed inventory of breakfast food at the end of every year.  Throughout the year, we report a fixed amount for breakfast food on the balance sheet.  This amount is changed for the year-end financial statements to report the actual value of the breakfast food and the actual cost.  (Note, the general manager may, at his or her choice, take month-end inventories of breakfast food to measure the actual cost, but these inventories are not reported on the financial statements.)
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C. Inventory Accounts (Cont.)

· Beverage: Where applicable, we take a detailed inventory of all liquor, beer, wine and mix at midnight on the last day of every month.  We inventory unopened and opened bottles of liquor to the nearest one-tenth of a bottle.

· Rooms linen and terry: On the last day of every month we inventory the highly consumable linen and terry items for the rooms department, including all sheets, pillow cases, towels (including pool towels), bath mats and wash clothes.  We calculate the value of these products as follows:


Unused, uncirculated linen and terry:

100% of the purchase price


Circulated (in use or washed) linen and terry:
50% of the purchase price

We do not take the inventory (for financial reporting purposes) of linen and terry that are consumed more slowly, such as blankets, mattress pads, pillow covers, pillows and bedspreads.  These items are expensed in the month they are purchased or accrued over several months.

· Sundries: At midnight on the last day of every month, we take a detailed inventory of all items available for sale in the sundry shop.  We report the value of this inventory on the balance sheet.


We do not take inventory of (for purposes of financial reporting) or report the following as assets.  The following are expensed in-full or in-part for the month they are put into service:

· Banquet linen

· Guestroom bath amenities

· Guest supplies

· Laundry chemicals

· Pool chemicals

· Postage stamps and postage on the postage meter

· Sales printed (collateral) materials

D. Inventory Procedures


Use preprinted inventory sheets to take physical inventories.  Use Excel® spreadsheets to report and calculate the value of the inventories.  The general manager reviews and submits detailed inventory sheets to the accountant no later than noon on the third business day of every month.
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E. Calculating Cost of Goods and Direct Expenses
For most expense items, the accountant records the entire amount of the purchase (including tax and freight) to the expense line for the financial period in which the goods or services are received.  But the procedure is different for the inventory items listed above.  To calculate the cost of goods and expense of inventoried items listed use the following formula for each financial period:

Opening inventory, plus purchases, plus/minus adjustments, minus ending inventory equals cost of goods.

Following is an example:

	Opening inventory
	$10,400

	Purchases made during the period
	3,800

	Total available inventory
	$14,200

	Ending inventory
	10,100

	Cost of goods (or direct expense)
	$4,100


In the above example, the cost of goods was $4,100 for the period, although only the value of $3,800 of goods were purchased during the period, because the inventory decreased $300.

Adjusting entries may be made for any number of reasons, such as product purchased as beverage but used for cooking.
F. Accounting Entries for Inventoried Items
The accounting software automatically calculates the formula described in the prior section when you correctly make the inventory postings. Make the following transaction postings to post the entry of an inventory item:

Debit:

The inventory account

Credit:

The bank account from which the payment was made

At the end of the financial period post the decrease in the value of the inventory (as a positive number) or the increase (as a negative number) as follows:

Debit:

The expense account
Credit:

The inventory account

May 31, 2008
7172. ACCRUAL OF PREPAID EXPENSES
A. The Purpose of This Policy
Prepaid expenses are those expenses paid before we receive the goods or services.  For the accrual method of accounting, it is important to record these expenses accurately.

B. Procedure for Prepaid Expenses
Prepaid expenses may include advance payments on insurance, rent, printed materials, maintenance contracts, franchise fees, etc.  Prepaid expenses are assets.  An asset account is established for all major prepaid expense categories.  To post a prepaid expense at the time of the payment, the accountant posts the following balance sheet transactions:

Debit:

The prepaid expense asset account

Credit:

The bank account from which the payment was made

At the end of every financial period, check to see if any part of any prepaid expense has been consumed by receiving the goods or services.  For example, if a prepayment was made for a six-month maintenance contract, each month one-sixth of the amount would be consumed by our use of the service.

When we use the service or receive the goods, post the transaction as follows:

Debit:

The expense account

Credit:

The prepaid expense asset account
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7173. ACCRUED LABOR EXPENSE
A. The Purpose of This Policy
Payments for salaries, wages, payroll taxes and benefits may occur in financial periods different from when we incurred the obligation to pay for them.  Therefore, we need to make adjusting entries to report the actual labor expense in the correct financial period.  The purpose of this policy is to assure that adjusting entries are made consistently and in a manner that most accurately show the Company’s financial performance for each financial period.
B. Accrual of Salaries and Wages
The second pay period of each month ends on the last day of the month, but it is not paid until the following month.  So, if the paychecks are dated as of the payday (rather than as of the last day of the month), the accountant makes adjusting entries.

When the amount of the pay period's salaries and wages is known for each payroll expense account, make the following entries as of the last day of the previous month:

Debit:

Each salary and wage account

Credit:

Liability account, accrued payroll

On the day the paychecks are prepared post the following transactions:

Debit:

Liability account, accrued payroll

Credit:

The bank account from which the payments were made

C. Accrual of Bonuses
Handle bonus liabilities and payments similarly to salaries and wages.  Post the liability when it occurs and debit the liability when it is paid.
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D. Accrual of Payroll Taxes
The accountant allocates the expense for payroll taxes to the financial period (month) in which the payroll obligation occurred—not the month in which the taxes were paid.  This allocation is by department.
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7174. ACCRUED VACATIONS
A. The Purpose of This Policy
The purpose of this policy is to assure that vacation expense is shown in the financial period in which our obligation to pay it occurred, rather than in the financial period in which the vacation was taken.

B. Vacation Policy
The amount of vacation accrued, if any, depends on our vacation policy.  In California, our employment policies specify that vacations are accrued daily or monthly.  In other states, they are earned on each employee's anniversary date.  The amount of vacation time earned depends on amount of hours worked, exempt status and number of years with the Company.  See the Hotel Employee Handbook before calculating earned and accrued vacation.
C. Calculating Earned and Accrued Vacation Expense
To calculate the amount of earned vacation pay, the anniversary date is moved back to adjust for leaves of absence.  Employees do not earn vacation pay while on leave of absence.  For example, if an employee took a six-month leave of absence, his or her vacation-earned date would be moved back six months after his or her anniversary date.

For accounting purposes, we incur the liability to pay for vacation time on the anniversary (or adjusted anniversary) date of each employee.  On each employee's anniversary date, calculate the vacation time earned and multiply it times the wage or salary rate.  Use that amount to make the following postings:

Debit:

Department vacation expense

Credit:

Liability account, vacation accrual

The accounting administrator (general manager or office manager) keeps a chronological list of employees' anniversary dates (and adjusted "anniversary" dates) to assist with efficiently making the above entries.
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C. Calculating Earned and Accrued Vacation Expense (Cont.)

To generate the vacation paycheck, use the Hourly Final Vacation Pay Worksheet or the Salaried Final Vacation Pay Worksheet (available on MMI Team Site).  Use both if the employee was both hourly and salaried during his or her employment.  Post the amount of the gross salary or wage as follows:

Debit:

Liability account, vacation accrual

Credit:

Bank account from which the payment was made

June 4, 2008
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HOURLY FINAL VACATION PAY WORKSHEET

For non-California Hotels

Hotel: ______________________
	Employee name:


	Soc. Sec. or I.D. Number
	Hire date:


	Termination date:



	Calculation of eligible days:

Days of employment:
______

Less ineligible days:
(______)


(See Note 1)
Net eligible days:
______

Full eligible years:
______


(See Note 2)



	Calculation for Hourly Employees

	
	Full Year

(See Note 3)
	Avg. Hours

Per Week

(See Note 4)
	Earned Vacation Hours

(See Note 5)

	
	One:
	
	

	
	Two:
	
	

	
	Three:
	
	

	
	Four:
	
	

	
	Five:
	
	

	Comments:
	Other _________:
	
	

	
	Total hours earned:
	

	
	Less vacation hours prior paid:
	(


)

	
	Remaining hours to be paid: 
	

	Hourly wage:

(See Note 6)
	$
	Amount due:

(See Note 7)
	$


Note 1, Ineligible Days: Ineligible days include time off for leaves of absence and suspensions.

Note 2, Full Eligible Years: The number of years of full eligibility is equal to the number of days of eligibility divided by 365 rounded down to the nearest full year.

Note 3, Full Year: The number of years may not exceed the number of eligible years shown in the column to the left.

Note 4, Average Hours per Week: May not exceed 40 hours per week.

Note 5, Earned Vacation Hours: If the average number of hours is below the average required for full-time status, the number of earned vacation hours is zero.  For full-time hourly employees, the number of earned vacation hours is equal to the average number of hours worked per week times the number of weeks vacation pay shown on the table for hourly employees in the Employee Handbook.  Round to the nearest whole hour.

Note 6, Hourly Wage: The hourly wage used for this calculation is the wage rate on the date of termination.

Note 7, Amount Due: The amount due is the hourly wage times the remaining hours to be paid.

Form 6685-A
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SALARIED FINAL VACATION PAY WORKSHEET

For non-California Hotels

Hotel: ________________________
	Employee name:


	Soc. Sec. or I.D. Number
	Hire date:


	Termination date:



	Calculation of eligible days:

Days of employment:
______

Less ineligible days:
(______)


(See Note 1)
Net eligible days:
______

Full eligible years:
______


(See Note 2)



	Calculation for Salaried Employees

	
	Full Year

(See Note 3)
	Earned Vacation Days

(See Note 4)

	
	One:
	

	
	Two:
	

	
	Three:
	

	
	Four:
	

	
	Five:
	

	Comments:
	Other ____________:
	

	
	Total days earned:
	

	
	Less vacation days prior paid:
	(


)

	
	Remaining days to be paid: 
	

	Daily salary:

(See Note 5)
	$
	Amount due:

(See Note 6)
	$


Note 1, Ineligible Days: Ineligible days include time off for leaves of absence and suspensions.

Note 2, Full Eligible Years: The number of years of full eligibility is equal to the number of days of eligibility divided by 365 rounded down to the nearest full year.

Note 3, Full Year: The number of years may not exceed the number of eligible years shown in the column to the left.

Note 4, Earned Vacation Days: If the average number of days is below the average required for full-time status, the number of earned vacation days is zero.  For full-time salaried employees, the number of earned vacation days is equal to the number shown on the table for salaried employees in the Employee Handbook.

Note 5, Daily Salary: The daily salary used for this calculation is the annual salary rate on the date of termination divided by 260.

Note 6, Amount Due: The amount due is the daily salary times the remaining days to be paid.
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7181. COLLECTING AND REPORTING SALES TAX
A. The Purpose of This Policy
State laws require retailers to collect, report and pay to state sales taxes for certain goods sold.  The purpose of this policy is to assure compliance with those laws.

B. Responsibility
The general manager and the accountant are responsible to know which goods are subject to sales tax and the sales tax rate.  The general manager is responsible for accurate collecting the daily reporting to the accountant of retail sales subject to sales tax and the amount of sales tax collected.

The accountant is responsible for the accurate monthly posting of sales tax liability.  The accountant is also responsible for preparing the sales tax period (usually monthly or quarterly) and annual State Sales & Use Tax Return and paying the amounts due to the state.

C. Sales Tax Rates
The general manager and the accountant are responsible to know which goods are subject to sales tax and the sales tax rate.  The general manager is responsible for accurate collecting the daily reporting to the accountant of retail sales subject to sales tax and the amount of sales tax collected.

The accountant is responsible for the accurate monthly posting of sales tax liability.  The accountant is also responsible for preparing the sales tax period (usually monthly or quarterly) and annual State Sales & Use Tax Return and paying the amounts due to the state.
D. Recordkeeping
Keep records of retail sales, sales tax collected and sales tax paid to the state for at least six years.
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E. Tax Law Changes
Tax rates and laws change occasionally, so check with the state taxing authority and review its bulletins regularly.
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7182. SELLER'S PERMITS
A. The Purpose of This Policy
State law requires that any business selling goods subject to sales tax obtain and conspicuously display a Seller's Permit.

B. Displaying Permits
Keep the original Seller's Permits on display at the Hotel.  Keep a copy of the Seller's Permit on file at the Hotel’s administrative office.
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7192. COST OF GOODS FOR COFFEE BREAKS
A. The Purpose of This Policy

We use soft drinks and other beverages for meeting coffee breaks, which we report as food revenue.  Because the Hotel receives, inventories and expenses these products as beverage, we will inaccurately calculate beverage and food costs if we do not make adjustments.  The purpose of this policy is to more accurately report the cost of beverage food by applying food cost to the revenue for coffee breaks.  In hotels without food cost (such as hotels without a restaurant), beverages for coffee breaks may have been allocated to breakfast food when received.
B. Responsibility


The accountant is responsible for allocating food and beverage costs for coffee breaks.

C. Procedure

At the end of each financial period make the adjustments shown on the following table:

	Table 7192. ALLOCATION OF COST OF GOODS FOR COFFEE BREAKS

	Debit
	Credit
	Amount

	Cost of food (banquet department)
	Cost of breakfast food
	15% of coffee-break revenue

	
	Cost of beverage
	10% of coffee-break revenue
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7193. ACCOUNTING FOR BANQUET SERVICE CHARGES
A. The Purpose of This Policy
The purpose of this policy is to define the Company's approved procedures for receiving, posting and distributing banquet service charges.

B. Overview
"Service charges" are amounts collected, mostly on behalf of service employees, for banquet services, usually calculated as a fixed percentage of the portion of revenue subject to the service charge.

"Labor charges" are not service charges.  Labor charges are fixed dollar amounts (not based on a percentage of revenue) for special services provided to customers that are not included in other charges.  For example, a bartender charge, a meeting room setup charge and a charge for a security guard or all labor charges, not service charges.

Service charges can also be distinguished from labor charges by recognizing that some service charges collected are passed through to service staff and other employees, but labor charges are entirely the Hotel's receipts.
Be careful when referring to banquet service charges as “gratuities” or “tips”.  They are not.  Gratuities and tips general belong to the service team members and are not controlled by the Hotel.
C. Responsibility for Banquet Service Charges
The supervisor of each banquet event is responsible for preparing accurate and timely banquet checks with entries for service charges and tip distribution sheets.  The accounting administrator is responsible for the accurate and timely collection, posting and distribution of banquet service charges.

D.  Accounting Treatment of Banquet Service Charges
The accountant treats service charges as follows:

· When the service is delivered and all or part of the service charge is passed on to employees: Non-revenue receipts (a pass-through, similar to transient occupancy taxes)
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D.  Accounting Treatment of Service Charges (Cont.)

· Amounts due from customers: Accounts Receivable or the customer's account number
· Amounts collected or uncollected due employees: Accounts Payable, Banquet Service Charges
E. The Service Charge Amount
Catering and sales team members quote, contract and invoice service charges for all food and beverage revenue for meals, coffee breaks and receptions.  Do not apply service charges to the following:

· Room rent

· Audio-visual and other equipment charges

· Labor charges, such as setup, security and bartender charges

· Non-revenue receipts, such as sales tax

· Pass-through charges, such as flowers

See the Hotel-specific Accounting Information Guide for the Hotel’s service charge percentage.  The service charge percentage may not be changed without the approval of the regional manager.
F. Treatment of Sales Tax for Service Charges
For customer invoicing, apply sales tax to service charges.  Do not apply service charges to sales tax.

G. Distribution to the Hotel

See the Hotel-specific Accounting Information Guide for the amount of banquet service charges retained by the Hotel.

H. Distribution to Hourly Service Team Members
No distribution of the hourly service staff's portion of the service charge may be made to an employee who did not serve or set up the function for which the service charge was generated.  Additionally, the following policies apply to distribution of the hourly service staff's portion of service charges:
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H. Distribution to Hourly Service Staff (Cont.)

· Hourly employees who set up, but who did not serve, a function (banquet house persons and others) may receive a portion of the service charge designated for hourly service staff.  The total of all distributions to set-up staff may not exceed 20% of the total hourly service staff's portion for any function, however.

· Hourly service staff members working approximately equal amounts of time receive equal portions of the service charge.  Others working a lesser or greater amount of time receive amounts of the service charge approximately proportionate to the time worked.

· No salaried employee may receive any part of the service charge dedicated to hourly service staff, even if he or she worked as service staff for a function.

· Any employee receiving a fixed allocation of service charges (such as the food and beverage manager, catering coordinator or lead cook) may not receive any part of the service charge dedicated to hourly service staff.

The general manager may approve a variance from the policies in this section, "I. Distribution to Hourly Service Staff," but not on an ongoing or permanent basis for multiple functions.

I. Treatment as Payroll
Pay all banquet service charges to employees on payroll checks and with payroll tax deductions.  We do not pay any banquet service charges to employees in cash or non-payroll checks.

We do not use banquet service charges for calculating overtime rates, holiday pay, sick pay, jury pay or vacation pay rates.  The Company reserves the right to collect from employees any overpayment of banquet service charges.

J. Treatment of the Hotel Portion of Service Charges
Treat the Hotel portion of the service charge as revenue, allocating to account, "Revenue, Banquet Service Charges".
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K. Policy Distribution and Confidentiality

As with other forms of employee compensation, our policies for distribution of banquet service charges are confidential.

L. Changes to This Policy
This policy may only be changed in writing.  This policy is not an employment contract nor is it part of any other contract.  Except as described in this policy, Section I, only the president of Marin Management, Inc. may revise this policy.  The Company may alter, amend or revise this policy at any time at its sole discretion.
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7194. EMPLOYEE MEALS

A. The Purpose of This Policy

When meals are provided to our team members, there are effects on taxes and other accounting issues.  The purpose of this policy is to describe our accounting policies regarding employee meals.

B. Applicable Tax Law


When an employer provides a meal to an employee or reimburses an employee for a meal, only 50% of the cost of that meal may be deducted as a business expense. When on-premise meals are routinely provided free to employees, the tax law is less precise.  If free meals are provided to employees as a part of their compensation, the employer may deduct only 50% of the cost of the meals, and the employees must pay federal income tax for the value of the meal.
  If more than half the on-site free employee meals provided are for the employers’ convenience, all the free meals are fully tax deductible, and the employees do not pay income tax for the meal.


A federal court ruling was not sufficiently specific to easily identify when employee meals are being provided for the employer’s convenience and when they are being provided as an employee benefit.  An example of on-site meals provided for the employers’ convenience (and, therefore, fully deductible as a business expense and not taxable income for the employees receiving the meals) are when employers require employees to stay at their work location during meal breaks.  Because of the laws vagueness, consultation with a tax attorney is recommended when regularly providing on-site employee meals.

C. California Payroll Taxes for On-Site Employee Meals


Where we do not routinely provide on-site employee meals to our employees, there are no special accounting requirements.  In California, when on-site employee meals are provided, there are payroll tax effects.  As shown on the following table, the values of the meals must be reported as income for the purpose of calculating state unemployment insurance (UI) and disability insurance (DI).  For California’s current tax values for on-site employee meals, go to the following Web-site:

www.edd.ca.gov/Payroll_taxes/Rates_and_Withholding.htm#2008MealsandLodgingValues
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D. Food Cost Credit for On-Site Employee Meals


We credit food cost for on-site employee meals in the same amount as the California value shown on the previous table.


E. Our Accounting for Reimbursed Meals and Entertainment


To be reimbursed, employees must submit an Expense Report with original receipts for business meals and entertainment.  The maximum reimbursed tip is 15% of the cost of the food and beverage without sales tax.


We post the cost the reimbursement to an employee for a meal to the departmental expense line for “entertainment & meals.”  We do not include the cost of meals with travel expenses, even if they occurred during travel. 
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Section 7200
FINANCIAL REPORTING

“Being good in business is the most fascinating kind of art. . . . Making money is art and working is art and good business is the best art.”  --Andy Warhol
Section 7200: Internal Financial Reporting
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7205. MMI DAILY REVENUE REPORT
[This policy is only in PowerPoint format.]
7207. MMI DAILY LABOR REPORT
[This policy is only in PowerPoint format.]
7210. DAILY REPORTS PACKAGE
A. The Purpose of This Policy
The "daily reports package" is the group of reports sent from the Hotel to the off-site accounting office.  The purpose of the reports package is to provide the accountant with information needed to post daily accounting transactions.

B. Summary
The accounting administrator (the general manager or office manager) sends daily reports to the accounting office by e-mail, facsimile and/or mail.  All reports sent by facsimile are mailed, so that higher-quality reports can be stored.  Not all mailed reports are sent by facsimile, however, because some reports are not urgent.

C. Responsibility
The accounting administrator (or, in the absence of that position, the general manager) is responsible for sending daily reports to the accountant and management-company office every business day.

D. Hotel’s Daily Procedure
Every day by the time required, the accounting administrator or general manager sends the following reports by facsimile transmission or e-mail to the attention of the accountant:

· Transaction Totals by Item (from the first day of the year through the subject day).

· General Cash Report (for subject day).  (Fill in the over/short space by hand.)

· Electronic data capture (EDC) Batch Totals report and bank deposit form (photocopied onto a single sheet for faxing).

Do not use a fax cover page when transmitting the above reports.  Additionally, the general manager arranges for the following reports to be mailed to the accountant for every day's business:

· All of the reports previously sent by facsimile.
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D. Hotel’s Daily Procedures (Cont.)

· Hotel Guest Ledger by Name (for the subject day).

· Ledger Audit Trail ("detail" format for the subject day).

· Hotel Statistics (from the first day of the year through the subject day).

· Posting Journal (All types, for the subject day).

· Tax Exempt Accounts Report (for the subject day).

· Bank deposit receipt(s) (the one the bank gives us).

E. Accountant’s Daily Procedures
If the accountant does not receive a daily report package (or receives an incomplete package) by the scheduled time, he or she telephones the general manager.  If reports are more than a day late, the accountant contacts MMI’s regional manager.

The accountant uses the reports sent by facsimile transmission for daily postings (see the section "Daily Postings"), then discards them.  The accountant sorts and files the reports received by mail.  (This is an important safeguard in case a hotel's electronic and paper records are destroyed by fire or other catastrophe.)

F. Related Policies


Also see the following policies:

· 1760. Night Audit Package

· 1820. Daily Financial Controls
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7212. MONTH-END REVENUE REPORTS
A. The Purpose of This Policy

The Hotel’s accountant needs certain information to prepare monthly financial statements.  This policy describes the monthly revenue reports sent from the Hotel to the off-site accountant.

B. Procedure

The accounting administrator (or, in the absence of that position, the general manager) faxes or e-mails reports for the prior month to the accountant no later than the first business day of every month.  The reports vary depending on the methods of the organization doing the accounting, but the following list is typical: 
· Ledger Audit Trail Summary
· Hotel Guest Ledger by Name
· Accounts Receivable Aging by Name
C. Recordkeeping

Record all transmissions of documents in MMI Hotel Central®.
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7221. ANNUAL OPERATING BUDGETS
A. The Purpose of the Annual Operating Budgets
We use operating budgets to plan the financial performance of the business units managed by the Company.  Annual Operating Budgets provide a forecast for investors and a benchmark for the Hotel’s operators.
B. Responsibilities for Budgets
The general manager is responsible for preparing and presenting for approval an Annual Operating Budget.  MMI’s regional manager approves or disapproves the proposed Annual Operating Budget.  When approved, the accountant is responsible for entering the month-by-month, line-by-line amounts from the budget PDF file into the corresponding accounts of the Hotel’s accounting software.

C. Budget Format and Instructions
Use MMI’s Budget Model (BudModel®) software for preparing the Hotel’s annual budget.  Instructions for BudModel are contained within the program.  Retrieve the latest BudModel version from MMI Team Site.
D. Budget Revisions
Revisions to an approved Annual Operating Budget require the approval MMI’s regional manager.

E. Ownership and Confidentiality of Budgets
All budgets are confidential Company property.  Budgets and the information that they contain is confidential and may not be distributed to anyone outside of the Company without the approval of the president, Marin Management.
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F. Distribution of Budgets


Only MMI operational team members may distribute budgets.  Hotel general managers on other Hotel team members may not.  MMI distributes electronic PDF budget files to the Hotel owner(s), the MMI area/regional manager or group vice president, the Hotel accountant and MMI’s headquarter offices.
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7231. OVERVIES OF FINANCIAL STATEMENTS
A. The Purposes of Financial Statements
The purposes of Financial Statements is to report on the financial health of the business.  Taxing agencies also require financial statements.

B. Reporting Periods
Our fiscal year is the calendar year, January 1 through December 31.  Our reporting periods are the twelve calendar months of the year.

C. Types of Financial Statements
There are three core financial statements:

· The Balance Sheet

· The Statement of Changes In Financial Position

· The Income Statement

The Income Statement is often referred to as the "Profit & Loss Statement" or "P&L."  More information about specific Financial Statements is contained in the following three sections, Balance Sheets, Statements of Changes in Financial Position and Income Statements.

D. The Accounting Method
See the sections of this Guide titled "Accounting Method" and "Chart of Accounts" for guidelines on our accounting methods used.

E. Responsibilities
The accountant is responsible for preparing and distributing accurate and timely Financial Statements.  Hotel general managers are responsible for providing them with accurate and timely information needed by the accountants,
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F. Timeliness of Financial Statements
The accountant distributes the first draft of the Financial Statements according to the agreed schedule—preferably by the 10th day of the month for the period ending the last day of the prior month.  He or she also distributes the "final" or corrected draft according to the monthly due date—preferably by the 15th day of the month.  See the Hotel-specific Accounting Information Guide for your hotel’s schedule.

G. Ownership and Confidentiality of Financial Statements
All financial statements are the property of the hotel owner.  The information they contain is confidential and should not be distributed other than as shown in the Hotel-specific Accounting Information Guide without the approval of the hotel owner or the president of MMI.

H. Recordkeeping
We keep Financial Statements for business unit managed by the Company electronically or in print for 20 years from the date of the statements.  Marin Management does not have any responsibility to keep financial records for hotels no longer managed by the Company.
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7232. BALANCE SHEETS
A. The Purpose of Balance Sheets
A Balance Sheet provides an itemized summary of the business's assets and liabilities for a specific moment, such as the end of a financial period.  Balance Sheets are required by government tax agencies.

B. Responsibility, Distribution and Timeliness
The accountant is responsible for preparing and distributing Balance Sheets according to the schedule described in the Financial Statements section of this Guide.

C. Balance Sheet Format
The accountant organizes the sections and subsections of Balance Sheets according to the format shown on the example following this section.  Following is additional information on the minimum standards for the Balance Sheet:

· It must contain the date.  Note that, unlike Income Statements that report on financial events occurring over a period of time, Balance Sheets report on a financial condition for a specific moment in time.

· It must contain the date printed.  Adherence to these standards prevents confusion as to which revised version is more current.

D.  Balancing
Balance Sheets must balance.  That is, the total of all assets must equal the total of all liabilities (including net worth or equity).

Also, the increase (or decrease) in net worth or equity from the most recent Balance Sheet must equal the profit (or loss) shown on the Income Statement for the period between the two Balance Sheets.

Before distributing, the accountant checks to be certain that the Balance Sheet balances to itself and to the Income Statement.   If it does not balance, locate and correct the error before distributing either document.
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7233. STATEMENTS OF CHANGES


IN FINANCIAL POSITION
A. The Purposes of Statements of Changes in Financial Position
A Statement of Change in Financial Position provides an itemized summary of the business's assets and liabilities for at the end of two financial periods and the change from the first period to the second.  The Statement of Change in Financial Position is most often used to evaluate the uses of cash.
This statement also makes it easy to identify major changes in assets and liabilities.  For example, use this statement to quickly check changes in accounts receivable, house funds, cash on hand and guest ledger.
B. Responsibility, Distribution and Timeliness
The accountant is responsible for preparing and distributing the Statement of Change in Financial Position with the other financial statements and according to the schedule described in the Financial Statements section of this Guide.

C. The Format of the Statement of Change in Financial Position
The far-left column of the Statement of Change in Financial Position is the title column and is identical to the Balance Sheet title column.  To the right it has three data columns titled as follows:

· As of mm/dd/yy (date of the end of prior financial period)

· As of mm/dd/yy (date of the end of this financial period)

· Change
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7234. INCOME STATEMENTS
A. The Purposes of Income Statement
The Income Statement (also called Profit and Loss Statement and P&L) reports revenue, expense and profit information for specific financial periods.  It is the essential tool for measuring past financial performance.
B. Responsibility, Distribution and Timeliness
The accountant is responsible for preparing, checking and distributing Income Statements with other financial statements according to the schedule described in the Financial Statements section of this Guide.

C. Departmental Format and Schedules
Income Statements for the lodging industry are departmentalized.  That is, they have schedules for each hotel department and a recap page summarizing hotel totals.  We departmentalize revenues and expenses for the following reasons:

· So that we can evaluate the financial performance of each department as a profit center;
· To comply with lodging industry standards for financial reporting;
· So that department heads and supervisors can be held accountable for the financial performance of their areas of control; and
· So that we can identify and correct specific areas of deficient financial performance.
The Uniform System of Accounts for the Lodging Industry (USALI) has specific requirements for each schedule of the Income Statement
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C. Income Statement Departmental Format and Schedules (cont.)
According to USALI standards, the Income Statement pages are presented in the following order:

Hotel Recap

Schedule 1, Rooms Department

Schedule 2, Food and Beverage

Schedule 2-1, Food Department

Schedule 2-2, Beverage Department

Schedule 3, Other Operated Departments

Schedule 3-1, Telecommunications Department
Schedules 3-2, etc., Other Operated Departments (parking, minibar, etc.)
Schedule 4, Rentals and Other Income
Schedule 5, Administrative & General

Schedule 6, Sales Department

Schedule 7, Property Operations
Schedule 8, Utilities
Schedule 9, Management Fees
Schedule 10, Rent, Property and Other Taxes

Schedule 11, House Laundry

Schedule 12, Employee Cafeteria (if applicable)

Schedule 13, Payroll-related Expenses
Other Statistics
Revenue departments have revenue lines on their departmental schedules; non-revenue departments do not.  Some departments have labor expense and some do not.  Following is a summary:

	Departments with payroll:
	Rooms department

Food department

Beverage department

Telephone department (only if there are telephone operators)

Administrative and general

Property operations (maintenance)

Sales and marketing

House laundry
Employee cafeteria (if applicable)

	Departments without payroll:
	Rentals and other income
Utilities

Management fees

Rents, property and other taxes
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C. Income Statement Departmental Format and Schedules (cont.)

Payroll departments have lines for salaries and wages, payroll taxes and benefits on their departmental pages; non-payroll departments do not.  One department—house laundry—has its entire expense total allocated to other departments based on a predetermined allocation.
D. Income Statement Columns
In addition to the title column, the Income Statement contains at least six columns separated into two sections of three columns each.  The two sections are titled as follows:


Current Period (or Current Month)

Year-to-Date
The columns within both of those sections are titled as follows:

Actual

Budget

Last Year
Actual

Budget

Last Year
Most have columns for percentages, and some add columns for variance from the prior periods.
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E. Checking the Income Statement before Distribution
The accountant checks the Income Statement before distribution for two things:


Reasonableness


Balancing

"Reasonableness" means checking the Income Statement for obvious errors, such as the following:

· Unusually large numbers
· Negative numbers that are usually positive
· Zeros in accounts that usually have amounts
· Error messages
· Percentage cells that did not calculate
· Statistical entries that added into dollar totals
Balancing means checking certain relationships of numbers within the Income Statement and between the Income Statement and the Balance Sheet.  Check the following before distributing the Income Statement:

    1.
The net profit for the current period equals the increase in net worth (or equity) for the same period on the Balance Sheet.  Also, check that the year-to-date profit equals the year-to-date growth in net worth.
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E. Checking the Income Statement before Distribution (Cont.)

    2.
The total hotel labor expense equals the sum of all of the departmental labor expense lines.  Check that the same is true for salaries and wages and each benefit and payroll tax category.

    3.
The total house laundry department expense equals the total allocated to the rooms, food and other departments.

The general manager should also check Income Statements for reasonableness and errors.  If changes are made to prior period’s Income Statements, recheck all of the above.

May 14, 2010
7241. DISTRIBUTION OF FINANCIAL STATEMENTS

A. The Purpose of This Policy

The purpose of this policy is to promote the security of the Hotel’s financial information by limiting the distribution of financial statements.

B. Distribution Policy


The accountant distributes the monthly financial statements according to the distribution list shown in the Hotel-specific Accounting Information Guide.  No additional distribution of financial statements or other financial information may occur without the expressed approval of the Marin Management area/regional manager or group vice president.
May 16, 2010
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7301. PAYROLL SUMMARY
A. The Purpose of This Policy
This section introduces our basic payroll procedures and policies.

B. Payroll Confidentiality
All employee wage and salary information is confidential.  All Company employees, agents and vendors who have access to wage and salary information must handle payroll information confidentially and must provide for the security of payroll-related Company records.
C. Payroll Advance Reminder

Reminder: The Company does not allow payroll advances to any Hotel team members, including general managers.

D. Workweek
Our defined workweek affects the calculation of employees' overtime pay, so it is important to consistently use the correct workweek definition.  The workweek begins each Sunday morning at 12:01 A.M. and ends Saturday night at 12:00 midnight.

E. Payment for Break Periods
We do not pay for meal periods, so team members must record time away for meal breaks.  We do not require employees to punch out for 15-minute breaks, because we pay for that time.
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F. Overtime Pay
In accordance with the state laws, California hotels pay time-and-one-half to all non-exempt employees after 40 hours worked in each workweek.  For non-California hotels, other state laws apply.

Each workweek stands alone.  See the section "Wage and Hour Laws" for more information.  Holidays, sick days and vacations do not count as hours worked for overtime purposes.

G. Payroll Responsibilities
The accounting administrator is responsible for reporting accurate and timely payroll information to the payroll service for each pay period.  This information includes the number of hours worked for each employee at regular, holiday and overtime rates for each job category worked by each employee.

The accounting administrator is responsible for reporting new-hire wage rates, changes in wage rates, terminations, vacations and other information related to payroll as those occasions occur.  The accounting administrator reports this information by means of the Company's Personnel Action Form (PAF).

The general manager is responsible for reviewing and approving payroll information and assuring the accuracy of that information before submittal to the payroll service.  The general manager is responsible for reviewing paychecks for accuracy before issuing.  He or she is also responsible for issuing paychecks.

The payroll service is responsible for preparing and distributing to the general manager accurate and timely paychecks in accordance with our payroll policies and applicable law.

H. Payroll Service


See your Hotel-specific Accounting Information Guide for the information on the hotel’s payroll service.

May 30, 2010
May 30, 2010
7303. PAY PERIODS AND PAYDAYS
A. The Purpose of This Policy

This policy establishes how we use pay periods and paydays for team compensation.

B. Pay Period and Payday Policy

See your Hotel Team Benefits Guide for the Hotel policy on pay periods and paydays.  Note, this information should be consistent with posted mandatory labor posters, if applicable.  To avoid claims of discrimination and favoritism, it is essential that general managers and supervisors do not make exceptions to the time and date of paydays.
C. Semi-monthly Pay Periods and Paydays
Most Company-managed hotels use semi-monthly pay periods.  Each year is comprised of 24 pay periods.  Pay periods begin on the first and 16th days of the month and end on the 15th and last days of every month.

Paydays are on the 5th and the 20th days of the month when those days are business days.  When the 5th or 20th day of the month is a Saturday, Sunday or recognized Company holiday, payday is the following business day.  Paydays are not on Company-recognized holidays.

D. Biweekly Pay Periods and Paydays

Occasionally, a hotel may use pay periods of two weeks each.  There are several disadvantages of biweekly pay periods, including the following:
· With biweekly pay periods there are 26 paydays per year, two more than with semi-monthly pay periods.  Biweekly pay periods result in additional payroll-preparation work for the Hotel administrative staff and extra expense for payroll processing.
· Biweekly pay periods do not often begin and end on the same dates as our financial periods (months).  To prepare the financial statements, we must estimate accruals for pay periods spanning two months.  These estimates are not entirely accurate, so the labor expense for each job category is likely to be inaccurately reported on the Income Statement.
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D. Biweekly Pay Periods and Paydays (cont.)
· Labor expense accruals are time consuming to calculate, and they must be reversed for the next financial period.  This results in added time for those preparing accounting journal entries and added opportunity for errors.

E. Shifts Spanning Two Days
For shifts beginning on one day and ending the following day, we consider the date of work to be the day the shift began for purposes of allocation to a pay period.
May 30, 2010
7305. APPROVED JOB TITLES AND ACCOUNTS
A. The Purpose of This Policy
To achieve consistent financial reporting from period to period and hotel to hotel, we must use consistent job titles and payroll expense account numbers.  The purpose of this policy is to achieve consistent payroll expense reporting.

B. Approved Job Titles and Accounts
To review MMI’s approved job position titles, see Team Site.  To see the account numbers for each job title, see the Chart of Accounts.  Hotel staff may not change, add or delete job titles or account numbers without the approval of Marin Management, Inc.  Note that not all MMI-approved job titles are approved for all hotels.
May 30, 2010
7310. PAYROLL TAX INTRODUCTION
A. Overview

Payroll taxes are those taxes collected by employers and based on each employee’s payroll amount.  They may be funded entirely by the employer, the employee or a combination of both.  In the U.S., there are federal, state and, sometimes, local payroll taxes.

B. Federal Payroll Taxes
Federal and state laws require employers to collect and pay certain payroll taxes.  The federal payroll taxing administrative agency is the Internal Revenue Service (IRS).  There are four categories of federal payroll taxes:

· Federal income tax (FIT)

· Federal Insurance Contribution Act (FICA) tax (social security)
· Medicare
· Federal unemployment tax (FUTA)

These taxes are described in more detail in later sections.

C. State Payroll Taxes
Examples of state payroll tax authorities include the following:

· California: Franchise Tax Board

· Nevada: Nevada Department of Employment Development
ALLISON
Following are California’s state payroll taxes:

· State unemployment tax (SUTA)

· State training tax

· State disability insurance (SDI)

These taxes are described in more detail in later sections.
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D. Local Payroll Taxes
Some cities and counties have additional payroll taxes, but there are no local payroll taxes in the cities or counties where MMI operates hotels.

E. Wages Subject to Payroll Taxes
Generally, all compensation to employees, including wages, overtime pay, bonuses, holiday pay, vacation pay, sick pay, personal time and commissions, is subject to payroll taxes up to the limits for each tax category.  There are exceptions for some meals and other compensation discussed in other sections of this Guide.

F. Payroll Tax Year
The state and federal payroll tax year is the calendar year, regardless of a Company's fiscal year.

G. Changes in Tax Laws
Tax laws change frequently, so regularly check Internal Revenue Service and state tax bulletins and online information.
June 8, 2010
7312. FEDERAL INCOME TAX
A. Summary
Employers withhold federal income taxes (FIT) from employees' wages and disburse the amounts withheld to the federal government.

B. FIT Tax Rates
Federal income tax withholding rates vary according to each employee's income and number of allowance.  See the withholding tables online or in IRS Circular E for FIT rates.

June 8, 2010
7314. FICA TAXES
A. Summary
Employers withhold Federal Insurance Contribute Act (FICA) taxes from employees and pay FICA taxes to the federal government.  The amount withheld from employees' wages and the amount paid directly by employers are the same.  FICA taxes are in two parts: Social Security taxes and Medicare taxes.
B. Social Security Tax
See the IRS online site for the Social Security tax rates.

C. Medicare Tax
See the IRS online site for the Medicare tax rates.
June 8, 2010
7316. FEDERAL UNEMPLOYMENT INSURANCE TAX
A. Overview
The federal unemployment insurance (“FUI” or “FUTA”) is a payroll tax on employers.  The rate is 0.8% of the first $7,000 of each employee's wages each year, so the maximum amount is $56 per employee per year.  Employers pay the employment training tax when they file Form 940, "Employer's Annual Federal Unemployment (FUTA) Tax Return" (see that section of this Guide for additional information).  Employees do not pay any portion of the federal unemployment tax.
B. FUTA Procedures
The payroll service determines the amount of the additional liability for federal unemployment insurance tax due after each pay period.  At that time, the accountant increases the liability account for federal unemployment tax by that amount.

The total amount due is reported on annually Form 940.  When paid with the filing of Form 940, the accountant reduces the liability account by the amount paid.

C. How Employee Turnover Affects FUTA Tax Expense

The Company’s FUTA expense increases when employee turnover increases, because employers pay FUTA on the first $7,000 in wages per year per employee.  So, for example, the tax for two employees earning $7,000 per year each is twice as high as the FUTA tax for one employee making $14,000 per year.

July 12, 2010
7317. STATE UNEMPLOYMENT INSURANCE TAX
A. Overview
State unemployment insurance tax (SUTA) (also called "unemployment insurance", "SUI" and "UI") is an employer-paid payroll tax.  Most states tax the first $7,000 of employees’ annual wages, which is the same amount used for the federal unemployment tax.

B. SUTA Rates
Many state unemployment tax rates differ for each employer, depending on each employer's record for unemployment compensation.  Usually the rate is adjusted annually.  Most states issue annual reports to employers showing activity on the unemployment insurance account and the new SUTA rates for the coming calendar year.


It is important that we control our expense for unemployment insurance.  So, the general manager and accountant should review this report for accuracy.  See the Hotel-specific Accounting Information Guide for your hotels SUTA rate.

C. How Employee Turnover Affects SUI Tax Expense

The Company’s SUI expense increases when employee turnover increases, because employers pay SUI on the first $7,000 in wages per year per employee.  So, for example, the tax for two employees earning $7,000 per year each is twice as high as the FUTA tax for one employee making $14,000 per year.

July 12, 2010
7322. MINIMUM WAGE

A. The Purpose of This Policy

The purpose of this section is to assure the Company’s compliance with minimum wage laws.

B. Minimum Wage Jurisdictions

The federal government sets the federal minimum wage for the U.S., but some states (and even some cities) set minimum wage rates that are higher.  The prevailing minimum wage rate that employers must use is always the highest among federal, state and local laws.

C. Federal Minimum Wage

For the current federal minimum wage rate, go to the U.S. Department of Labor Web-site at http://www.dol.gov/dol/topic/wages/minimumwage.htm.

D. State Minimum Wages


For the applicable state minimum wage, see your Hotel-specific Accounting Guide or visit your state government’s Web-site:
Arizona: Same as the federal rates

California: Department of Industrial Relations, http://www.dir.ca.gov/dlse/faq_minimumwage.htm
Nevada: http://www.laborcommissioner.com/faqs.htm
North Carolina: Department of Labor, http://www.nclabor.com/wh/fact%20sheets/minimum_wage_in_NC.htm
Texas: Same as the federal rates

Washington: Department of Labor & Industries, http://www.lni.wa.gov/WorkplaceRights/Wages/Minimum/default.asp
Wikipedia® offers a listing of all state minimum wage rates, but there can be no assurance that this information is accurate and kept current.  To review the Wikipedia® site, go to:

http://en.wikipedia.org/wiki/List_of_U.S._minimum_wages
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E. California Minimum Wage for Overtime Exemption


In California, an employee must be paid at least twice the minimum wage to be exempt from overtime.  Such employees must also meet other qualifications for exemption, so not all employees at or above a salary twice the minimum wage are exempt from overtime.

F. City Minimum Wages

For the minimum wage in San Francisco, California, go to the city’s Labor Standards Enforcement Web-site at http://sfgsa.org/index.aspx?page=411.

June 9, 2010 = HR 6341

7323. EMPLOYER IDENTIFICATION NUMBERS
A. Overview of Employer Identification Numbers
By federal and state laws, all employers are required to have and federal employer identification numbers (EINs).  These numbers are used for all regulatory forms and communication with state and federal payroll tax agencies.  This section provides a quick reference for our Company's payroll tax identification numbers.  For more information on federal EINs, go to the following Web-site:

http://www.irs.gov/businesses/small/article/0,,id=98350,00.html
B. The Procedure for New Employer Identification Numbers
To get a new federal EIN (such as for a new business or change of ownership), go to this Web-site and complete the online form:
https://sa1.www4.irs.gov/modiein/individual/legal-structure.jsp
July 15, 2010
7325. FORMS W-4
A. The Purpose of This Policy
The purpose of this policy is to assure that the Company complies with Internal Revenue Service (IRS) regulations for the use and submission of IRS Forms W-4.
B. Overview

The federal government uses IRS Forms W-4 to have employees declare their Social Security numbers (SSNs) and the number of payroll tax withholding "allowances" they want to claim.  Every employee must complete a valid Form W-4 as a condition of employment.
C. Responsibilities
Where present, the office manager (or, in the absence of that position, the general manager) is responsible for the following:

· Obtaining current Forms W-4 and distributing them to employees;
· Assuring that every new employee completes and signs a Form W-4;
· Sending completed, signed Forms W-4 to the general manager with other employment documents; and
· Filing completed Forms W-4 as described in the Human Resources Guide.

D. Office Manager’s (or General Manager’s) Procedure
Upon receiving a completed Form W-4 from an employee, do the following:

1. Check to be certain it is complete and signed.  If not, return it to the employee.
2. Check to be certain the employee has not altered any of the form’s original language.  (Occasionally, an employee may alter the form’s language certifying that the information is correct.  Doing so makes the form invalid.)
3. Check to determine if this is a new employee's W-4 or a revised W-4.
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D. Office Manager’s (or General Manager’s) Responsibility (cont.)

4. If a new employee, enter the employee's payroll information on the payroll program, including the number of allowances.
5. File the completed Form W-4 in the employee's personnel file.

Employers are not required to verify the accuracy of Forms W-4, but employers are required to send to the IRS some Forms W-4 as described in the next section.

E. IRS Regulations for Handling Forms W-4


The Internal Revenue Service provides the following information on handling Forms W-4:

· If an employee fails to provide a completed and valid Form W-4, withhold taxes based on single marital status with no withholding allowances.

· Send the IRS any completed Form W-4 claiming more than ten withholding allowances and any Form W-4 for an employee claiming exemption from withholding and making more than $200 per week.  Send these with the quarterly submission of the Form 941 with a cover letter and any supporting documents provided by the employee(s).  Base the tax withholding on the employees’ claimed allowances until notified to do otherwise by the IRS.

· Do not accept any Form W-4 on which an employee has altered the form’s original language.

· Nonresidents working in the U.S. must always mark the forms for one withholding allowance and “single” regardless of their actual marital status.
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7326. SICK PAY
A. The Purpose of This Policy
The purpose of this policy is to describe how our sick-pay policies affect payroll procedures.

B. Our Sick-pay Policy
We do not pay hourly employees for absence due to illness at any MMI-managed hotel.  We often pay salaried-exempt employees during periods of absence due to illness by not reducing their salaries, however.  In effect, we sometimes pay salaried employees’ sick pay.

When this occurs, it is important to record the amount of pay during the absence for two reasons:

· The compensations should be accurately reported on the Income Statement as a benefit expense rather than a salary expense.

· By reducing our expense for salaries and wages, we may also reduce our expense for workers' compensation insurance, because workers' compensation premiums are based on a percentage of salaries-and-wages expense.  The rules regarding this vary from state to state.
C. Responsibilities
The general manager is responsible for keeping records of paid absences due to illness for salaried employees.  He or she is responsible for reporting this information to the accounting administrator.  The accounting administrator is responsible for making adjustments for sick pay when calculating the Hotel's workers' compensation insurance premium.

June 9, 2010
7328. VERIFICATION AND DISTRIBUTION OF PAYCHECKS
A. The Purpose of This Policy

The purpose of this policy is to assure the timely distribution of accurate paychecks.

B. Responsibilities

The general manager, office manager and accounting administrator are responsible for assuring that accurate paychecks are distributed on the approved date and time.

C. Verification of the Accuracy of Paychecks


The general manager must review the paycheck list to confirm that all paychecks are accurate.  He or she indicates approval by signing the paycheck list after writing “Approved”.  By signing his or her approval, the general manager is certifying the following:

· Only active employees are being paid.

· Hours worked are accurate.

· Hourly and salaried rates of pay are accurate.

· Overtime pay complies with Company policy.

· Overtime pay has been approved and, when possible, pre-approved.

· Pay to salaried employees for time while absent due to illness has been allocated to sick pay.

· Pay to employees for time while absent for vacations has been allocated to vacation pay.

· Premium pay for holidays has been allocated to holiday pay.

· The total labor expense appears reasonable and accurate.
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C. Verification of the Accuracy of Paychecks (Cont.)


If the general manager is unable to approve the paycheck list by payday, he or she must designate and train someone to review, verify and approve the paycheck list.  Typically, the person designated is the regional manager.  The person designated may not be the same person who prepared the information submitted to prepare the payroll.

D. Payday

Payday begins on the date and time described in the Employee Handbook.  No one may distribute paychecks before that time and date except to employees attending employee meetings on payday.

E. Paycheck Handling


The general manager may distribute paychecks personally or designate certain supervisors to do so.  At least once during every three-month period, however, the general manager must personally distribute all paychecks to employees to verify that only employees in good standing are receiving paychecks.  When there is a controlled paycheck distribution, use the Paycheck Distribution form.


No one may give an employee’s paycheck to his or her friend, coworker, relative or anyone else other than the employee whose name appears on the paycheck, except when that employee has provided a written authorization to do so.  Use the Paycheck Release form for this purpose.  When doing this, take a photocopy of the recipient’s photo-identification and attach the photocopy to the Paycheck Release form.
F. Confidentiality and Security of Payroll Information


All payroll information is confidential.  Anyone having access to rates of salaries, wages, number of dependents, participation in optional withholding programs, garnishments and related payroll information must keep such information strictly confidential.


While preparing and reviewing payroll documents, work in a private area.  Keep all payroll records locked in secure storage.
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PAYCHECK RELEASE

SAMPLE FORM—DO NOT USE
Hotel: _______________________

I authorize my paycheck(s) distributed from _________________________, 20____ to _____________________, 20____ to be handled as follows:

· Given to the following person: __________________________________

· Mailed to the following address:



Name: ___________________________________________



Street: ___________________________________________



City:
___________________________________________



State:
___________________

Zip: _____________ 



Country: ____________________________

1. Left at the following location: __________________________________

I agree to release the Company from all claims and agree to hold the Company harmless for any and all losses resulting from distributing my paycheck(s) as described above.

Agreed, ________________________

Date: ____________________, 20____



Employee’s signature
Distribution: Employee file.

Form 7317-A
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PAYCHECK LOG

SAMPLE FORM—DO NOT USE
Hotel: _________________________
Payday date: ___________________, 20____


Page ______ of _______

	
	Printed Name
	I Received My Paycheck (signature)

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	12
	
	

	13
	
	

	14
	
	

	15
	
	

	16
	
	

	17
	
	

	18
	
	

	19
	
	

	20
	
	


Distribution: Payroll records.
Form 7317-B
7342. FEDERAL FORM 941, EMPLOYER'S QUARTERLY FEDERAL TAX RETURN
A. The Purpose of This Policy
Form 941, Employer's Quarterly Federal Tax Return, is for reconciling federal payroll tax deposits made during each quarter.  These taxes include Social Security, Medicare and federal income tax.  Federal unemployment tax is not reconciled on this form.  For Nevada, Form 941 is the counterpart to the Nevada Form DE 3DP, Quarterly Contribution Return.

B. Responsibility
The Hotel’s payroll service is responsible for submitting Form 941 quarterly to the Internal Revenue Service.  The form is due by the last day of the month following each calendar quarter.  Following is a schedule of due dates:

	Table 7342. FORM 941 DUE DATES

	Due
	For the Quarter Ending

	January 31
	December 31

	April 30
	March 31

	July 31
	June 30

	October 31
	September 30


Form 941 is considered past due if not received the day following the due date.
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C. Procedures for Form 941
If the payroll service is not preparing the Form 941, the Hotel general manager or office manager completes and signs Form 941 following the instructions on pages 2 and 3 of the form and the pamphlet Instructions for Form 941.  Complete Schedule B, if required.  Prepare the payment, if any is required.  (You may make a payment with a Form 941 for tax liability up to $500 combined FIT and FICA.)  Keep a copy of the completed form(s) for our Company records.

Send the complete Form 941 to the address shown on the instructions.
D. Tax Law Changes
Tax laws change frequently, so check with the Internal Revenue Service and review its bulletins regularly.

June 24,, 2010
7343. FORM 940, EMPLOYER'S ANNUAL FEDERAL UNEMPLOYMENT (FUTA) TAX RETURN
A. The Purpose of This Policy
The Internal Revenue Service Forms 940 and 940-EZ are for reconciling your annual payments for federal unemployment insurance.  This policy explains our Company standards for complying with IRS regulations for Form 940.
B. Responsibilities
The payroll service is responsible for filing this form by January 31 for the previous calendar year.  The Hotel general manager is responsible for assuring that the filing occurs on time.  The Hotel general manager and, where applicable, the office manager, are responsible for keeping copies of the filed Forms 940 and/or 940-EZ.
C. Procedures for Forms 940 and 940-EZ
If the payroll service has not filed the Form 940 or 940-EZ, the Hotel general manager or, where applicable, the office manager does the following: Use Form 940-EZ if unemployment taxes have been paid to only one state and the form is filed by January 31.  If not, use Form 940.  Follow this procedure:

1. Complete and sign the form according to the instructions on the back.  See also online instructions at http://www.irs.gov/pub/irs-pdf/i940.pdf.
2. Keep one copy for our records.

3. Fill in the amount being paid on the voucher stub Form 940-V or 940‑V‑EZ, but do not detach the stub.

4. Mail the form to the address shown on the form.
5. File our copy.

D. Tax Law Changes
Tax laws change frequently, so check with the Internal Revenue Service and review its bulletins regularly.
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7345. IRS FORM 8027, EMPLOYER'S ANNUAL INFORMATION RETURN OF TIP INCOME AND ALLOCATED TIPS
A. The Purpose of This Policy
The purpose of this policy is to comply with federal laws regarding the reporting of tipped income.  IRS Form 8027, Employer's Annual Information Return of Tip Income and Allocated Tips, provides information for the Internal Revenue Service for enforcing federal law regarding service employees paying income taxes on their tips.

B. Background on Tip Law

By federal law, all employees receiving $20 or more per month in tips must report 100% of their tips to their employer.  As an employer, the Company must report those tips to the IRS.  Any employer that employs tipped employees and that typically employs ten or more total full-time employees (whether or not they are tipped employees) must file Form 8027 with the IRS by the last day of February each year for the previous calendar year.  There are substantial penalties for employers who do not report employees’ tips.
C. Procedures
For procedures on completing and filing IRS Form 8027, see the online instructions at http://www.irs.gov/pub/irs-pdf/i8027.pdf.  Keep a copy of the file Form 8027 for company records.
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7346. FORMS W-2, WAGE AND TAX STATEMENTS
A. The Purpose of This Policy
The purpose of Internal Revenue Service Form W-2, Wage and Tax Statement, is to report to employees, the Internal Revenue Service and state taxing authorities the amounts of annual wages and taxes withheld for each employee.

B. Responsibilities
The payroll service is responsible for annually preparing completed Forms W‑2 to all current and past employees with earnings during the past year.  Employers must distribute Forms W-2 to employees by January 31 each year for the prior calendar year.  Employers must distribute Forms W-2 to the Internal Revenue Service by the last day of February.

C. Procedures for Forms W-2
The payroll company prepares Forms W-2 in six copies.  The parts are described (in order) below:

Copy A:
For the Social Security Administration.

Copy 1:
For state, city and local tax agencies.

Copy B:
For the employee to file with his or her federal tax return.

Copy C:
For the employee's records.

Copy 2:
For the employee to file with his or her state tax return.

Copy D:
For Company records.
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C. Procedure (Cont.)

The payroll service mails the completed copies "B," "C" and "2" to current and former employees.  If any are returned by the post office as undeliverable, the general manager or, where applicable, the office manager attempts to obtain a corrected address and mails the form again.  The accountant files copies "D."  He or she sends copies "A" and "1" to taxing authorities with accompanying forms.  See the related policies.

For more information, see the online IRS document, Instructions for Forms W-2 and W-3 at http://www.irs.gov/pub/irs-pdf/iw2w3.pdf.

D. Form W-2c
Use Forms W-2c to correct errors to Forms W-2 that have already been distributed.

E. Tax Law Changes
Tax laws change frequently, so check with the Internal Revenue Service and review its bulletins regularly.

June 25, 2010
7347. FORM W-3, TRANSMITTAL OF WAGE AND TAX STATEMENTS
A. The Purpose of This Policy
The purpose of Internal Revenue Service Form W-3, Wage and Tax Statement is to summarize all of the Forms W-2 being sent to the Internal Revenue Service.

B. Responsibilities and Procedures
The payroll company prepares the Form W-3 annually.  The accountant reviews the form for accuracy and signs it.  If not filing electronically, the payroll service sends Form W-3 with the accompanying Forms W-2 the address on the form.  The accountant keeps a copy of the completed and signed Form W-3 on file.

C. Form W-3c
Form W-3c is used to correct errors to a Form W-3 that has already been distributed.

D. Tax Law Changes
Tax laws change frequently, so check with the Internal Revenue Service and 

review its bulletins regularly.
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7362. FEDERAL EARNED INCOME TAX CREDIT (EITC)
A. The Purpose of This Policy
The purpose of the federal Earned Income Tax Credit (EITC) is to reduce the federal income tax liability of certain workers who meet the qualifications for the credit.

B. Eligibility for EITC
The IRS Website (at http://www.irs.gov/individuals/article/0,,id=96466,00.html)  describes the Earned Income Credit; and the Instructions for Forms 1040 and 1040A explain in detail about those who are eligible for the EITC.  Also, instructions for Form W‑5 include information on eligibility.  Generally, single taxpayers with at least one qualifying child, no foreign income and combined earned income and adjusted gross income of under a specific amount per year are eligible.  This amount regularly changes, so see the Web-site.
C. Taxpayer's Procedure
A taxpayer may claim EITC by filing Schedule EITC with his or her federal income tax return.  To receive the EITC on each paycheck, the worker must complete and give his employer a Form W-5, Earned Income Credit Advance Payment.

D. Our Procedures
The general manager (or, where applicable, the Hotel accountant or office manager) is responsible for obtaining Forms W-5 from the IRS and for maintaining an adequate supply of Forms W-5 and making them available to employees.  He or she arranges for appropriate adjustments to employees' federal income tax deductions and keeps completed Forms W-5 in employee files.
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7363. RETENTION OF PAYROLL TAX RECORDS
A. The Purpose of This Policy
The purpose of this policy is to comply with state and federal laws regarding the retention of payroll-tax records.

B. Our Policy for Tax Record Retention
Keep IRS Forms 1099, W-2 and W-3 for six years.

July 12, 2010
7364. FEDERAL PAYROL TAX FORMS
SEE THE POWERPOINT SLIDE FOR THE LINK
A. Federal Tax Forms
You may obtain federal tax forms by calling the Internal Revenue Service at the following telephone number:


(800) TAX FORM


(800) 829-3676
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Sales tax reporting: See Policy 7181, Collecting and Reporting Sales Taxes
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7411. EEO-1 FORMS
A. The Purpose of This Policy
The purpose of this policy is to assure compliance with reporting requirements of the Equal Employment Opportunity Commission (EEOC).

B. Overview
The federal Civil Rights Act of 1964 requires that employers with 100 or more employees submit an EEO-1 Report (formerly titled "Employer Information Report") with the EEOC by September 30 each year.  The purpose of this report is for the federal government to gather information about the sexual, ethnic and racial makeup of each employer's work force.  For more information, visit the following EEOC Web-site:

http://www.eeoc.gov/employers/eeo1survey/faq.cfm
C. Responsibility
Where applicable, the accounting administrator, office manager or general manager is responsible for obtaining, preparing and submitting the EEO-1 form by September 30 for any business entity with 100 or more employees.

D. EEO-1 Procedure
See procedures for filing the survey at the following Website:

http://www.eeoc.gov/employers/eeo1survey/howtofile.cfm
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7421. TRANSIENT OCCUPANCY TAXES
A. The Purpose of This Policy

The purpose of this policy is to define how we collect and pay transient occupancy taxes (TOT).  Transient occupancy taxes are sometimes known as “bed taxes” or “hotel taxes”.
B. Taxing Authorities

In most states, the taxing authority for transient occupancy taxes is the local city and/or county government.  One exception is Texas, which manages all state TOT reporting and collections.

C. Responsibilities for Managing TOT
It is the responsibility of the general manager to configure the Hotel property-management system (PMS) to collect TOT from all applicable guests (subject to local laws and exemptions).  On the first day of every month, it is the responsibility of the accounting administrator (or, where applicable, the Hotel general manager) to accurately report the following to the accountant for the previous month:

· The amount of transient occupancy tax collected,
· The amount of revenue subject to TOT, and
· The amount of room revenue that is not subject to TOT.
The accountant posts our TOT obligations to the appropriate accounts monthly.  The accountant or general manager is responsible for preparing the required reports to each local government taxing authority and for paying those governments for taxes collected in accordance with each local government's laws.  The accountant is responsible for assuring that those reports and payments are submitted on time to avoid any penalty.

D. Schedule of TOT Reports and Payments
For a schedule the due dates for local TOT reports and payments, see your Hotel-specific Accounting Information Guide.
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E. TOT Exemptions
Not all room revenues collected from lodging guests are subject to TOT.  Generally, guests who stay more than 30 days for a continuous visit do not pay TOT, but this varies by location.  Also, some local governments exempt government travelers from paying TOT.

F. California TOT Laws


Since 2004, California has limited local counties and cities in regards to the following:

· TOT audits cannot go back more than three years before the audit.

· Local governments cannot hold current hotel owners responsible for prior owners’ failure to pay TOT.

· A state-wide form applies to all locations as acceptable documentation of  tax-exemption for government travelers.

To read this law, go to the following Web-site:

http://www.leginfo.ca.gov/pub/03-04/bill/asm/ab_1901-1950/ab_1916_bill_20040930_chaptered.pdf
G. Other Revenue Subject to TOT


Some local governments have been successful at requiring payment of TOT for non-room revenues, such as meeting room rental, extra-bed fees, complimentary rooms (calculated at the regular rate) and even pay-for-view movies.  See your Hotel-specific Accounting Information Guide for your location’s TOT regulations.

H. TOT for Online Travel Agencies

The matter of whether hotels, online travel agencies (OTAs) and third-party intermediaries (TPIs) are required to pay TOT on the amount for which a hotel room was sold by a hotel or the higher amount for which it was resold has been and is now being disputed in many taxing jurisdictions.
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7441. IRS FORMS W-9 AND 1099-MISC
A. The Purpose of This Policy

The purpose of this policy is to assure that the Company complies with Internal Revenue Service (IRS) regulations for reporting non-wage payments to some vendors.

B. Overview of IRS Forms W-9 and 1099-MISC

The IRS requires that organizations use IRS Form 1099-MISC to report non-wage payments to individuals and partnerships for services.  The IRS uses this form to assure that individuals, sole proprietorships and partnerships report all of their income.  Form 1099-MISC is similar to IRS Form W-2 used for reporting employees' annual wages.  Organizations use Form W-9, Request for Taxpayer Identification Number and Certification, to request the Taxpayer Identification Number (TIN) from those to whom they make payments.

C. Responsibilities
The accounting administrator (or, in the absence of that position, the general manager) is responsible for determining and recording which, if any, of our vendors are subject to 1099 reporting.  The accounting administrator is responsible for requesting completed Forms W-9 from vendors, receiving them and submitting those forms to the accountant.  The accountant is responsible for preparing and distributing Forms 1099-MISC by January 31 for the prior calendar year every year.

D. Accounts-payable Procedures
For each existing and new vendor (including travel agencies), record the vendor's status (that is, whether or not it is subject to 1099 reporting) in the accounting program before making any payments.  Individuals, sole proprietorships and partnerships are subject to 1099 reporting; corporations (including Marin Management, Inc.) are not.

Receive and keep on record a completed IRS Form W-9 for every vendor subject to 1099 reporting.  Record the vendor's Social Security number or other identifying numbers from the Form W-9.  Record payments for goods to those vendors separately from payments for services, because only payments for services are subject to 1099 reporting.  If you need clarification of a vendor's status, submit Form SS-8.
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E. Reporting Procedures
Prepare and distribute a Form 1099-MISC for annual non-wage payments over $600 total for every individual and partnership by January 31 every year.  Prepare and distribute a summary Form 1096 by February 28 every year.

F. Recordkeeping
Keep all Forms 1099-MISC and 1096 for at least six years.

G. Tax Law Changes
Tax laws change frequently, so check with the Internal Revenue Service and review its bulletins regularly.
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7451. ANNUAL FEDERAL LIQUOR TAX

JOHN: CHECK WITH KEN WOLSKI: ARE WE PAYING THIS?  CREATE A TCM REMINDER FOR JUNE.

A. The Purpose of This Policy

The federal Bureau of Alcohol, Tobacco and Firearms requires retailers of alcoholic beverages, including restaurants, bars, motels and hotels, to pay an annual tax of $250 per year by July 1.  Hotels owe this tax even if they do not directly sell alcoholic beverages, but include them with the price of a room (such as an inn that includes wine with the price of a room or a hotel that includes a “free” cocktail hour).

B. Responsibility


The accounting administrator (such as, the office manager, accountant and general manager) is responsible for assuring the annual registration and tax form completed and submitted with a check for the tax due.

C. Procedure


If the accounting administrator does not receive the annual renewal and registration form by June 15, he or she contacts the following:

Bureau of Alcohol, Tobacco and Firearms

Office of Public Safety

(202) 927-8500

Internet Web Site: www.atf.treas.gov
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7461. CALIFORNIA TOURISM ASSESSMENT PROGRAM
A. Overview of the California Tourism Assessment Program

The California Tourism Assessment Act became law in 1995.  The purpose of the act was to create funding to promote California tourism.  By majority vote, certain tourism-affected industries self-assessed a fee to fund the California Travel and Tourism Commission (CTTC).  The California Division of Tourism administers the assessment.  For more information go to the following site:

http://tourism.visitcalifornia.com/Industry/Assessment/About

The assessment applies to travel-related businesses with $1 million or more in annual gross receipts of which at least one percent comes from travel (including business travel).  The assessment rate is $650 per million in receipts (0.065%).  Hotels may pass this assessment on to hotel guests, so there is no net expense to participating hotels.
B. Assessment Forms

The assessment forms change each year, but you can retrieve the current forms online at the following site:

http://tourism.visitcalifornia.com/Industry/Assessment/Forms/
C. Company Policy

Our policy is to collect from guests and submit to the state assessment authority the allowed percentage for all applicable California hotels.

D. Recordkeeping

Keep a record of the submitted form and how you calculated the assessment for three years.
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7500. NIGHT-AUDIT OVERVIEW
While the night auditor appears to our guests to be one of our guest service agents, the night auditor has unique responsibilities and requires unique skills.  The night auditor performs all the duties of a guest service agent (including telephone services, reservations, guest transportation, special guest services and guest check-in and check-out) and special financial and reporting duties only performed by a night auditor.

Additionally, the night-auditor functions and the hotel's manager-on-duty for those nights when a supervisor is not at the hotel.  This responsibility requires the night auditor to be especially knowledgeable on our hotel's safety, security and emergency procedures.
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7510. POSITION DESCRIPTION

The Position Description for night auditor is available on MMI’s Team Site at www.mmiteam.hotelpros.biz.
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7515. SHIFT CHECKLISTS FOR NIGHT AUDITORS
A. Purpose
Night auditors complete three checklists during every shift to be certain that important tasks do not go undone.

B. MMI Policy for Night-audit Checklists


All MMI-managed hotels use several opening, mid-shift and closing Night Audit Checklists during every night-audit shift.

C. Procedure for Using Night-audit Checklists
Night auditors assure that a sufficient supply of checklists for each shift are at the front desk at all times.  The checklist forms are kept at the front desk.  Night auditors complete and sign checklists within 15 minutes of the following times every day:

· Start of shift (usually 11:00 P.M.):
Night Auditor Opening Checklist

· 3:00 A.M.:



Night Auditor Mid-Shift Checklist

· Half-hour before the end of the shift:
Night Auditor Closing Checklist

Some tasks on the checklists require additional instructions.  These are usually noted "see procedure".  When this note appears, check for procedures in this section of the Guide.

C. Record Keeping
The guest services manager or general manager keeps the completed checklists for up to one year on file in the administrative offices.  After one year they may be discarded.
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SAMPLE

OPENING CHECKLIST

Night Auditor: 11:00 P.M.

Date: ________________, 20_____
Name: ____________________________

	No.
	Action
	(

	1
	Punch in, check your uniform, and check your name badge.  Check the employee bulletin board and the safety bulletin board for announcements.
	

	2
	Count your bank and confirm there are adequate coins and small bills.
	

	3
	Check your work areas to be certain they are neat and orderly.
	

	4
	Sign onto the computer and check for electronic notes and messages.
	

	5
	Restock all supplies (staplers, tape dispensers, paper clips, note pads, credit-card vouchers, folio paper, registration cards, key packets, property maps, pens, pencils, postage stamps, rubber bands, erasers, rubber stamps, etc.).
	

	6
	Pre​-Audit:
Check that all scheduled departures have been processed.
	

	7
	Print and review the following reports and keep them on hand (in case of a computer emergency) until their next printing:

   a.
Tonight's Arrival Report

   b.
A current Available Room Report

   c.
A current In-House Guest List

Discard any old reports.
	

	8
	Confirm all scheduled arrivals are in-house before beginning the night audit.
	

	9
	Perform a bucket check (see procedure).
	

	10
	Print a Credit Checklist.  Obtain authorization for those folios over the limit.
	

	11
	Print and review the Internal Guest Flag Report for the next day.
	

	12
	Print and review the Rate Discrepancy Report.  Confirm that all rates are correct.  Review notes and instructions to change rates that vary during a guest's stay.
	


OPENING CHECKLIST, NIGHT AUDITOR: 11:00 P.M.
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	No.
	Action
	(

	13
	Pre-Audit (Cont.):
Confirm that we have Tax Exempt forms and signed Travel Orders for tax-exempt rates.
	

	14
	Review the sundry balance to be certain it is zero.
	

	15
	Review the Disputed Call Account for calls placed by in-house guests.  Transfer these to the appropriate guest account.  Clear the balance to zero.
	

	16
	Print a General Cash Report and do a cash drop, if necessary.
	

	17
	Print a Posting Journal to review and balance all transactions.
	

	18
	Do the credit-card deposit (see the written procedure).
	

	19
	Do the computer backup (see the written procedure).
	

	20
	Computer Night Audit:
Start the computerized night-audit procedure (see procedure).
	

	21
	During the Computer Night Audit:
Review in-house groups.  Be aware of groups' names, special rates, special billing instructions and other needs.
	

	22
	Verify that the telephone console is working by calling the main hotel number and 800 number.
	

	23
	Check the fax machine for adequate paper amount.  (Change the paper roll if the pink strip is showing.)
	

	24
	Confirm the front office Safety, Security & Emergency Procedures Guide is on hand.
	

	25
	Check the music level.
	

	26
	Check that the security monitor is on and the on-screen time is advancing.
	

	27
	Check that the ready light is illuminated on the fire-enunciator panel.
	

	28
	Verify that the call-accounting interface is posting.
	

	29
	Check to be certain all folios with credit cards have approval codes.
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	No.
	Action
	(

	30
	Post-Audit:
Collect the reports from the printer and distribute according to the Night Audit Reports policy (see procedure).
	

	31
	Gather and rubber-band all printed reports, credit-card vouchers and the telephone report and set them for to the general manager.  
	

	32
	Record the daily statistics in the Daily Statistic Binder.
	

	
	
	

	
	
	

	33
	Weekends
Confirm the name and location of the manager-on-duty.
	

	
	
	

	
	
	


Completed by: ____________________________
Time: _____________________

​​After completing this checklist, sign your name and the time the checklist is completed.  Give the completed checklist to your supervisor.
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SAMPLE
MID-SHIFT CHECKLIST

Night Auditor: 3:00 A.M.
Date: ________________, 20____
Name: _________________________________

	No.
	Action
	(

	1
	Print and review updates of the following reports and keep them on hand (in case of a computer emergency) until their next printing:

   a.
Today's Arrival Report

   b.
Today's Departure Report

   c.
A current Available Room Report

   d.
A current In-House Guest List

Discard any old reports.
	

	2
	​Check to be certain all guests using credit cards have approval codes.
	

	3
	Check to be certain that all folios with credit cards have not exceeded the approved limit.
	

	4
	Compare the list of registered guests to the information on each registration card.  Resolve any differences.
	

	5
	Prepare the lobby reader board from the Daily Events Sheet.
	

	6
	Restock all returned videos and check the video area for neatness.
	

	7
	Print a Room Check-Off List.  Mark all checkouts, stay-overs and rooms to be cleaned.  Make a copy and place it in the maintenance department mailbox and place the original to the housekeeping department mailbox.
	

	8
	Prepare the Bar Recap sheet and attach it to the Departure Report.
	

	9
	Print today's departing guests' folios and place them in the bucket.
	

	10
	Print and sort registration cards for today's arrivals and print a Reserved Special List.
	

	11
	Prepare the Daily Count Sheet for the food server.  Fill in the room count and guest count and leave it for the food server to pick up.
	


Completed by: ____________________________
Time: _____________________

​​After completing this checklist, sign your name and the time the checklist is completed.  Give the completed checklist to your supervisor.
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SAMPLE
MORNING CLOSING CHECKLIST

Night Auditor: 6:30 A.M.
Date: ________________, 20_____
Name: ___________________________

	No.
	Action
	(

	1
	Make fresh coffee and check the lobby coffee station for neatness and supplies.
	

	2
	Perform the cashier audit, make your shift deposit, count your bank and leave your balanced work sheets for the night auditor.
	

	3
	Brief the incoming shift on special occurrences and pending projects.
	

	4
	Check your work areas to be certain they are left neat, clean and organized.
	

	5
	Check your schedule for the next several days for any changes.
	

	
	
	

	
	
	

	
	
	


Completed by: ____________________________
Time: _____________________

​​After completing this checklist, sign your name and the time the checklist is completed.  Give the completed checklist to your supervisor.
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7520. NIGHT-AUDIT CREDIT-CARD DEPOSIT
A. Purpose
The purpose of this procedure is to identify how the night auditor does the nightly credit-card deposit.

B. Procedure for the Credit-card Deposit

The night auditor completes the credit-card deposit before performing the nightly backup and before doing the computerized night-audit closing procedure.  Following is a sample procedure:

1. Print a Transactions Total Report.

2. Print a batch report from the electronic-data capture (EDC) terminal.

3. Remove the credit-card vouchers from the audit drawer.  Sort the credit-card vouchers by type (American Express, Carte Blanche, Diners Club, Discover, JCB, MasterCard and Visa).  Add up the credit-card totals for each credit-card brand using a calculator with a tape.

4. Compare the tape totals to the batch report and the Transaction Totals Report.  If the totals agree, attach the calculator tape to each bundle of vouchers.  If the totals do not agree, locate and correct the error by doing the following:

a) Check to be certain you have taken all credit-card vouchers and daily work from the audit drawer.

b) Add up each credit-card type and compare it to the Posting Journal.

c) Make corrections for errors found.

5. When all credit-card totals are in balance perform the credit-card deposit on the EDC terminal.  See your Hotel-specific Accounting Information Guide for the credit-card deposit procedure.
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B. Procedure for the Night-audit Deposit (Cont.)

6. Circle the "OK" number on the EDC deposit slip to verify that the deposit was successful.  Distribute the deposit slip as follows:

a) Staple one copy to the batch report.

b) Place one copy in the audit package with the credit-card vouchers.
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7525. NIGHT-AUDIT BACKUP PROCEDURE
A. Purpose
Backing up electronic data is essential for the security of our financial and guest information.  Some computer systems automatically perform backups, and others do not.  The purpose of this procedure is to identify how the night auditor does the nightly computer-system backup where it is not automatic.

B. Procedure for the Night-audit Backup

If not automated, start the computer backup after doing the entire pre-audit checklist as shown on the Night Auditor's Opening Checklist and before the computerized night-audit closing procedure.  See the Hotel-specific Accounting Information Guide for your hotel’s night-audit backup procedure.  Following is a procedure example using tape backups:

	Sample Night-Audit Backup Procedure

	1
	Bring all computer terminals (that are on) to the Main Menu.

	2
	Select the tapes labeled for this day of the week and place the first backup tape in the tape drive.

	3
	From one terminal select the Night Audit Backup option and type the pass code "BACK".

	4
	About two minutes later you will be prompted with the message that the backup may require multiple tapes.  You will be asked if you want to continue.  Press the Y key and then the Enter key.  The backup will begin.

	5
	When prompted by the computer program, replace the tape cassette.  The backup takes about 65 minutes.

	6
	Do not attempt to use any computer terminal while the backup is in progress.  When the backup is complete, the screen will return to the Main Menu.

	7
	Leave the second backup tape in the tape drive and the first backup tape on top of the backup computer.
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7530. NIGHT-AUDIT COMPUTER PROCEDURE
A. Overview
The purpose of this procedure is to identify how the night auditor does the nightly computerized night-audit procedure.

B. Night-audit Procedure

Begin the computer phase of the night audit after the computer backup is complete.  Use the procedure outlined in the Property Management System (PMS) procedures manual.  If there are variations from the PMS standard procedures for your hotel, record them in the Hotel-specific Accounting Information Guide.
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7535. NIGHT-AUDIT REPORTS
A. Purpose
The purpose of this policy is to identify how the night auditor prepares and distributes reports.

B. Procedure for Management Reports
The night auditor prepares important management and night-audit reports.  Distribute the management reports as shown in the Hotel-specific Accounting Information Guide.  Following is a sample:

	Table 7535a: SAMPLE SUMMARY OF DAILY MANAGEMENT REPORTS BY NIGHT AUDIT

	Report Name
	Distribute To

	Arrival List
	General manager, guest services manager

	Special Request Report For Arrivals (Reserved Specials)
	General manager, housekeeping supervisor, director of food and beverage

	Arrival Detail
	Guest services manager

	Internal Guest Flag
	Housekeeping supervisor

	In-house Company List
	All sales staff

	Hotel Statistics
	General manager, MMI

	Occupancy Forecast (for all days of the current month)
	General manager

	Out of Order Room List
	General manager, maintenance supervisor, housekeeping supervisor

	Hotel Guest Ledger By Name
	Guest services manager

	General Cash Report
	Guest services manager

	Comp Room Report
	General manager

	No Show Report
	General manager, guest services manager

	Reservation Activity Detail
	General manager
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C. Procedure for the Night-Audit Package Reports
Additional to the management reports, the night auditor prepares a set of night-audit reports for inclusion in the night-audit package (see the policy "Night-Audit Package").  See the Hotel-specific Accounting Information Guide for this hotel’s reports to be included in the night-audit package.  Following is an example:

	Table 7535b. SAMPLE SUMMARY OF NIGHT AUDIT PACKAGE REPORTS

	Hotel Guest Ledger By Name

	In-house Guest List By Room Number

	Credit Check List

	Comp Room Report

	No Show Report

	Posting Journal, All Types

	Transaction Totals

	Transaction Total By Type

	General Cash Report

	Hotel Statistics

	Tax Exempt Report

	Ledger Audit Trail

	In-house No-post Report

	


The general manager and guest services manager review the night-audit package of reports at the beginning of each day to check for discrepancies.  The general manager and guest services manager initial the report package and sends it to the accounting office.


Note: The night-audit package includes more than the listed reports.  See the policy, Night Audit Package, in this Guide.
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7555. BILLING GUARANTEED NO-SHOWS
A. Purpose
The purpose of this policy is to limit our financial losses that result from guests with unused guaranteed reservations.  "Guaranteed no-shows" are expected guests who guaranteed a reser​vation according to our guarantee policies but do not arrive. 

B. Guaranteed No-show Billing
 Our policy is to charge for each guaranteed no-show for one night's stay at the rate reserved plus all applicable taxes.  The night auditor processes the billing.

C. Credit-Card Guarantee Billing
If the guarantee was made by a credit card, charge the credit card account used for the guarantee.

D. Corporate Guarantees
No-show guaranteed reservations that were guaranteed by a corporate account are handled differently from credit-card guarantees.  The accounting department "memo bills" these companies (that is, the companies are billed by memo, but the transaction is not shown as an account receivable until the hotel has been paid).

If payment has not been received after two billing notices, the accounting department turns the matter over to the general manager for resolution.

E. Cash Guarantees
Post no-show guarantees that were made by cash as a cash payment received for one night's room and taxes.  If a credit balance still remains on the customer's account, send a copy of the folio to the accounting department for a refund to be mailed.
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F. Revenue Accounts for Guaranteed No-shows
Post all guaranteed no-show revenue to the Other Income accounts, not to room revenue.  There are two accounts:

Guaranteed No-show, Credit Card

Guaranteed No-show, Corporate
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7560. NIGHT-AUDIT PACKAGE
A. Purpose
The purpose of this policy is to describe the package of documents prepared and forwarded each night by the night auditor.  The night-audit package is an important resource for the hotel’s daily financial management and future reference.

B. Procedure for the Night-audit Package
The night auditor is responsible for preparing, sorting and distributing a well-organized package of reports and financial records each night by the end of the night-audit shift.  The night-audit package includes the following:

· All reports described in the section "Procedure for Night-Audit Reports" in the policy "Night-Audit Reports."

· All merchant copies of credit-card vouchers bundled by credit-card brand, each attached to a calculator tape totaling the vouchers.

· One copy of the electronic-data capture (EDC) deposit slip stapled to one copy of the EDC batch report.

· The nightly call-accounting report.

· All Miscellaneous Charge vouchers, Paid Out vouchers and guest laundry slips.

· Any other documents in the night-audit drawer.

Distribute the night-audit package to the general manager's mailbox before the end of the night-audit shift.
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C. Management Procedure

The general manager and guest services manager review the night-audit package(s) near the beginning of each workday.  They check for completeness of the package and accuracy of the work.  After checking, they initial the package and send it to secure storage.
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7610. COMMON EXTERNAL FRAUD AND SCAMS

A. The Purpose of This Policy


The purpose of this policy is to inform Hotel management of common methods used to defraud hotels and to establish policies to avoid such fraud.

B. Avoiding Common External Scams and Frauds


Following is a description of various external scams and frauds and how to avoid becoming a victim of them.

1. Travel directories

2. Copy machine toner and maintenance contracts

3. 972 area codes

4. Unsolicited deliveries

5. Yellow Pages invoices

6. Advance payment refunds

1. Travel directories:

Description: The Hotel receives what is designed to appear to be a request verifying the hotel’s listing in some important-sounding directory, such as Worldwide Hotel Guide, Japanese Travel Directory or Official Government Hotel Guide.  The person sorting the Hotel mail sends it to the sales or reservations department where it is signed and returned to the sender.  It is actually a contract obligating the Hotel to hundreds of dollars in fees for a directory of doubtful benefit.

Prevention: Tell all Hotel employees that only the general manager may sign any document on behalf of the Hotel and enforce this practice.

2. Copy machine toner and maintenance contracts:

Description: The Hotel receives an invoice for maintenance or toner for its photocopier.  Because the invoice has the photocopier’s serial number, it looks legitimate.  Actually, the sender called the Hotel weeks earlier and asked to verify the serial number on our photocopier and was given that number by an unsuspecting employee.
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B. Avoiding Common Scams and Frauds (Cont.)

Prevention: Tell all team members to never give out any Company information without a good reason and a supervisor’s approval.

3. 972 area codes:
Description: Guests, visitors and employees make calls to telephone numbers with 972 area codes.  These are pay-for-use telephone numbers, so the hotel is obligated to pay large sums for those calls.

Prevention: Program all Hotel telephones to block calls to pay-for-use area codes.

4. Unsolicited deliveries:
Description: The Hotel receives a delivery for something it did not order—often light bulbs, cleaning supplies or chemicals.  The delivery is followed by a series of invoices and late notices demanding payment.  The sender often uses the name of a former maintenance or housekeeping supervisor saying that the she or he called to order the product.

Prevention: Strictly adhere to our Purchase Order policy and regularly communicate that policy to all vendors.  When something is received that has not been ordered, send a letter demanding that the merchandise be picked up within 30 days or it will be discarded.

5. Yellow Pages invoices:

Description: A “vendor” sends an invoice for one or more listings in a valid Yellow Pages book.  Many of these invoices are fraudulent, because the publication has little or no distribution, and we did not agree to advertise in the publication.

Prevention: Do not pay any Yellow Pages invoices except those appearing on our telephone bill.  Yellow Pages advertising billing appears on our invoices for other telephone services, so you should not pay any invoice that is solely for Yellow Pages listings or advertising.
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B. Avoiding Common Scams and Frauds (Cont.)

6. Advance payment refunds

Description: A guest—usually a group planner—arranges to send a large deposit or advance payment by check or credit card.  He or she explains that the Hotel is to immediately pay back part of the payment to another party.  After the Hotel makes its payment or refund, the group planner’s check or credit card is found to be invalid.

Prevention: Do not make refunds or payments from funds that have not cleared the bank or credit card company.

See Team Site (the MMI Best Practices, Accounting & Controls section) for more information on frauds and scams.

April 20, 2008

7615. COMMON INTERNAL FRAUD AND SCAMS

A. The Purpose of This Policy


The purpose of this policy is to inform Hotel management of common methods employees use to defraud hotels and to establish policies to avoid such fraud.

B. Avoiding Common Internal Scams and Frauds


Following is a description of various internal scams and frauds and how to avoid becoming a victim of them.

1. Fake invoices

2. “Ghost” employees

3. Cashier and bartender embezzling

4. Fraudulent commissions

5. Workers’ compensation fraud

6. Embezzling deposits

1. Fake invoices:
Description: A hotel employee with the authority to purchase (such as a purchasing agent, housekeeping supervisor or maintenance supervisor) prints fake invoices and approves them for payment to an address he or she controls.

Prevention: Strictly adhere to our Purchase Order policy.  Do not pay invoices for which a Purchase Order was not approved in advance of the placement of the order.  Watch for unusual changes in each line of departmental expenses.

2. “Ghost” employees:

Description: A supervisor prepares employment documents and time sheets for one or several “employees” who do not exist or are ex-employees.  He or she deposits their paychecks to his or her own account.

Prevention: Require all employees to personally receive their paycheck from the general manager.  Do not give them to supervisors or employees’ friends or relatives.  Do not mail paychecks.  Watch for unusual changes in department labor expenses and variances from staffing guides.
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B. Avoiding Common Scams and Frauds (Cont.)

3. Cashier and bartender embezzling:

Description: There are numerous methods for embezzling in cash-handling positions.

Prevention: See the Company’s departmental control policies and procedures.  Use informal or paid shopping services to assure our control procedures are strictly followed.  Prosecute embezzlers.

4. Fraudulent commissions:

Description: A Hotel employee creates a phony travel agency and shows the agency as a source for reservations.  The commission checks are sent to a post-office box or other address controlled by the employee.

Prevention: Never mail a commission check to a post-office box.  Hand-deliver local commission checks with a personal thank you.  Require IATA (International Association of Travel Agents) numbers for all reservations made by travel agencies.  Get telephone numbers for all travel agents doing business with the Hotel.  Regularly call travel agencies and thank them for their business.

5. Workers’ compensation fraud:

See the Human Resources Guide.

6. Embezzling deposits

Description: The Hotel employee who makes or arranges for deposits (typically the general manager or office manager) takes funds (cash and/or checks) intended for bank deposit.

Prevention: See the cash-control policies in this Guide.

Also see Team Site (the MMI Best Practices, Accounting & Controls section) for more information on frauds and scams.

April 20, 2008

7622. HOUSE BANKS
A. The Purpose of This Policy
"House banks" are those funds that are kept at the Hotel for business transactions, including making change for customers, small cash purchases for the Hotel and cash refunds to customers.

B. Summary of House Banks
For a summary of house banks, see the Hotel-specific Accounting Information Guide.  Following is an example:

	Table 7622: HOUSE BANKS SAMPLE

	Description
	Quan.
	Amount
	Location

	
	
	Each
	Total
	

	Front desk and night audit
	6
	$400
	$2,400
	Safe-deposit boxes 103-114

	Manager-on-duty
	1
	800
	800
	Safe-deposit box

	Guest services manager
	1
	600
	600
	Safe-deposit box

	Main house safe
	1
	3,500
	3,500
	Main safe

	Total
	9
	
	$7,300
	


C. Administrative Responsibilities

The general manager is responsible for issuing and receiving returned house banks in accordance with Company policies and sound controls.  He or she is responsible for getting team members’ signatures on House Bank Receipt forms (available on MMI Team Site) and for keeping those forms secured in the employment files of team members.
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D. Supervisors’ Responsibilities
Supervisors are responsible for enforcing Company policies regarding house funds.  This responsibility includes securing, controlling and regularly auditing funds kept in house banks.  This responsibility also includes immediately reporting a large discrepancy in house funds to the Company regional manager.

E. Team Members’ Responsibilities
All team members using house funds are responsible for securing those funds.  They are responsible for counting house banks every time they pass to or from their control.  They are also responsible for immediately reporting variances from the approved amount of a house bank within their control to their supervisor or the manager-on-duty.

F. Approved Uses of House Banks


You may use house funds only for approved Company business.  Use front-desk, restaurant and bar banks only for making change for Hotel transactions and approved cash refunds to guests.  You may not use front-desk, restaurant and bar banks for purchases or petty-cash reimbursements.  Only the main house bank may be used for cash purchases and petty-cash reimbursements, and only with the advance approval of the general manager.


House banks and/or funds may never be used for any personal and/or non-business use.  No team member may borrow from a house bank or use a house bank to make change for personal use.  Team members who violate this policy are subject to disciplinary action, including possible termination.

G. Safe-deposit Boxes Used for House Banks


When Hotel safe-deposit boxes are used for storage of house banks, management issues each team member a unique safe-deposit box and key.  The team member signs for the bank, box and key.  If the key is lost, the team member is responsible for the expense of removing and replacing the safety-deposit box lock and key (subject to the limitations of local labor laws).
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H. House Bank Audit Procedures
House banks are usually not transferred among team members.  Most cash-handling team members are issued separate banks.  Sometimes guest service agents, night auditors, cashiers and bartenders may need to transfer house banks from one to another.  They must count a bank whenever it passes from the control of one person to another, such as at the beginning and end of every shift.
When banks are transferred, both participants complete and sign their parts of a Cashier Drawer Reconciliation form (available on MMI Team Site).  The recipient of the bank places the completed form into the cash drawer or safe, whichever applies.

The accounting administrator and/or general manager regularly audit house banks in the presence of a witness.  Log the audits on the House Bank Audit Log (available on MMI Team Site).

The general manager must count the main house bank whenever it is restocked with change.

I. Changes in the Amounts in House Bank
Changes to the amount of funds in house banks require the advance approval of MMI’s regional manager.  These changes must be shown on the Hotel’s Balance Sheet.
J. Recordkeeping


Keep signed House Bank Receipts in employees’ files.  Keep signed Cashier Drawer Reconciliation forms and House Bank Audit Logs on file for three years electronically or on paper.
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HOUSE BANK RECEIPT

SAMPLE FORM—DO NOT USE
Received from (Hotel): __________________________
The amount of: $_________._____

House bank for ________________________________

Safe-deposit box and key number: ___________

I understand that I am responsible for the security of the Company’s funds issued to me.  I am responsible for returning these funds to the Company upon demand.  I also understand I am responsible for the safe-deposit box key issued to me.  I understand that I have the only key to this safe-deposit and a lost or missing key requires that the safe-deposit box be replaced at a cost to me.  (The currently estimated cost for lock replacement is $80.00.)

Received and agreed by: ____________________________






Printed Name





___________________________
_______________





Signature




Date

Distribution: Employee file.
March 24, 2006, Form 7612-A
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HOUSE BANK AUDIT LOG

SAMPLE FORM—DO NOT USE
Hotel: _____________________________
Period From: _____________________, 20____ to _____________________, 20____

	Bank No.
	Issued To
	Correct

Amount
	Over

(Short)
	Audited By
	Audit Witnessed By

	
	
	$
	$
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Distribution: General manager, regional manager, file.

March 24, 2006, Form 7612-B

7624. CASH DRAWER AND BANK RECONCILIATION

A. The Purpose of This Policy

The purpose of reconciling cash drawers and house banks is to assure the person receiving the cash gets the correct amount of funds.  The purpose of this policy is to reduce the loss of house funds and disputes related to shortages of funds in house banks.
B. Responsibilities

The person turning over a house bank and the person receiving the house bank are responsible for completing the reconciliation together.

C. The Procedure for Reconciling the Transfer of House Funds

Those using house funds complete a reconciliation of those funds whenever house funds are transferred from the control of one user to another, such as during a shift change.  The person turning over the Company funds and the person receiving it count the cash together and record the funds on a Cash Drawer Reconciliation form (available on MMI Team Site).  Do not count cash where it may be visible anyone except a front-office staff member or supervisor.

If the amount of cash counted is higher or lower than the correct amount for the bank, the departing cashier restores or removes funds to or from his or her deposit envelope to make the bank correct.  The departing and arriving cashier sign the completed Cash Drawer Reconciliation form.  The departing cashier places the signed form in his or her deposit envelope.  Do not allow house banks to contain excess or insufficient funds.
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CASH DRAWER AND BANK RECONCILIATION
SAMPLE FORM—DO NOT USE
Hotel: ______________________________
Bank No.: ____________________

Date: __________________,  20 _____
Time: ______________

	Item
	Departing Cashier
	Arriving Cashier

	
	Quan.
	Value
	Quan.
	Value

	Checks
	
	$
	
	$

	Travelers' checks
	
	
	
	

	$100 bills
	
	.00
	
	.00

	$50 bills
	
	.00
	
	.00

	$20 bills
	
	.00
	
	.00

	$10 bills
	
	.00
	
	.00

	$5 bills
	
	.00
	
	.00

	$2 bills
	
	.00
	
	.00

	$1 bills
	
	.00
	
	.00

	$1 coins
	
	.00
	
	.00

	50¢ coins
	
	
	
	

	25¢ coins
	
	
	
	

	10¢ coins
	
	
	
	

	5¢ coins
	
	
	
	

	1¢ coins
	
	
	
	

	Vouchers
	
	
	
	

	Other
	
	
	
	

	Totals
	NA
	$
	NA
	$


Departing Cashier: ___________________
Arriving Cashier: ___________________

March 24, 2006, Form 7614

7626. SHIFT DEPOSITS

A. The Purpose of This Policy

The purpose of this policy is to prevent losses from mishandling shift deposits.  This policy describes the procedures needed to control cash deposits made by cash-handling employees at the ends of their shifts.

B. Responsibilities

All team members handling cash and checks are responsible for following this policy.

C. Procedure for Making Shift Deposits


Most deposits are made at the end of a shift.  Night auditors make two deposits—one at the date roll and one at the end of their shifts.  Occasionally, a supervisor may give instructions to make a deposit during a shift.  In either case, the procedures are the same. Those making deposits follow this procedure:

1. Remove all funds (including cash, checks, travelers’ checks and vouchers from your cash drawer and take these to a secure area out of guest view (usually behind the front desk).  Do not leave the funds unattended.  Always keep the funds in sight.  Do not ask someone else to watch the funds for you.

2. Fill out the top of a deposit envelope, including your name, the date and time.

3. From the total amount of funds, count and separate the amount of your house bank.  For your house bank, keep the smallest bills and rolls of coins.  Do not leave any checks, traveler’s checks, vouchers, paid outs or coupons in your bank.  (Note: all shortages and overages are dropped in your deposit.  Your bank should never be over or short.)  Do not keep $2.00 bills, $1.00 coins or 50-cent coins in your house bank.  If there are worn, marked or torn bills, include those with your deposit.

4. Count the remaining cash (including the larger bills), checks, travelers’ checks and vouchers.  Record the amount of each coin and currency bill on the outside of the deposit envelope.
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C. Procedure (Cont.)

5. Organize cash and coins as follows:

· Face all bills up and in the same direction.

· Clips all bills in groups of 25.

· Put rubber bands around five clips of bills (100 bills).

· Roll all coins that can complete a full roll.

6. Place the funds to be deposited in the deposit envelope with other deposit documents.  Seal the envelope.

7. Return your bank to the safe-deposit box.

8. Locate someone (any Company employee) to witness your deposit.

9. In the presence of and fully visible to the witness, place the envelope in the deposit opening of the drop safe.  If it is a typical drop-safe, rotate the handle fully to drop the envelope into the drop safe.  Check the opening to be certain the envelope has dropped securely into the safe.

10. Sign the deposit log and have the witness sign the form.  (Note: if the witness says he or she did not see the deposit, notify the manager-on-duty immediately.)

D. Recordkeeping


Keep empty deposit envelopes, deposit logs and other deposit documents with the daily records in the night-audit package.

July 21, 2010
Marin Management, Inc.

DEPOSIT LOG

SAMPLE FORM—DO NOT USE
	Date
	Time
	Drop Signature
	Witness Signature
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Marin Management, Inc., July 20, 1999  Form 7626
7628. HOUSE SAFES

A. The Purpose of This Policy

The purpose of this policy is to prevent losses of documents and funds stored in the Hotel’s safes.

B. Responsibility for House Safes


The general manager is responsible for the overall security of house safes and their contents.  The accounting administrator and general manager are responsible for emptying the drop safe on all banking days and whenever the drop safe is full.
C. Summary of House ouHhSafes


See the Hotel-specific Accounting Information Guide for a summary of house safes.  Following is an example summary:

	Table 7628. HOUSE SAFES

SAMPLE

	Description
	Location
	Lock Type
	Contains
	Access

	Main safe
	General manager’s office
	Combination
	House funds for change
	The combination is known only to the general manager.  A back-up of the combination is kept in MMI’s safe-deposit box in a sealed envelope

	Drop safe
	Behind the front desk
	Double key
	Shift drops
	Both keys are required to open the drop safe.  One key is kept by the general manager and one by the office manager.  Back-up keys are kept in MMI’s safe-deposit box.

	Data safe
	None—off-site box used.
	Single key
	PMS and back-office back-up tapes and video surveillance tapes.
	Person doing the daily bank deposits.
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D. Security of House Safes

Place house safes in secure, low-traffic areas of the hotel.  Do not leave safes open while unattended.  Keep keys for safes secure; and keep safe combinations confidential.

July 21, 2010
7652. BANK ACCOUNTS
A. The Purpose of This Policy
This section summarizes the bank accounts that the Hotel may use.

B. Summary of Common Hotel Bank Accounts
Complete the Summary of Bank Accounts table in the Hotel-specific Accounting Information Guide.  Following is a description of the common use of our types of bank accounts:

· Operating account: The operating account is used for the payment of all expenses, except when there is a separate payroll account.

· Payroll account: Payroll accounts, once common, are rarer now because computers systems are efficient at sorting our payroll expenses.  Where used, the payroll account is for all paychecks, except for emergency “hand checks” paid by the general manager.

· Depository account: Where used, the depository account is the only account to which we make deposits.  We deposit all cash and checks received to this account; and our credit-card processing company transfers credit-card receipts to this account.  When funds are needed for the payroll and operating accounts, we transfer funds from the depository account.

· Manager’s account: The manager’s account is used for emergency payments, such as a C.O.D. delivery or paychecks that cannot wait until the next payday.   We maintain the manager’s account at a specific amount of funds listed in your Hotel Specific Accounting Information Guide.  As needed, we transfer funds from the depository account to return the manager’s account to this amount.  Do not use the manager’s account for routine accounts payable, routine payroll, reimbursing petty cash or house banks or any unauthorized purchase.

· FF&E Reserve or Capital Reserve account: Where used, the are for funds held in reserve for planned or potential capital purchases.

· Renovation account: When used, this is usually a temporary account set up for a renovation project.
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C. Confidentiality


Keep all bank account numbers, names of signers, account balances and amounts of deposits confidential with everyone except the authorized account signers.  Direct questions on these topics to the account signers.

July 23, 2010
7654. BANK DEPOSIT PROCEDURES
A. The Purpose of This Policy

The purpose of this policy is to reduce the loss of Hotel cash, checks and other negotiable instruments and to provide for accurate balancing and reporting of daily transactions.

B. Responsibilities
The general manager (or someone he or she designates) is responsible for making daily deposits of cash, checks and travelers' checks to the depository account of the designated bank.  With the advance approval of MMI’s regional manager, the general manager may designate another responsible employee to make daily bank deposits.

C. Daily Bank Deposit Policy

Our policy is to deposit cash, checks, travelers’ checks and other negotiable instruments into our bank’s depository account every banking day.  Since the Hotel is open every day, there is a separate bank deposit for every day of the year.  Of course, banks are not open every day, and the person making deposits may be absent some days.  When depositing funds for more than one day’s business (such as a Monday deposit for transactions on Friday, Saturday and Sunday), our policy is to make separate deposit documents for each day’s work.

D. Bank Deposit Procedures
The general manager (or someone designated by the general manager) makes a separate deposit for each day.   Our policy is to make deposits before noon, varying the time daily for safety.  Use the following procedure for daily bank deposits:

1. Get the completed Deposit Log for the previous day(s) (see the policy, Shift Deposits).

2. With a witness present, open the drop safe and verify that there is a deposit envelope for each deposit shown on the Deposit Log.  If not, notify the general manager.  Then, prepare and sign a statement to that effect and have the witness sign the statement confirming the missing deposit envelope.
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D. Daily Deposit Procedure (Cont.)

3. Count the contents of each deposit envelope.  If any amount of cash and checks is more than $1.00 less than the amount listed on the outside of the deposit envelope, inform the general manager.

4. Complete the Deposit Reconciliation Work Sheet to balance the deposit to the day's revenue.  If the Deposit Reconciliation Work Sheet was already completed by another, check it for accuracy.

5. Combine the cash deposits for all shifts for each day.  If depositing for more than one day, keep the deposits and documents separate for each day.

6. Prepare a bank deposit slip for each day and according to the bank’s procedures.

7. Determine what, if any, change is needed for house banks.

8. Travel to the bank with the deposit.  See the policy, "Safe Banking”.

9. At the bank, get a deposit receipt for each day and, if needed, change.

10. Return the change to the house bank.

11. Complete MMI’s Daily Deposit Report form.  Convert the Excel® file to a PDF file and print it.  E-mail the PDF file to MMI’s regional manager and administrative assistant.  Fax the printed document to the Hotel’s accountant.

12. Staple the bank's deposit receipt to the printed Daily Deposit Report and store it with the daily documents.

E. Safe Banking

See Safety Manual Policy 0289, Safe Banking.

F. Recordkeeping


Keep paper copies of bank deposit slips and related documents for three years.
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7656. RECONCILIATION OF BANK STATEMENTS
A. The Purpose of This Policy

The purpose of this policy is to assure that bank records match our records for check paid, deposits made, bank fees, bank service charges and other bank account debits and credits.

B. Overview of Bank Reconciliations
"Reconciling" bank statements is the act of verifying that the bank's records match our records for every bank account.  By reconciling bank statements, our errors and bank errors are discovered and corrected.  Timely reconciliation of bank statements is one of the fundamentals of good accounting practices.

C. Responsibility and Timeliness of Statement Reconciliations
The accountant is responsible for reconciling bank statements within one day of receipt.  If bank statements are available online, receive them through that means, if faster.
D. Procedures for Reconciling Bank Statements
Use the following procedure for receiving and reconciling a bank statement:

1. Stamp the bank statement "Received” with the date of receipt.

2. Put the enclosed documents in order.  Put cancelled checks in numeric order and deposit slips in date order.

3. Confirm that the opening balance reported by the bank on this statement equals the closing balance for the same account's previous statement.

4. Verify that each check has been properly posted by comparing the amount of each check to the corresponding amount shown on the bank statement.  Compare these to the corresponding amount posted on our computer program.  Make corrections as needed.
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D. Procedure for Reconciling Bank Statements (cont.)

5. Verify that each deposit has been properly posted by comparing the amount of each deposit slip to the corresponding amount shown on the bank statement.  Compare these to the corresponding amount posted on our computer program.  Make corrections as needed.

6. Review and challenge the validity of any bank fees appearing on the statement.  The general manager must approve all bank fees.  Post the valid bank fees.

7. Verify that the rate for interest received is correct.  Post interest earned.

8. Investigate all returned checks.

9. Verify that the bank statement balances to our records.  Following is the calculation used:

Our recorded balance as of the statement date:


$ ______________

Plus the total amount of the unreturned checks:


$ ______________

Less the amount for bank fees and returned deposit checks: 
$ ______________

Plus the amount of interest and other unposted deposits:

$ ______________

Equals the account balance shown on the bank statement:
           $ ______________

10. When balanced “print” the Bank Reconciliation report to paper or electronically.

If you discover that an issued check has remained unreturned for over 60 days, call the payee.

E. Recordkeeping
Keep bank statements in date order and cancelled and voided checks in numeric order for at least seven years.  Keep paper Reconciliation Reports (if electronic versions are not used) attached to the paper bank account statements.  If stored electronically, keep Reconciliation Reports in a data folder in date order.
July 25, 2010
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7850. SUMMARY OF TAX DEADLINES
A. The Purpose of This Policy
MMI provides this information as a quick reference of payroll and other tax deadlines.

B. Summary of Tax Deadlines

The following chart summarizes the major tax deadlines for federal and state compliance:

	Table 7850.  SUMMARY OF TAX DEADLINES

	Due Date
	What's Due

	January 31
	Forms W-2 are due to all employees.

Forms 1099 are due to payees for interest, rents, etc.

IRS Form 940, Annual Federal Unemployment Tax Return and taxes are due.

State and federal payroll Employers' Quarterly Tax Return are due for the fourth quarter prior year.

	February 28 or 29
	Forms 1099 and summary Form 1096 are due to the IRS.

	March 1
	Forms W-2 and W-3 are due to the Social Security Administration.

	March 15
	Federal and state corporate income tax returns are due for the prior year.

	April 15
	Partnership returns are due for the prior calendar year.

The deadline for amending tax returns for the year ending three years before last the December 31

	April 30
	State and federal payroll Employers' Quarterly Tax Returns are due for the prior first calendar quarter.

	July 31
	State and federal payroll Employers' Quarterly Tax Return are due for the prior second calendar quarter.

	October 31
	State and federal payroll Employers' Quarterly Tax Return are due for the prior fourth calendar quarter.



The above dates may change slightly so that they do not fall on a Saturday or Sunday.
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7910. GLOSSARY OF LODGING ACCOUNTING TERMS
A
ABC (abbr.): In California and many other states, the Alcoholic Beverage Commission
account: A group of records for the purposes of tracking and reporting.

accountant: One who keeps or reviews financial records and who prepares financial reports.


accounts payable: The record of outstanding bills a business must pay.


accounts receivable: The record of money owed to the business.

accrual: That which is accrued.

accrual basis: The accounting method by which revenue and expenses are allocated to the financial period in which the goods or services are received are delivered.  See also "Cash basis."

accrue: To allocate according to the period in which the goods or services were received or delivered or some other practice or policy.

adjusting entry: Entries made at the end of an accounting period to reflect the correct information at the end of the period.

ADR (abbr.): Average Daily Rate.  Average room rate determined by dividing the total rooms revenue by the total rooms occupied.



advance deposit: Money received prior to the arrival date in order to guarantee a reservation.

advance deposit: An amount paid by an individual or group guest in advance of receiving a goods or services.

aging: The process of an amount due becoming past due with the passage of time.  2. The tracking of amounts and due dates of outstanding invoices.

aging report: A report listing amounts past-due.

AGM (abbr.): Assistant general manager.
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Alcoholic Beverage Commission: In Nevada, the state regulatory agency that issues and renews liquor licenses and controls the enforcement of state laws regarding the purchase and selling of alcoholic beverages.

allocated departments: Hotel departments for which their entire expense total is allocated to other departments.

allowance: 1. An amount given for a specific purpose, such as a travel allowance.  2. A price reduction, such as an allowance for returned merchandise.  3. A consideration for possibly modifying circumstances, such as allowance for bad debts or allowance for breakage.

allowance for doubtful accounts (also allowance for bad debt): The amount of accounts-receivable considered uncorrectable.

allowance, revenue: Refunds, rebates and other adjustments to revenue not known at the time of the sale, but later adjusted.

American plan (abbr. AP): A rate plan that includes the lodging accommodation and meals.

AP (abbr.): American plan.

asset: Something of value owned by an organization.  See also, "current asset" and "non-current asset."

availability: Hotel rooms that can be sold (often referred to as inventory).

average daily rate (ADR): In lodging, the average rate at which guest-rooms are rented net of taxes.

A&G (abbr.): Administrative & general, a hotel department.

B
balance: The net of transactions in a balance sheet account.


balance forward: A method of crediting customer payments.


balance sheet: A summary of assets, liabilities and net worth for a particular moment, usually at the end of a financial period.


balance sheet accounts: Accounts that appear on a balance sheet.
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bank: 1. An institution providing consumer and merchant financial services.  2. Cash funds kept on hand by a merchant for making change to customers (also called "house bank").

banquet gratuity: See "service charge."

banquet tip: See "service charge."

banquet service charge: See "service charge."
base rate: The current rate charged for a room that does not include any discount.

booking channels: The source of business or distribution channels (e.g., CRO, GDS, hotel-to-hotel, direct).

budget: A forecast of expected revenues, expenses and profit.

C
C-corporation: A legal, taxable entity having stockholders and chartered by federal or state government.
calendar year: The period from January 1 through December 31.

capital: Money invested in a company.

cash basis: The accounting method by which revenues and expenses are allocated to the financial periods in which they are paid.  See also "Accrual basis."

certified public accountant (CPA): An accountant who has met the educational, examination and other requirements to receive the state's certification.

CFO (abbr.): Chief financial officer.

chart of accounts: A list of account numbers and names.

check-in: The procedure of greeting the guest on arrival and completing the registration sequence to record him or her as a guest in the hotel.

check-out: The procedure involved in a guest's departure and the settlement of his or her account.
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city ledger: In the lodging industry, the amounts due for goods and services provided to customers who have departed the hotel, but who have not paid.

client profile: A computerized record for a frequent guest, corporation, travel agent or booker program member to allow speed in booking reservations, good customer service and more accurate tracking for the marketing reports.

close the books: Adjusting and closing the revenue and expense accounts and then transfer and summarize transactions into a single account.

COLA (abbr.): Cost-of-living adjustment.

commercial rate (also corporate rate): A rate a hotel offers to companies.

commission: The amount a travel agent receives from the hotel for selling accommodations.

comp (slang): An occupied guest room for which no charge is made to the guest.


competitive set: A group of hotels chosen to serve as a set of suitable competitors against which performance is measured, especially on the Star-Cast report.

comps (slang): An occupied guest room for which no charge is made to the guest.


confirmed reservation: A hotel reservation with a commitment to honor it.

consortium: A group of independent travel agencies or organizations that have banded together under one name to pool their accumulated buying power/knowledge.

corporate rate (also commercial rate): A rate a hotel offers to companies.

cost center (n.): A Time and Labor Business Unit, in which all related costs attributable to some center within a business (such as an activity, an organization or a program), are segregated for accounting or reimbursement purposes.

cost of goods: The cash value of the raw materials acquired for the purpose of producing finished goods.  Also called "cost of goods sold." In the lodging industry, usually only the food, beverage and minibar departments have costs of goods.

CPA (abbr.): Certified Public Accountant.
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credit: 1. An accounting entry that increases liabilities, owners' equity or revenue or decreases assets or expenses.  2. An adjustment on a customer's statement in the customer's favor.

credit balance: An account balance in the customer's favor.

credit-card discount: The amount (usually a percentage of the gross amount of transactions) paid by a merchant to a credit-card company for services including processing customers' credit-card transactions.


credit memo: An invoice that cancels all or part of the original invoice.

CRO (abbr.): Central reservations office.

CRS (abbr.): Central reservation system.

cumulative tax method (n.): A payroll tax calculation method that adds together year-to-date earnings and earnings for the current pay period,  then annualizes the result before calculating tax.  This method is useful when payroll vary greatly in amounts from pay period to pay period, such as in the case of sales commissions.

current asset: An asset that is to be converted to cash or used of operations within twelve months.

current balance: In checking terms, this means the balance (resulting from cumulative deposits and payments).  This balance does not reflect postdated items.

C.O.D. (abbr.): Cash on delivery, a payment method for received goods or services.

D
data: The transactions and records that entered into a database or spreadsheet.

date roll: The time when the night audit closes one day and begins the next.


day rate: A special rate for daytime (non-overnight) use of the hotel room.  This rate normally applies only between 9:00 A.M. and 5:00 P.M.
d.b.a. (abbr.): Doing business as.

DB (abbr.): Direct bill.
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debit: An accounting entry that increases assets or expenses or decreases liabilities, owner's equity or revenue.


debit memo: An invoice that bills the customer again.

deduction (n.): Any amount taken from an employee’s paycheck.  Deductions may include health or medical benefits, union dues, and so on.

deferred compensation (n.): Compensation payments that are payable to an individual in the future such as pension plan payments, annuities, stock awards and profit sharing.  

denial: A reservation request not booked due to lack of available room inventory.

Deposit Log: A form used to record each deposit, such as shift deposits made to a drop safe.

direct expense: The category of each department's operating expenses that are directly allocable to that department.


discount: A rate charged that is lower than the base rate.

discount, credit-card: See "Credit-card discount”.

discrepancy report: A Report of variance from normal rates and/or policies, for example, report may show a vacant room as occupied.

displacement: Stated in revenue terms as the difference between the bas rate offered for a room and the rate at which the room is actually sold.  Revenue displacement occurs when lower rated business is accepted in the place of higher rated business at a time when market demand appears to be strong.

double rate: A guest-rate that includes an additional person charge.

due out: A guest room expected to check out today.

due-back: An amount due to the holder of a house bank when there are insufficient funds available for deposit.

E
earned income tax credit (EITC): A federal income tax credit available for certain workers.
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earnings (n.): The amount received by an employee based on salary, hours, worked or other calculation routine.

EBITDA (abbr.): Earnings before income taxes, depreciation and amortization.

EDC (abbr.): Electronic data capture.

EDD (abbr.): Employment Development Department (California).

EDT (abbr.): Electronic data transfer.


EITC (abbr.): Earned income tax credit.

EIN (abbr.): Employer identification number.
electronic data capture (EDC): See "Electronic data transfer."

electronic data transfer (EDT): The process of electronically transferring credit-card and other data electronically over telephone lines between the merchant and financial institutions and/or credit-card companies.  Also called "electronic data capture."

employer: Legal definition: Any person who directly or indirectly exercises control over wages, hours or working conditions of any person.
employer identification number: The tax number issued to companies by the IRS and some states.

Employment Development Department: Nevada governmental department responsible for collecting payroll taxes and other activities related to employment.

ending balance: The balance (resulting from cumulative deposits and payments) shown at the end of the register.

EOM (abbr.): End of month.

EP (abbr.): European plan.

equity: The difference between an organization's assets and liabilities.  Also called "net worth."

European plan (abbr. EP) (also Continental plan): A hotel rate including only the lodging accommodations—no meals are included..
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exempt employee: An employee who is exempt from the overtime provisions of law.


expense account: An account that tracks whatever your spending.

expense dictionary: A list of likely expenses with description of the account names and/or numbers to be charged.

expense report (also Expense Reimbursement Form): A report submitted by an employee for the purpose of being reimbursed for expenses advanced on behalf of company business.

experience modification rate (mod rate): The rate used to adjust an employer’s premium for workers’ compensation insurance based on the amount paid and expected to be paid for job-related injuries and illnesses.

F
Fair Labor Standards Act of 1938: Act that is the basis of much of the current federal and state labor laws.

familiarization tour (also fam tour): A complimentary or reduced rate travel program for agents, travel writers and/or airline employees that is designed to acquaint them with specific destination(s) in order to stimulate travel sales.

Federal Insurance Compensation Act (FICA): The act and the resulting taxes for social security and Medicare.

federal reserve transit number (n.): A unique identifier for U.S.-based banks, allowing banks to transfer funds within the Federal Reserve System.

FICA (abbr.): Federal Insurance Compensation Act.

financial period: A determined amount of time during which financial records are kept distinct from other periods.  One month may be a financial period, for example.

fiscal year: A financial period of one-year beginning and ending on any date, not necessarily the first and last day of the calendar year.

FIT (abbr.): Federal income tax.

fixed cost: An expense that will not change if there is an  increase or decrease in business.
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flat rate: A rate that is offered for one to four people in a room with no additional person charge.

FLSA (abbr.): Fair Labor Standards Act.

FOB (abbr.): “Free on board” refers to terms between buyers and sellers regarding transportation costs and the moment at which the buyer assumes ownership of the article.

forecast: Refers to the estimated occupancy of the hotel as well as the projection of estimated income, expense and profit for a future period.

Form 1099-MISC: A form used to report to the IRS the amounts for non-wage payments to individuals and partnerships.

Form 941: The form used by employers to report quarterly wages and taxes to the IRS.

Form W-2: An IRS form for annually reporting employees' earnings.

Form W-3: An IRS form used by employers for summarizing all of the Forms W-2 being sent to the Internal Revenue Service.

Form W-3c: An IRS form used to submit a correction to a previously submitted Form W-3.

Form W-4: An IRS form for employees to declare the number of allowances for income tax withholding.
Form W-5: An IRS form, Earned Income Credit Advance Payment Certificate.  E Employees use this form to claim EITC payments.

Form W-9: An IRS form, Request for Taxpayer Identification Number and Certification.  Organizations use Form W-9 to request the Taxpayer Identification Number (TIN) from those to whom they make payments.

FUTA (abbr.): Federal unemployment tax.

F&B (abbr.): Food and beverage, a hotel service and department

G
GDS (abbr.): Global distribution system.  
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general cashier: One who handles cash and performs other cashiering functions for the entire hotel.

general journal entry: A record of a transaction in which the total amount in the debit column equals the total amount in the credit column.

general ledger: A document that contains records for all the balance-sheet, income and expense accounts.


general partner: The controlling or managing partner of a limited partnership.

global distribution system (GDS): The entire electronic travel information network.  It includes travel agents using systems such as Apollo® and Sabre®, and consumers using the Internet or online services.


GOP (abbr.): Gross operating income.

gross income: The difference between revenue and the cost of goods.  (Different from "gross operating income.")

gross operating income (GOI): Net profit or loss after operating expenses have been deducted from operating revenues.  (Different from "gross income.")

gross receipts: All proceeds, including revenue and taxes, collect by a company.

group guest: A hotel customer traveling as part of a group of customers.

gross operating profit (GOP): Profit before taxes, depreciation, management fees, insurance, debt service and capital expenditures are deducted.

group rate: Specific room rate for a group agreed upon by the hotel and group in advance.

group revenue: Room revenue derived from services to group guests.

group SRPs: A specific rate plan in which a specified number of rooms are set aside from the rest of the hotel's room inventory for a special group or convention (like a mini-hotel).  A special rate is usually offered to this block of rooms and these rooms can only be sold at this rate.
guaranteed reservation: A hotel reservation secured by cash prepayment, credit card, corporate account or contract.  If the guest does not arrive, the hotel may charge the guest (usually one night's room and tax). (See no-show)
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guest ledger: The amounts due for goods and services provided hotel guests who have not yet checked out and who have not yet paid for those goods and services.

H
high season: A period of time when occupancy demand of a hotel is at its highest, and rates are usually at their highest as well.


hotel package: A package offered by a hotel, usually at a special rate, sometimes consisting of room and breakfast only, and at other times consisting of transportation, room, meals, exercise facilities and other components.


house: Commonly "hotel" or "company" as in "house banks" and "house tips”.
house bank: Funds kept on hand by a merchant for the purpose of making change to customers.

house funds: See "house bank”.
house gratuities: The portion of tips, usually banquet tips, kept by the hotel.

house tips: See "house gratuities”.

I
IATA (abbr.): International Association of Travel Agents.

IATA number: A number used by the International Association of Travel Agents to designate each member.  This is done to avoid individuals and organizations fraudulently representing themselves as travel agents.

incentive plans (n.): Pay plans that are formula driven based on the expected results defined at the beginning of a performance cycle.  Incentive plans can be designed for the individual worker or at group levels such as teams, business units, divisions or company wide.

income: Revenue less expenses.  The type of income depends on the type of expenses deducted.  Revenue less cost of goods is "gross" income, for example.

income account: An account that tracks the source of your income.
income and expense statement: See "Income statement”.

income Statement: A summary of a company's revenue, costs and expenses during a financial period.  Also called "profit and loss statement””, income and expense statement," and "operating statement”.
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indirect compensation (n.): Typically involves non-cash types of compensation awarded to the individual in exchange for their contribution to the organization.  Common types of indirect pay include health and welfare benefits (for example, medical, dental, vision, long-term disability, short-term disability, unemployment insurance), payment for time not worked (for example, holiday, vacation, sick), and employee services and prerequisites (for example, club memberships, parking, holiday gifts).

Industrial Welfare Commission (IWC): Part of the California Department of Industrial Relations that affects some employment regulations.

Initial Public Offering (IPO): The sale of a company's securities to the public for the first time, a common form of raising capital for investment in hotels.

interest: 1. The cost of using money.  2. The share or right to property.

Internal Revenue Service (IRS): The federal taxing authority, a division of the federal Treasury Department.

International Association of Travel Agents (IATA): Well-know and reputable organization of travel agencies.

inventory: The value of goods held for sale and operating supplies held for use.

invoice: An itemized bill presented by the seller of goods and/or services to the buyer for the purpose of collecting payment.

IPO (abbr.): Initial public offering.

IRS (abbr.): Internal Revenue Service.

IWC (abbr.): Industrial Welfare Commission.

J
journal: A list of transactions generated on a day to day basis.

journal entry: A transaction posted to an accounting journal.
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L
labor charge: Labor charges are fixed dollar amounts (not based on a percentage of revenue) for special services provided to customers that are not included in other charges.  A bartender charge, meeting room setup charge and charge for a security guard are labor charges, not service charges.  Service charges can also be distinguished from labor charges by recognizing that most service charges collected are passed through to service staff and other employees, but labor charges are entirely the hotel's receipts.

labor distribution (n.): The process of distributing payroll expense to employee time detail record(s).

last room availability: A room rate that is available as long as there are rooms left to sell in the hotel.

learner: An employee who may receive a rate of pay less than minimum wage during a training period.

letter of credit: A letter issued by a financial institution authorizing the bearer to borrow a specific amount of money from that institution.

liability: A debt or claim on the assets of an organization.

limited partnership: A form of business organization in which there are limited partners and a general partner.  The limited partners invest in the business but do not manage it.  The limited partners have limited liability.

liquor license: In Nevada, a state-issued permit allowing a reseller to purchase liquor from a wholesaler and resell it, either by the drink or by the container, depending on the type of license.

line of credit: Established credit entitling a borrower to future capital with pre-determined terms and conditions.

letter of credit: A guarantee, usually by a bank, for the payment of drafts of to a specified amount and for a specific term.

lodging industry: Industry comprising hotels, motels, resorts, condominium rentals, etc.

loss: The difference between the amount of revenue and expenses, if negative.

low season: A period of time when occupancy demand of a hotel is at its lowest, and rates usually at their lowest as well.
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L/C (abbr.): Letter of credit.

M
manager hold: An inventory control used to prevent rooms from being booked through the reservations system.  The manager hold is commonly used for high-demand periods and special events or to control a particular room type.


manager of information services: A commonly used job title describing one who is responsible for a company's computer systems.

manual check (n.): Any check calculated and prepared outside of the payroll system.

mapping: Matching a room type or rate type in the reservations system with a specific code in the global distribution system.

market segment: A division or category of customers.

master account: The billing account for a particular group or function that will be paid by the sponsoring organization.

maximum length of stay: An inventory control used to ensure a reservation departure date.  Often used prior to a special event.

maximum taxable wage base (n.): An annual earnings threshold used for social security purposes.  

meal allowance: The amount required by state and federal tax to be used to calculate certain taxes for meals provided gratis to employees.

minimum length of stay: An inventory control used to build occupancy on shoulder dates by turning away reservations requesting a one-night stay on a high demand rate.

minimum wage: The legal minimum rate of pay for employees.

minor: A person under the legal age of adulthood.

MIS (abbr.): Manager of information services.

mod rate (slang): Experience modification rate.

MSA (abbr.): Marketing Support Applications.
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MTD (abbr.): Month-to-date.

N
net income: Income minus expenses.

net non-commissionable rates: A rate offered by a hotel for which a travel agent or wholesaler agrees to not receive commission.
net operating income (NOI): The remaining income after all operating expenses have been deducted from revenue, excluding mortgage payments.

net operating loss (NOL): The remaining loss after all operating expenses have been deducted from revenue, excluding mortgage payments.

net rate: A rate given by a hotel, attraction or airline to a travel agent or wholesaler.  This rate will be marked up, and often combined with other features, before being sold to a customer.

net revenue: Revenue less allowances.

net worth: The difference between an organization's or individual's assets and liabilities.  Also called "equity”.

NOI (abbr.): Net operating income.

NOL (abbr.): Net operating loss.

non-current asset: An asset not to be converted to cash within the next twelve months.

non-revenue receipts: Receipts collected that are not from the sale of goods and services, such as sales tax.

non-taxable benefits (n.): Any employer contributions that are not subject to federal withholding tax, such as an employer’s portion of a 401(k) plan.

North American Industry Classification System: A standard for classifying businesses using six-digit codes.  These codes are used on business tax returns.

no-show: A guest with a confirmed reservation who does not arrive and whose reservation was not canceled.  If the reservation was guaranteed, the hotel may charge the guest (usually for one night's room and tax).

7910. GLOSSARY OF LODGING ACCOUNTING TERMS, Page 16 of 22

O
occupancy: The percentage of hotel rooms sold. Calculated by dividing the number of hotel rooms sold by the number of hotel rooms available.


off sale: A type of liquor license that allows the holder to sell alcoholic beverages only for removal from the seller's site.  This type of license does not allow the consumption of alcoholic beverages at the seller's site.
on sale: A type of liquor license that allows the holder to sell alcoholic beverages for consumption on the seller's site.

opening balance: The amount of money in, or the value of, an account as of the day you designate as the beginning of the account.

open item: A method of crediting customer payments in which you apply the payment to specific invoices.
operating statement: See "Income statement”.

ordinary income tax (n.): An individual’s tax on earnings from wages, tips, and all other sources except capital gains.

other revenue: A category of lodging revenue, including laundry, pay movies, vending, interest, parking, copying, etc.

overbooking: The practice of offering more rooms for sale than what the hotel has in physical inventory.  This practice is commonly used to ensure a sell-out by offsetting the effects of anticipated cancellations and n0-shows.

overtime: Premium pay for excessive hours worked.

P
paper trail: Documents to support one or more transaction postings.
packing slip: A document listing the contents of a shipment and accompanying that shipment.  (Not an invoice, because it contains no pricing information.)

PAF (abbr.)  Personnel Action Form.

pay calculation (n.): A formula that calculates an employee’s gross pay to net pay.

pay calendar (n.): The payroll processing cycle for a given pay group.
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payroll departments: Departments that have labor expense.

pay frequency (n.): Defines how often employees in a pay group are paid—weekly, biweekly, monthly and so on.

pay group (n.): A set of employees grouped together for payroll processing.

pay period (n.): The established time segments for which employees in a pay group are paid.  Pay periods are defined by their beginnings and ending dates.
P & L (abbr.): Profit and loss statement.

period: See "financial period”.

permanent guest: A customer who has established permanent residence in a hotel.

Personnel Action Form (PAF): The form used by hotels to report changes in employees' status.

petty cash: Funds from which cash purchases are made.

PMS (abbr.): Property-management software.

PO (abbr.): Purchase order.

post (Vt.): To make an accounting entry.


postdate (v.t.): To date a transaction with a date in the future.
premium pay (n.): Any additional compensation for extra time worked, often expressed in terms of factor-above-normal-per-hour-day, such as time-and-a-half (where the one-half is the premium pay), double-time or triple time.

prepaid expense: An expense paid before the entirety of its benefit is received.

profit: The difference between the amount of revenue and expenses, if positive.

profit and loss statement (P & L): See "Income statement”.

property-management system: Computer software programs used for lodging reservations, check-in, check-out, guest accounts and other related functions.
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purchase order (PO): A customer-generated written contract for the purchase of goods and/or services.

Q
quarter: A period of three months and one quarter of a fiscal or calendar year. 

R
rate tier: Different levels of rates that are placed in Special Rate Plans and are categorized by moderate, high, and heavy room night volume.  These levels of rates may be structured as a percentage off base rate, dollars off base rate, or a flat room rate.  Typically used for locally negotiated rates established in exchange for volume.

regular time (n.): An employee’s normal work hours that do not qualify for premium pay.



real estate investment trust (REIT): A common form of commercial real-estate ownership and/or lenders, including hotels.  REITs are company's exempt from corporate income taxes by complying with all of the following: Management by trustees or a board of directors; no fewer than five individuals own more than 50%; at least 100 investors; at least 75% of income is from mortgages or rental of real property; distribution of 95% or more of taxable income as dividends; and less than 30% of income is from the sale of real estate owned less than four years.

reconcile (v.t.): To verify by reviewing and matching entries and records, such as to reconcile a bank statement.


register: A list of transactions, resembling the register of your checkbook.

regret: Potential reservation not booked when there is availability.  Common regret reasons are the rate, the room type is not available and the location of the hotel.


REIT (abbr.): Real estate investment trust.

reserve: Assignment of a vacant room on the day of arrival to a reservation in an effort to accommodate a special request.

resident manager: A hotel or motel manager who lives at the work site.

reseller's permit: Effectively, a sales tax license, allowing the holder to collect sales tax and avoid paying sales tax for goods purchased for resale to consumers.
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responsibility clause: That section of a brochure that spells out the conditions under which a tour is sold.  It should include the name(s) of the company or companies who are financially responsible.

retained earnings: Profit kept or accumulated by a company.  Also called "undistributed profits."  (Retained earnings plus capital contribution equal net worth on a balance sheet.)
returned check: A dishonored checks returned by the bank to the depositor.

revenue: The cash value of a company's receipts for the sale of goods and/or services.  (Revenue does not include taxes collected, but "gross receipts" does.)

revenue departments: Departments that generate revenue.

revenue management: The practice of maximizing revenue from perishable assets (rooms) through an effective use of pricing and inventory controls.  Selling the right product, at the right price, to the right customer, at the right time.

reversing entry: An adjusting entry to facilitate the recording of a transactions in the subsequent period.

RevPAR (abbr.): Revenue per Available Room, the amount of money a hotel earns for each available room. (Occupancy x ADR).

RFP (abbr.):: Request for proposal.

run of the house rate: A way to sell hotel rooms in which the hotel is selling a rate, not a specific room type.  Upon the guest's arrival the hotel will accommodate the guest with whatever room type is available.

S
salary: A fixed wage rate that does not vary by the number of hours worked.

sales tax: Tax collected by merchants on behalf of state and local governments when selling some goods and services.

service charge: Amounts collected, mostly on behalf of service employees, for banquet services, usually calculated as a fixed percentage of the revenue subject to the service charge.  Also called banquet "tips" and "gratuities," 

SDI (abbr.)  State disability insurance.
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SIC code (n.): Standard Industrial Classification code used to classify businesses and industries.

shelving: The capability of allowing a travel agency to book a rate other than the base rate through an airline system.

shoulder season: That period when there is neither a high nor a low demand for a particular destination (spring and fall months for many areas).

spillage: Customers turned away because lower valued customers have been previously accepted.  This can be measured by the number of denials that occur.

split shift: A work schedule interrupted by non-paid time, except meal and rest breaks.

split transaction: A single entry in computer accounting programs that has more than one offsetting account.

SSN (abbr.): Social Security number.

state disability insurance (SDI): State-mandatory employee-funded insurance program for workers disabled from non-job-related causes.  SDI exists only in a few states, including California.

statement: 1. A summary of a customer's account, including debit and credit entries for charges, payments and credits totaling to a balance due.  2. Any of a number of financial reports.

stay-over: A guest who is staying at the hotel for more than one night.  Unexpected stay-overs are guest who extended their stay beyond the number of nights originally reserved.

SUI (abbr.): State unemployment insurance (the same as "SUTA").
suspense account: An account used to temporarily carry amounts (such as discrepancies) pending their analysis.

SUTA (abbr.) (also SUI): State unemployment tax.
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T
Targeted Job Tax Credits: Federal tax credits available to certain employers for training and employing certain employees.

taxpayer identification number (TIN): A number identifying an individual or organization to the IRS.  Social Security numbers (SSNs) and employer identification numbers (EINs) are taxpayer identification numbers.

Telecheck®: A company that electronically approves customers' checks.

termination: The end of an employee's employment.

terms: The conditions for payment stated on an invoice.

TIN (abbr.): Taxpayer identification number.

TJTC (abbr.): Targeted Job Tax Credits.

TOT (abbr.): Transient occupancy tax.


transaction: Any event that affects company finances.

transaction history: A list that shows how transactions are linked with other transactions.


transient guest: An individual (non-group) hotel customer.

transient occupancy tax (TOT): Tax on the sale of lodging rooms.

transient revenue: Room revenue from services provided to an individual (non-group) customer.

trial balance: The process of checking that the total of all debit entries equals the total of all credit entries for a period.

U
UI (abbr.): Unemployment insurance, either federal or state.

V
variable cost: An expense that changes in direct proportion to a related increase or decrease in total activity or volume.
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variance: 1. The difference in the amounts between corresponding lines of and Income Statement or Balance Sheet. 2. The difference in actual and budget revenue, expense or profit.

W
W-2: An IRS form for annually reporting employees' earnings.

W-3: An IRS form used by employers for summarizing all of the Forms W-2 being sent to the Internal Revenue Service.
W-3c: An IRS form used to submit a correction to a previously submitted Form W-3.

W-4: An IRS form for employees to declare the number of allowances for income tax withholding.

W-5: An IRS form, Earned Income Credit Advance Payment Certificate.  Employees use this form to claim EITC payments.

W-9: An IRS form, Request for Taxpayer Identification Number and Certification.  Organizations use Form W-9 to request the Taxpayer Identification Number (TIN) from those to whom they make payments.

wage: Pay for labor.

workday: Twenty-four consecutive hours beginning and ending at the same time every day.

workweek: Seven consecutive days beginning and ending at the same time every week.

workers' compensation insurance: Insurance for employees’ job-related injuries and illnesses.

workman's compensation insurance: See "workers' compensation insurance”.

Y
YTD (abbr.): Year-to-date.
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7999. FINANCIAL MANAGEMENT ACKNOWLEDGEMENT
I have access to Marin Management, Inc.’s Financial Management Guide and have read it thoroughly.  I have been trained on the procedures and policies contained in the Financial Management Guide, and I understand my obligations to adhere to the policies, practices and procedures described in the Guide.

I understand that the Guide is the property of the Company, and the policies, procedures and practices described in the Guide are confidential proprietary Company information.

I acknowledge that it is Company policy that Hotel bank deposits must be made promptly every banking day; and I agree to fully implement this policy.

Agreed,

______________________________

Name (please print)

______________________________

Signature

______________________________

Date Signed

	KEEP THIS COPY FOR YOUR RECORDS


August 1, 2010
7999. FINANCIAL MANAGEMENT ACKNOWLEDGEMENT
I have access to Marin Management, Inc.’s Financial Management Guide and have read it thoroughly.  I have been trained on the procedures and policies contained in the Financial Management Guide, and I understand my obligations to adhere to the policies, practices and procedures described in the Guide.
I understand that the Guide is the property of the Company, and the policies, procedures and practices described in the Guide are confidential proprietary Company information.
I acknowledge that it is Company policy that Hotel bank deposits must be made promptly every banking day; and I agree to fully implement this policy.
Agreed,

______________________________

Name (please print)

______________________________

Signature

______________________________

Date Signed

	THIS COPY IS FOR COMPANY RECORDS


August 1, 2010






� As of a U.S. Circuit Court of Appeals decision May 12, 1999 according to “Important Appellate Court Ruling Regarding Tax Ramifications of Providing ‘Free’ Meals to Employees,” Advantage, California Hotel & Motel Association, May 1999.





