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Accounting in Hospitality
1. Give short answers for the following questions:
I. Outline the basic principles of accounting.
Accounting is recording, summarizing and reporting of any money transactions made by the hotel business. When a guest stays at the hotel they will be using extra services that will have to be added to the final bill when guest checks-out. They may use extra facilities like making calls, using the bar, eating in the restaurant, getting laundry done or using office items like photocopying or faxing. Hence, the primary aim of accounting then is to make sure that the guests are billed accurately for the services and charged correctly. Customer account starts with a debit column to put in amount paid for the room, a credit column to put information on extra enmities used or bought buy customer then the balance column that has the net balance that customer has to pay when checking out. 

II. What is a guest ledger? Which type of information does it contains?
A guest ledger is created as soon as a guest checks into hotel. The ledge consists of guest name and records of all transaction are recorded on that ledger. The guest ledger should be updated whenever any transaction is made, keeping accurate information will help to create the final bill. 

III. Which type of information is contained in city ledger?
City ledge is a hotels account for tracking non-guest transactions. A city ledger is a collection of related accounts that tracks money a hotel brings in that is not part of a transaction associated with a currently registered guest. City ledge consist information like  travel agent transactions, airlines transactions, airport transactions, credit card payments, direct debit billing. For example, when hotels are close to airports, some airline may have an account with the hotel for distress passengers in case of airline delay cancellation etc. Hence, instead of guest paying for rooms, the airline gets billed according to agreement; it may be set up as 30 days, 60 days or 90 days.

IV. What are the typical transactions that business undertakes?
Each business transaction with the hotel will have their own account that will show all transaction carried out, weather being a sole business, partnership or company. Keeping these records allows the hotel to know which business have outstanding payments and helps accounts department to prepare bills for business. Transactions inputted will have similar information like
· Making sales, what kind or service was provided 
· What was purchased eg buying materials like bedding, towels, cleaning products
· Making payments as a hotels what has been paid out
· What  has been paid to the hotel by other business
· How much as paid to staff wages
· How much is paid for tax/vat

V. Describe profit and loss account.
Profit and loss   is a summary of financial performance of a business over time of monthly, quarterly or annually.  It indicates the profit and loss performance of the business of a specific period. The statement summarizes the income for a period and subtracts the expenses used for the period and calculates the profit or loss figure for the business. 
	
VI. What is a petty cash? How is it recorded?
Petty cash is a small amount of cash in hand that is kept to use for small transactions. For example, the hotel manager will draw out about £500 to keep as cash in hand to use for small payments like buying milk, bread, for staff use, or for breakfast room for guests. Every time the manager uses the money the receipt of all transaction should be kept with the petty cash to balance the cash in hand. Receipts should be checked and kept balanced with the petty cash at all times.

VII. What is a balance sheet?
Balance sheet shows the financial position of the hotel at a  particular point of time. By comparing balance sheets at different times it is possible to determine the profit made in each period. Balance sheet is calculated by
· Assets are anything of value owned by the hotel including resources and future economic rights such as money owned by customers.
· Liabilities are financial obligation to outside parties repayable at some future time, such as loan to bank
· Capital is the amount invested in the business by owner. 

ASSETS = LIABILITIES + CAPITAL


2. Discuss the different types of accounts that are dealt with at the front desk in a hotel.
[bookmark: _GoBack]The front office is the hub of all transaction recorded, hence the front desk operator should show ability to cope with recording and handling all financial transaction. A lot of assistance may be given to the front desk office to enable them to carry out their accounting work more accurately and efficiently by a management which is updated regularly. The types of account dealt by the front desk are 
· Guest account/ folio is created as soon as guest checks in at the front desk. All record should be recorded accurately on daily basis. Guest may use hotel facilities like room service so the restaurant should contact front office with the room number and guest name and provide information of room service bill. This bill will be added to the final bill when guest checks out.  

· Non- guest account refers to all in house charged privileges extended to local business or agencies. It is also when a guest account is not settled in full on check out the balance is transferred to a non-guest account. It contains credit card payment, local business account, direct billing account, that may billed on monthly basis.

· Vouchers are documents that have details of the purchases made by the guest from an outlet of a hotel. Vouchers acts as supporting documents of the paid transaction happened between the hotel and the guest. A voucher is a proof of transaction sowing the amount by guest.
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