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Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:
1. 
i. 
· Debit = money that guest owes to the hotel, noted on the left-hand side of the portfolio,
· Credit = any money obtained from the guest, including deposit made in advance paid by the guest, noted on the right-hand side portfolio,
· Balance = Prior Balance + Debits – Credits = net outstanding balance. Applied for every bill, cash and credit transactions are noted for every hotel guest (guest account card/Guest Weekly Bill)
· Remaining balance = subtracting the right from the left.

ii. Guest Ledger = sum set of all folio accounts of hotel guests (in-house guests) and any debit entries to the guest folio will enhance the guest balance and the net outstanding balance of the guest ledger. It is also called Transient Ledger, Front office Ledger and the Room ledger. 

iii. City Ledger = non-guest ledger: each account that doesn’t belong to the resident guests. If while check-out time resident guest account is remaining balance it will be switched to the City Ledger. Once the transfer takes place, there is switch from front office to the accounting department. Examples: Credit card payment accounts, Direct billing accounts, Airlines, Travel agencies, Bad cheques account, Disputed bills accounts,..

iv. Making sales, purchasing goods or raw material to resell, receiving payments, carrying out payments, bank account withdraws and paying into a bank, paying payroll expenses (salaries and wages), paying to the owners. 

v. Income Less Expenses = Profit or Loss
Profit = all profits earned by the business (belongs to the owners and is added to the capital). Income > Expenses = Profit, Income < Expenses = Loss. 
Profit and Loss account are showing what the business has earned and owes, financial behavior oven a given time period. 

vi. Petty Cash shows each cash transaction acknowledged with a receipt and continuously decreasing the cash balance if we are drawing specific amount. 
Example of Petty Cash Analysis for the certain month:
	Date
	Supplier
	Amount
	Balance

	7th July 2019
	
	
	£ 200

	7th July 2019
	Macro Market (vegetables)
	£ 100
	£ 100

	10th July 2019
	Fresh Bakery (cakes)
	£ 80
	£ 20



vii. Balance sheet (Income Statement, Statement of Financial Position) is a detail of all the financial values of each of liabilities and assets of the business on the last day of the accounting cycle. It is created by the accountant and linked to the financial position on the date upon which books are closed. 

2. [bookmark: _GoBack]Guest Accounts: detailed financial transaction records by guest and between the hotel and guest. Confirmation comes when the guest checks-in or confirm the reservation. It includes all transactions associated with the balance of the guests account. 
These accounts are usually paid in the end of the guest cycle. Sometimes it needs to be partly or fully paid during other times of the guest cycle as there could be house limit enforcement, guest crossing the limit could be requested to pay part of the entire remaining bill. There could be always risk of unpaid account or stepping over the company limit. 
Non-Guest Accounts: extended in-house limits to local establishments, agencies or meeting groups could be used as a competitive advantage. Non-guest accounts are created to keep track of these transactions. They are also used when guests don’t settle accounts at departure time. 

Once the status changes to a non-guest, the obligation of the account goes to the back office – accounts department. In difference from guest accounts that are noted on daily basis, non-guest accounts are most likely billed in monthly cycles by the accounting departments. 
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