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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. 
	1. Give short answers for the following questions: (24) 

i. Outline the basic principles of accounting. 

An account is a means of keeping track of a series of transactions and business deals.  It is usually recorded on paper or more often on computer.  This account shows any debits (expenditure room, drinks, food etc) and also any credits such as refunds and advance payments.  The total is then calculated and an account balance obtained.  The account is created when a booking is made or a guest checks in at the front desk.

ii. What is a guest ledger? Which type of information does it contain? 

The guest ledger is the summative total of all current guest accounts.  It shows information including guests name, room rate, room number, arrival, departure, home address and billing address.  Each account is given its own serial number to make it easier to keep track of each customer.  This account is settled by the front office.
iii. Which type of information is contained in a city ledger? 

Guest ledger contains all details of transactions that do not belong to residing guests. This will include people who are attending conferences or events at the hotel.  

 If a residents guest balance is not settled it will then be transferred to the city ledger and settled by the back office accounts department.
iv. What are the typical transactions that businesses undertake? 

All businesses will undertake similar transactions regardless of their size.

Selling goods or services to customers (accommodation, food, beverages).

Buying raw materials e.g. food to provide a service (catering).
Buying goods (cleaning materials, items for rooms).

Making payments to suppliers

Receiving payments when settling up accounts

Banking transfers

PAYE transfers for employees wages

Employees pension contributions

Paying the owners or shareholders dividends

Lease or mortgage payments.

v. Describe profit and loss accounts. 

This is a type of account that an organization will hold which shows sources of income (rooms rates, drink sales) as credits and expenses and losses (wages, purchase of materials) as debits. This will show the net profit or loss of a given time usually yearly or quarterly.  The profit and loss does not account for assets and liabilities which would be found on the balance sheet.  A company will use profit and loss to pay dividends to its shareholders and to calculate taxation for HMRC

vi. What is petty cash? How is it recorded? 

Petty cash is a small account of money used for small purchases. The petty cash will be recorded in its own ledger.  Receipts are required for each purchase.  As the amount in the petty cash box decreases the amount of receipts will increase.  The balance of cash plus receipts will remain the same.  When the cash is finished the receipts go to finance who allocate the purchases against the appropriate department (catering etc).  More cash is put into the box and the process begins again.

VII. What is a balance sheet? 

A balance sheet shows a companies assets and if these assets are accounted for through debt or equity.  The balance sheet shows the financial position of a company after a given time and provides a snapshot of its financial performance.  The balance sheet accounts for what a company actually owns not just money in and out, this gives an accurate picture of what the company is actually worth.

One half will show assets such as cash in bank, value of equipment, value of land, return on investments.
The other half will show liabilities such as shareholders equity, current liabilities, long term liabilities, interest owed.

Each half will be totaled and will show if the company is in debt or equity.

2. Discuss the different types of accounts that are dealt with at a hotel’s front desk. (6)
This can be split into two groups

Guest accounts

This is a detailed record of financial transactions between the guest and the establishment.  The account is created when the guest is registered at the desk or creates an online booking.  The guest settles the account when checking out.  Sometimes a guest may be reach a limit on their account whereby they have to settle part of the balance owed.  This would be more appropriate to long term guests as the hotel will always want to have as little money owing as possible.
Non guest accounts.

These are given to visitors or organizations who may be attending conferences.  These accounts aren’t settled at the front desk but by finance department sending the relevant organization an invoice.

Also if a visitor fails to settle a guest account the account is then transferred to finance and becomes a non guest account and the finance department takes responsibility for settling the balance.
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