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1.   Give short answers to the following questions:       (24) 
 i.   Outline the basic principles of accounting.  Debit and credit based. A debit is money paid into an account to the hotel where the money is owed to the hotel by the guest. A credit is money owed by the guest in the form of money or deposit paid in advance.  The difference between credits and debits is on the balance sheet which will indicate any remaining balance of monies due
ii.   What is a guest ledger? It is a group of folios of a registered checked in guest. It is where a guest can create debits to increase their value to the hotel.
What type of information does it contain? It will include info like guest name, address, room number, dates of arrival and departure, and any billing instructions for charging. It will be identified by a unique account number for auditing purposes.
iii.   What type of information is contained in a city ledger? Is every other account belonging to a non residential guest or company. These accounts include non arrival charges, credit card payment accounts, billbacks to third party agents and disputed accounts.
iv.   What are the typical transactions undertaken by businesses? Selling goods or services, buying materials or goods to sell on receiving and processing payments.
v.   Describe profit and loss accounts. 
These accounts allow direct comparsions between the cost of a service or supply against the revenue generated from that particular service or supply to show the gross gains (or losses ). Eg cost of bar sales against revenue from the bar, these comparisons are shown as percentages.
vi.   What is petty cash? How is it recorded?  Petty cash is a small cash reserve that is used to purchase smaller requirements. The petty cash reserve is at a constant level and is made up of cash and receipts of any cash purchases. Usually a petty cash voucher book is used and accompanied by the receipts of the purchases. This is then entered into a simple spreadsheet describing the supplier, date of purchase and the amount with a running balance to keep a current cash value of the petty cash reserve.
VII. What is a balance sheet?
 A balance sheet is a record of the financial standing of the business at a set point. It is produced at the end of the financial year for that business whether it runs Jan-Dec or Apr-March (fiscal). The ‘balance’ shown on a balance sheet is the balance between the assets and liabilities of the business and shows if the business has ended the year at a loss or profit (net value).
 
2.   Discuss the different types of accounts that are dealt with at a hotel’s front desk.  (6)
Guest accounts - A guest account is the financial transaction record between the hotel and the guest. On check in the guest account is created and all transactions the guest incurs will appear on this account. It is an account that is the guests responsibility to settle on or prior to departure.
Non Guest accounts - These are accounts not settled by the individual guest but by company payments, cancellation charges or third party card payments/bill-back payments.  These are the responsibility of the accounts department to arrange settlement not the front of house team.
