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Assignment 10
Accounting in Hospitality 
1. i. Outline the basic principles of accounting. 
To record monies owed/ paid. In accounting monies owed would be a debt to the hotel, once paid this is added into the credit column. These should tally. 
	Money owed in £
	Money paid in £
	Balance
	Guest details 

	450
	450
	0
	Mr Smith 

	560
	360
	200
	Mr Jones





ii. What is a guest ledger? Which type of information does it contain? 
The guest ledger is held at the front desk and contains information of a guest in particular the amount of monies owing to the hotel before departure, for example if they have eaten in the restaurant, they may have charged the bill to their room this would be added to their ledger. 
	Mr Smith 
	Room 512
	Paid
	Balance 

	7 nights 
	£770
	£770
	0

	Restaurant 03/12
	£48.93
	0
	£48.93

	Restaurant 04/12
	£52.10
	0
	£101.03

	Restaurant 05/12
	
	
	




iii. Which type of information is contained in a city ledger? 
These are all debits that have not paid – for example if Mr Smith leaves the hotel and forgets to pay the outstanding balance from above – then the debt transfers into the city ledger which is non-residential guest information. In turn this then transfers to the back office to local Mr Smith or his company and explain that there is outstanding debits that need to be paid. From here an invoice would be sent out and usually paid within the 30 days.


iv. What are the typical transactions that businesses undertake? 
Typical transactions are selling products / services, buying in raw materials and carrying out payments via cash credit or debit cards. 


v. Describe profit and loss accounts. 
This is where a summary of hotel expenditure is kept, P&L usually viewed over a month breaks down all areas in the hotel and shows how much money that department has made and ho much they have spent, there are some areas, such as administration that will have expenses for things such as paper, printing and postage, but will have no direct income, so they need to be accounted for within another department.  The P&L will also account of overheads, such as lighting, gas, water and electric as well as staff. 

vi. What is petty cash? How is it recorded? 
This is kept either by back office or reception staff as a type of emergency fund, when it is easier to use this money than request through the longer channels. Such as the need for stamps for posting, you might only need 3 or 4 and so recording of petty cash needs to be accurate – for example you need to buy these stamps but do not know their cost so to cover yourself you take £5.00 and record this in the outgoing book. When you return you have change and a receipt which is then placed into the petty cash drawer and the ticket for your £5 is taken out. So, a little like a small temporary loan. Depending on the size of the establishment your petty cash may be £50 or £500.



VII. What is a balance sheet? 
The balance sheet gives an overview of the business at any given time it is created at the end of the fiscal year by the accountant. the balance sheet shows how the business stands and the P&L shows how the business got to that stage, showing total assessts and liabilities and its net worth.



2. Discuss the different types of accounts that are dealt with at a hotel’s front desk. 
The front desk deal with both residential and non-residential accounts, as well as vouchers. That is to say that they deal with those guests that are currently staying, this that have left but not paid in full and any vouchers that guests have used. As most guest information is held on computer files these days it is easy to see all information by logging into their file, long gone are the days when everything was paper and easy to lose. CRM systems collate data and make it easy to run reports such as those spoken about in earlier chapters. Front office will make sure that all files are up dated before the end of their shift, and the city ledger is accounted for within the CRM system, and automatically transfers this data to the back office. Any vouchers used will also be added into the guest information account on this system. The vouchers may need to be updated, depending on what they are and if new ones come out. Some systems even calculate the offers, for example Holiday Inn have a points system, and will automatically send you out emails to let you know what offers are on, especially if you stay somewhere more than once. Other offers are things like say for 10 nights and they give you a free night. 
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