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Management  o f  pend ing  ba lances  i n  the  Gues t  Ledger  

due  to  excep t iona l  s i tua t ions  caused  by  non  co l lec ted  

reserva t i ons  a t  the  end  o f  the  se rv i ces /check  ou t .

P reven t  ex te rna l  f raud ,  improv ing  the  f i nanc ia l  r i sk  

con t ro l  fo r  non -payment  se rv i ces  i n  the  ho te l

Comp ly  w i th  tax  regu la t i ons  regard ing  VAT in  the  

d i f fe ren t  coun t r i es

S tandard ize the  p rocedure  fo r  a l l  t he  BUs

Ensure  a l l  se rv i ces  rendered  by  the  ho te l s  a re  

co r rec t l y  i nvo iced ,  accoun ted  fo r  and  pa id
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GUESTS

BILLING PROCEDURE

Two d i f fe ren t ways to manage the pend ing ba lances based on the type o f cus tomer :

TRAVEL AGENCIES/COMPANIES

❑ T h e i n v o i c e m u s t b e i s s u e d w i t h t h e c o r r e c t f i s c a l

i n d e n t i f i c a t i o n a n d c o n t a c t d a t a o f t h e g u e s t . G e n e r i c

c u s t o m e r s a r e f o r b b i d e n .

❑ O f f i c i a l P o l i c e r e p o r t m u s t b e s u b m i t t e d , i n f o r m i n g

t h e L e g a l D e p a r t m e n t o f t h e B U , a n d t h e i n v o i c e

m u s t b e i n f o r m e d t o t h e B U C r e d i t M a n a g e r, t h e

R e g i o n a l O p e r a t i o n s M a n a g e r a n d t h e E x c e l l e n c e

L e a d e r a t t a c h i n g a l l t h e e v i d e n c e s o f t h e a c t i o n s

t a k e n t o c o l l e c t t h e p e n d i n g a m o u n t . T h i s

c o m m u n i c a t i o n m u s t b e s e n t b y t h e H o t e l G e n e r a l

M a n a g e r, o r s h e / h e m u s t b e c o p i e d C C i n t h e e m a i l .

❑ T h e i n v o i c e w i l l b e p o s t e d d i r e c t l y i n t h e e x p e n s e

a c c o u n t 6 5 0 0 0 0 3 I R R E C O V E R A B L E G U E S T S

C O L L E C T I O N S .

Type of Credit D-NON-CREDIT Payment Method BAD DUE-PENDING BALANCE

The  co l lec t ion  and  recovery ac t ions  must  cont inue  a f te r  invo ic ing

The  u l t ima te ly respons ib le  o f  these  pend ing ba lances  and  a l l  r ecovery ac t ions  taken  i s  the  

Hote l  Genera l  Manager.

❑ T h e i n v o i c e m u s t b e i s s u e d w i t h t h e c o r r e c t f i s c a l

i n d e n t i f i c a t i o n o f t h e c u s t o m e r.

❑ T h e h o t e l m u s t r e q u e s t t h e c r e d i t f o r t h e

c o r r e s p o n d i n g t h e R e g i o n a l O p e r a t i o n s D i r e c t o r a n d

t h e E x c e l l e n c e L e a d e r a t t a c h i n g a l l t h e e v i d e n c e s o f

t h e c o r r e c t s t e p s f o l l o w e d t o a v o i d a n d c o l l e c t t h e

p e n d i n g a m o u n t . T h i s r e q u e s t m u s t b e s e n t b y t h e

H o t e l G e n e r a l M a n a g e r o r s h e / h e m u s t b e c o p i e d C C

i n t h e e m a i l .

❑ T h e r e s p o n s e e m a i l w i t h t h e a u t h o r i z a t i o n m u s t b e

a t t a c h e d t o t h e J i r a t i c k e t t h a t t h e h o t e l n e e d s t o

o p e n t o u p d a t e t h e c r e d i t l i n e i n t h e s y s t e m t o t h e B U

C r e d i t M a n a g e r u s i n g t h e c a t e g o r y N H S e r v i c e D e s k >

S A P B u s i n e s s S u i t e > S A P F I ( F i n a n c e ) > C u s t o m e r s

C r e d i t M a n a g e m e n t > D - N o n C r e d i t .

❑ T h e i n v o i c e w i l l b e p o s t e d i n t h e d e b t o r a c c o u n t G L

4 3 0 0 0 0 0 H O T E L B U S I N E S S T R A D E D E B T O R S



GUESTS

COLLECTION PROCEDURE

I f t hese invo iced amounts a re f ina l l y co l lec ted , the ho te l mus t fo l low these ac t ions based on the t ype
o f cus tomer :

TRAVEL AGENCIES/COMPANIES

❑ T h e i s s u e d i n v o i c e m u s t b e c o r r e c t e d , u p d a t i n g t h e

n e w p a y m e n t m e t h o d ( b a n k t r a n s f e r , c r e d i t c a r d , … )

❑ S e n d a n e m a i l t o t h e C r e d i t M a n a g e r t o t r a c k a n d

c h e c k t h e c o r r e c t p o s t i n g a s l e s s e x p e n s e i n t h e

a c c o u n t 6 5 0 0 0 0 3 - I R R E C O V E R A B L E G U E S T S

C O L L E C T I O N S .

Type of Credit D-NON-CREDIT Payment Method BAD DUE-PENDING BALANCE

❑ S e n d t h e n o t i c e o r d e t a i l o f t h e c o l l e c t i o n t o

ARCollectionsNH@digitalsharedservices.com i n c l u d i n g t h e B U

C r e d i t M a n a g e r i n t h e e m a i l .

mailto:ARCollectionsNH@digitalsharedservices.com

