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Introduction
This is a report about communication between the Front office and the other departments of hotel that is very important for the right operability of the hotel and include property management system, revenue management and forecasting and budgeting.

[bookmark: _Toc25792066]How front office communicate with other departments
Front office is the department responsible for communication with other departments in a hotel. To fulfill their tasks properly front office and back office is essential to communicate with their colleagues, subordinates and managers.
 To provide the best guest service like reserving accommodation, managing guest accounts, custom guest services, handling guest mails and registering guests front office need to communicate with all department in the hotel.
Communication with Human Resource (HR)
Front office should communicate with HR department for preselection, interview and choosing the best candidate. As well front office and HR keep in touch for employee induction and training, payrolls, holidays, taxes and appraisals.
Communication with Accounts 
Because front office is responsible with guest accounts demand a good communication with back-office accounting about payment settlements, discounts, coupons and vouchers. As well share the night auditor reports.
Communication with Food and Beverage department 
Front office is the department that guest come when need to ask about their food and drinks over their sojourn and this one of the reasons that front office should communicate with F&B department.
Acquisitions that guest effect from the bar, coffee shops or restaurant are tracked by the front office and transmit special solicitation to the food and beverage department.
Communication with Banqueting
Front office receive and reserve banquet requirements and organize the event with banqueting department and need to communicate about numbers of the guests.
As well front office department direct the guests to the respective halls and receive payments.
Front office is responsible to post information about place, event, hosts and guests.



Communication with Marketing and Sales
The front office department is fulfilling a history of the guests that is a great resource for segmenting the guests, develop customer-oriented packages, design and implement the campaigns. This department publish together the promotions and make the message board.
Communications with Housekeeping
Is imperative that these department to interact because constantly trade information about the room status. Front office produces every day a list with the expected arrivals and departure.
There cannot be allocated any rooms until housekeeping department does not clean, inspect and release the rooms.
Every night front office generates an occupancy report (night report) that present the rooms occupied and the rooms that are waited for check-out next day.
Front office communicates to housekeeping when a room is released, and the room is prioritized to be cleaned and available for sale.
As well this two departments need to communicate about room status like out of order, under repair that is important to an accurate room management.
Formula for Occupancy Percentage= (Number of Rooms Occupied) / (Total Number of Rooms Available for sale) * 100
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Intranet
Intranet establish the communication inter-departments, inter-hotels and inter-groups and one of the most important point is the speed. Organization structures are kept and effectively got to, bunch maps, staff sets of responsibilities and employment opportunities, news on improvements, business reports, developments, essential staff data, criticism gatherings, client input, mingling occasions and excursions are for the most part available. https://www.4hoteliers.com/features/article/1374

Information and communication technologies
Parsons and Oja (2013) refer to online reservations systems as one of the main impacts of ICT on hospitality sector considering that clients, they have at their disposal online reservation functionalities.
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Since technology develop, the computers have a very important role in the front office operations. The benefits of a property management system are capability to operate automatically and simultaneously functions in term to economise time and money.
Some of PMS function are reservation, registration of guests, rates, reports, direct booking engine, night audit, guest check-out and bill payment. 
Parsons and Oja (2013) refer to online reservations systems as one of the main impacts of PMS on hospitality sector considering that clients, they have at their disposal online reservation functionalities.
PMS intercommunicate with front office, housekeeping, security, engineering, food and beverage, gift shop, spa for generate incomes, as well check the temperature in the hotel.
Relational Database Management System (RDBMS)
This system it is utilised to accumulate and manage the information about customers like historical information since possess a large storage, centralized database. Relational database management system helps to avoid human and computational errors and is easy to access.
Reservation system
The hotel reservation system fulfils following conditions, helps guests to realise their own bookings online, record the guests and the rooms.
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The most quintessential IT instrument in hotel organization is hotel information system (HIS). According to Ham, Kim and Jeong (2005), can be separated into four classifications which are front office framework, visitor related interface, restaurant and banquet executives framework and back office system.The most significant system is HFOS since is operating every day of the year processing reception, bill-folio-invoice, cashier-foreign exchange, forecast, contract and discounts, guest relation, housekeeping, back office, management reports, general reports and end of day reports.
[bookmark: _Toc25792070]Yield management
“Yield management is a revenue management system that pursue to understand, anticipate and then react to consumer behaviour in order to maximise revenue.” Dominic Martin (2006)
It is essential that hospitality industry comprehend the significance of Yield management elemental factors.
Revenue management, also known as yield management, is an essential instrument for matching supply and demand by dividing customers into different segments  based on their purchase intentions and allocating capacity to the different segments in a way that maximizes a particular firm’s revenues(El Haddad, Roper & Jones,2008).
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Hotel revenue management system (Ivanov & zhechev,2012)

Yield management is a room management technique that was adopted from airlines and adapted for hospitality industry regarding maximise room occupancy and gain best average room rate.
 
ARR=

Revenue management is an electronical system that help to forecast the revenue by selecting rates for a given date.
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Financial forecasting and budgeting improve to define the profitability of the hotel.
Forecasting provide a report about level of sales and budgeting produce a description about spending that affects revenue. W.P Temling and P. Quek (1993).
The difference between budgeting and forecasting is that budgeting deal with revenue for a longer period of time like six months one year meanwhile forecasting is for a short period of time like seven to ten days. Raynold S. Schmidgall and Agens L. DeFranco (1998)
To acquire a profitable hotel, it is mandatory an accurate budget. Michael J. O'Fallon, Denney G. Rutherford (2011)
A very important operation in hospitality industry for managing a hotel is planning in the future finance and accounting, future sale, production.
Forecasting is a prediction meanwhile budgeting is doing an analyse about income and spending.
Budgeting is a tedious procedure and a point by point articulation of an undertaking money related movement which incorporates income, expenses, investment and income for a specific timespan. 
There are four key requirements a spending arranging and control process like co-ordination, participative budgeting, the budget manual and identification of key factor.
Co-Ordination is a process that a plan is produced to check the stock and to be informed about the capacity that will be produced.
Participative budgeting is the step where all budget committee are coming with their own budget in practice.
The budget manual contains budgetary planning and control process, organisation chart, agenda to arrange budget.
Identification of key factor is the component that calculate labour and salary costs.
Some of the managers proceed a monthly report that helps them to accomplish a faster budgeting at the end of the year.
Types of budget are functional budget, master budget, basic budget, current budget, long term budget, short term budget, fixed budget and flexible budget.



Front Desk Policies and Procedures
Name Recognition
The guests should address by their name, this step is very important in creating a personal bundle between front office operator and the guests and as well the customers feel valuated.
Check In and check Out Procedure
The guest should be received with a smile.
The room type and the duration of the accommodation must be verified, and the guest should be informed about all amenities and operation hours.
When guests check-out should receive a printed receipt and thank them for the visit.
Proper Uniforms
The uniforms should be neat and ironed and shoes must be clean as well. Is very important to put on the name tag.
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