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Introduction 
This report will talk in first part about the communications between the Front Office and the other departments of hotel and in second part about forecasting and budgeting, what it means, and what to do to ensure the hotel sell higher. In this report, I will refer to the criteria that matter, and I will go over the key component in detail.

Operational reports between front office and other departments

The reception department is specialized in the sale of hotel services, especially the accommodation spaces. For a good performance of the reception activities, the hotel management communicates formally to the department head, the specific tasks, the working program the safety norms, the legislation and the general hotel norms. and specific, internal rules, rules of professional behaviour, sales and reservation planning, tasks and operational information determined by the specificity of each hotel day and of the different categories of customers. “Service: Doing something for someone else, providing a good, providing an activity.” —Stephen Weisz, president, Marriott Vacation Club Int’l.
 In the case of the information of major importance that have the character of regulating the activity from the reception, it is recommended the written communication, with confirmation of taking to the acquaintance. The communication must be very fine structured concise, documented and not contain ambiguities. The details need to arrive in a timely manner and be made known to all front office staff. 

Communication between the Front Office Department and the Hotel Management.

The front office department has the task of communicating the executive management and the heads of other departments, some information according to the established communication system. the object of the communication can be represented by reports and statistics on sales, specific indicators of the accommodation activity, work schedule and timetables, special situations generated by staff or customers, special requests of staff or customers, malfunctions regarding equipment and installations and also others specific deadline. Information. Most of the information communicated is transmitted in writing or has a precise. Exceptions are the special situations whose communication is made immediately after their production, directly to the persons established through the communication system.
This report of the front office communication results in the fact that this department is in the informational, relational centre, being a bridge between the various departments the operational services between the client and this one, as well as in the external environment. By the nature of the activity, the front office is connected through communication channels with housekeeping, sales-marketing, food and beverage, maintenance and with the departments providing additional services such as sports bases, transport or renting.

Communication between Front Office and Housekeeping Department.

The front office collaborates most frequently with housekeeping in order to improve the efficient and efficient use of accommodation spaces. Considering that housekeeping is a basic service and the reception it sells between the two services, an organized communication is established, the reception having as objectives to communicate the situation of the rooms at the beginning of the hotel day, the arrivals of tourists during the hotel day, occasional clients, VIP clients , organized groups, unannounced departures, departures of clients after 12 o'clock, particular situations, special treatments for VIP clients, orders for additional services, deficiencies claimed, requests for fitting the extra bed, special requests of clients and their preferences. Also, the communication of these preferences is made as soon as possible after the application is formulated. Also, housekeeping must communicate to the front office, the report about the rooms started at 12 o'clock, the particular situations, the detected defects and their requests for repair, the consumption of the minibar, the vouchers for the additional services and the forgotten objects.

Communication between Front Office and Restaurant (Food and Beverage) Department.

The restaurant is the second basic compartment of the hotel that provides its customers with specific units and food services. Communication between the two departments is important for the process of serving the clients and implies from the reception to communicate information such as: number of existing clients, check in and check out guest, number of clients taking breakfast, structure of guests (individuals and groups), specific data regarding the organized groups taken from the booking orders such as arrival date, departure date, changes or cancellations, special menus. But we can have special treatments for VIP persons, as well as their preferences, special requests for sick clients and orders for room service. “Hospitality is service with heart.” —Staci Chen, assistant director of private dining, Restaurant Daniel (New York City) There may also be people accompanied by young children where we can have a special area for the little ones and special requests and complains. The restaurant has the task of transmitting to the front office information regarding the lists of preparations and drinks offered by the component units, the functioning program of the units, the payment notes for the services provided that contain the clients' signature, the objects forgotten by the customers in the restaurant and the complaints made by to customers.

Communication between Front Office department and Banquet Department.

It is a department must interact with each other with regard to the number expected by the clients, guiding them to the different areas of festivities where there are symposia, agapes, birthdays, weddings and private parties. Also, the banquet department must forward to the front office the entertainment and animation program of the specialized units.

Communication between Front Office and Maintenance Department.

The maintenance department is one of the functional departments, whose main role is to ensure the technical conditions for performing the services and to remedy the malfunctions that may appear in operation. The communication with this department implies from the reception to communicate the defects and all the problems of technical level found in rooms or in the other spaces, the collaboration for the purpose of putting into operation and the exploitation of some installations and equipment specific to the activity from the reception. The technical department has the obligation to inform the Front Office about the possibilities of remediation and the temporary inability to remedy, the time needed for the remedy and the completion of the remedy.

Hotel Management Program (PMS)

The PMS in the hotels it is a software which doing the automates routine in hotel activities. Take over the non-creative, repetitive work. Real-time automation of all day-to-day operations in the hotel: availability of rooms, reservations, changes, cancellations, receipts, billing, etc. It does not replace the employee but assists him. He is a working tool, second to him and takes over his routine tasks, leaving him to focus on profitable activities. A tool for saving time and increasing revenue. Reception system helps to assist the client during the reservation, stay, check-in, check-out, receiving special offers, making payments, billing, etc. Hotel management and automation of the tasks of receptionists, booking managers, sales managers, accountants, managers, waiters, waiters, etc. Automation and synchronized integration of cash registers, CLOUD tax houses, section printers, room access systems, etc. Synchronize all departments in a single software, sends confirmation of reservation, lowers the reserved rooms out of stock, and upon release, puts them back for sale.  The software automatically sends booking confirmation emails, invitation to check-in, invitation to pay online, invitation to reviews, maintaining a continuous flow of communication with guests from reservation to check-out and post-check-out. Also automatically sends, upon reservation, an email with invitation to check-in online in exactly the same way that airlines do with their customers. The positive role of PMS is about queues at the reception on busy days are eliminated because the guests are hurried to enjoy the reservation. That PMS help the customers through faster services, decongested reception, fluidized accommodation operations, employees who can deal with customers, not the copying of data they had already provided at the reservation. The access card system is synchronized with the reservation: the software issues the card according to its data. Once the client comes, all the receptionist has to do is hand for guest the card. All the functions necessary for organizing private and business events with the help of the group reservation system. Possibility to group the services on the main room. The ability to make deposits, to distribute costs to the company or specific rooms, according to the client's requirements. Direct access to the customer record, with information about orders, payment methods and balance status. Direct access to the tariff plans of group bookings, individually or through agencies. Receipts regardless of the method of payment or currency.



Forecasting and Budgeting 

Budgeting has the role of projecting the profits and costs of a company, for a specific period that it wants to obtain this report. The main purpose of budgeting is to be a support for the business strategy to fulfil the initiatives of the strategy plan for allocated budgets and resources and to have the capacity to reach the set goals. Bill Marriott’s father gave him two pieces of advice, “Don’t go into debt, and don’t go into the hotel business.” Bill didn’t listen to either (Girard, 1991). The budget is a detailed financial report that includes earnings, expenses, investments and cash flow over a certain period of time, the most common is for a period of one year. Usually the budgets are prepared by the companies for a financial year, but it can be a continuous budget adjusted during the year of changing business conditions. Although it requires a lot of attention, it is not a rule for it to bring in revenue.

Forecast refers to estimating the profit during the period when the company wants to obtain it. The forecast is a plan for the possible actions of the business in the future, the forecast is prepared for sales, production, costs and finances ready for business. The forecast can have flexibility even if the budget has a fixed target, also the forecast is a projection of what will happen with approximation throughout the period budgeted by the level of business. It can be long-term or short-term, providing long-term valuable information for the strategic business plan and short-term forecasting day-to-day operations for business needs.
Budgeting and forecasting are the processes that determine the financial goals of a company in the short or long term, can be a method of allocating the financial resources that can have a strategic purpose of the business.
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