


Part 2 A
The front office staff properly communicate with other departments of a hotel just like housekeeping, food and sales, marketing and sales, maintenance, human resources, and security departments. The front office is acting as a communicator in guest services because all guest who visits the hotel first communicate with the front office and also guest last communication point at the hotel is front office desk. Each department of the hotel has unique and different communication links with front office staff members. Department of hotels interacts with each other to perform daily tasks, to operate successfully communication is very important. Just like the market and sales department need help from the front office to get data on guest history, the front office desk provides detail concerning each guest's visit to the hotel. The front office gathers some information in zip code just like special needs, frequency of visit and reservation for sleeping room. It is the responsibility of the front office desk to make a good impression on the guest, provide detail to customers about hotel services and meet the needs and requests of hotel guests. The market and sales department get guest history from the front desk office, the guest's history information is valuable for the marketing and sales department they use this information for promotion of hotel, target market campaigns and to select specific advertising media.
The housekeeping department and front desk office communicate with each other to get information about housekeeping room status. The front office knows about the availability of room for urgent guest through this report. The housekeeping room status has different terms, just like if room available and ready then the room is ready to occupy. If occupied means the guests are already in the room. Stay over mean guest will not check out the room and not disturb guest on the current day. Dirty means the guest checking out the room but housekeeping staff did not release the room for other occupations. Out of order means the room is not ready for occupancy because of some mechanical default. So, the front office staff communicates with the housekeeping department to get room status report because of the front office reserve room for guests. The room status reporting is handled through face to face communication and not use PMS. 
The front office communication with the food and beverage department is also very important. This communication gives accurate information on transfer, this information used to predict house count. It estimates the number of guests expecting based on previous activities information. This communication help food and beverage manager and hotel manager to meet the demand of the public. The supervisor of the food and beverage department relay on predicted house count information prepared by the front office manager, this information help food and beverage manager predicts sale and schedule employees of the hotel. The banquets department communicate with front office desk because this department relies on the front office for schedule event and bill payments. The banquet department combines the function of the food and beverage department and sale and marketing and sales department. That's why all departments of the hotel communicate with the front desk office because they rely on front office information to perform daily operations.
Communication Tools
Every industry has its way of communication and its own needs regarding internal and external communication. In the hospitality industry require more effective communication between the different department of a hotel to get the work completely done. The staff of the hotel needs communication tools that work perfectly inside and outside the hotel. There are many tools used in the hotel for communication these tools are listed below:
PMS
PMS stands for a property management system. It is a computerized system used in manufacturing, intellectual property, and hospitality accommodation management. hotel PMS is a comprehensive system that is used to cover objectives like front office operation, maintenance department, and sale department operations. It replaced the old manual system which is inefficient. With advanced cloud computing, the property management system expands its feature for hotel management just like the guest-facing feature. The system automates all operations of a hotel just like a point of sale, online reservation, food and beverage costing, front office operation and HR and Payroll, etc.
For Example
If any guest wants to reserve a room then guest easily reserve room online through this system because this system provides online reservations. 
Radio Walkie-Talkie 
The radio walkie-talkie has been used for many years in the hospitality industry and it still the most popular tool. It is a fast communication tool and communication is easy throughout radio walkie-talkie. Many users not switching to other communication tool but it is not so efficient because of a lack of functionality. It does not have good coverage of network so it uses limited coverage that's why it is nor effective.  
For Example
If the desk office wants to communicate with the marketing and sale department then they easily use radio walkie-talkie because of its work efficiently within a hotel building.
Hotel Service Optimization System
The hotel service optimization system is a complete app that provides a complete package of communication to hotel staff. It not only works as a communication tool between hotel staff but it also provides the opportunity that hotel guest communicates with hotel staff. This app connects hotel guest with staff and improves the hotel services. It is a mobile-based device, the hotel staff can easily use this app on smartphones, there is no need for additional devices for this app.
For Example
Through this communication tool front desk office assign tasks to maintenance staff and house-keeping staff. Guests also communicate with staff if they have any issues in the hotel room. 
Part 2 B
Operational Reports
Many reports included in the daily operation of hotel management. These reposts are generated by different departments of hotels. These reports include house-keeping repost, food and beverage report and reservation reports, etc. The communication between different department help in daily operational reports, because every department relies on front office desk for information. That's why communication is most important to generate accurate reports. Some of the hotel reports discuss below:
House-keeping Report
The house-keeping report includes front desk status, departure date, unit type, and housekeeping status. This report help housekeeping staff to know about which room is clean and available, which room is checkout and need to clean, change towel and bedsheets. This report enables the front office desk to know which room is available for reservation.
For Example
Here is an example of a house-keeping report:
[image: ] 
Reservation Report
The hotel reservation report shows all the detail of the guest who reserved the room. The report also includes the wait list and canceled reservation list along with arrival details. This report includes a record of a maximum of 31 days. This report creates in two ways by name or by reservation date. It includes guest name, reservation date, arrival date, departure date, room number and rate name, etc. 
For Example
[image: ]
Departure Report 
The departure report is about who leaves the hotel today and who will leave the next day. Every night the hotel manager should create two types of departure reports, the one report is for the present day and the second report is for the next day. The departure report of today shows the information of guests who supposed to check-out the hotel today. This report helps to identify guest who did not check out and this report also identify other issues just like overbooking. This report includes room assignment, reservation, guest name, departure date, arrival date, balance, and room status. The front office needs to communicate with the house-keeping staff to know about room status.  
Example 
Here is some example of departure Report of the hotel:
[image: ]
Forecasting/ Budgeting
Forecasting in the hotel starts with making a budget. The budget should be realistic, the budget some time change day by day. The budget is set for every room, and with time budget will be changed because the rate of rooms will be changed according to the price. The forecast reflects the expected short-term situation of about 1 to 3 months. The forecast of the hotel compared with the budget then new strategies will be applied to maximize the profit and revenue.
[image: ]
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Reservations

06-May-2016 - 06-May-2016.

Guest Res DDaeRes  Daten DeeOu  Aduls Chid Room  Roon Type Rate Rae Name Grow/Coporate Name.
Boyd, Dama 1813 06May2016 0BMay016 OoMay-20%6 2 0 111 ovaa 500,00 "Best Availabe Rate /
Clevenger, Anhony. 1817 06May2016 14May-016 15May-20%6 2 0 201 oK $650.00 "Best Availae Rate
Edwards, Thomas 199 06May2016  O6May016 11May-20%6 2 0 801 ovsk 73,00 3FOR2
Ewing, Jarice 1816 06May2016 0BMay-016 OoMay0%6 2 0 108 oW 450,00 "Best Availabe Rate
Exley, Chrisopter 198 06May2016  2eMay16 NMay6 2 0 114 ovaa $500.00 3FOR2
Fy. Jason 1815 06May2016  OSMay-016 12Mayt6 2 0 ovsk 455,00 Prefemed Corporaie Rate  Audi Moorspors
Gaston, Dariel T 06May2016  10May-16 11May2t6 2 0 104 oK $500.00 Best Availabe Rate
Greg, Tomie 1804 06May2016 O6May-016 OoMay-20%6 2 0 101 oK 33,3 FOR2
Gy, Rase 1803 06May2016  O6May-016 11May2t6 2 0 507 ovsk $569.50 Appe Appe
Janson, Kisin 1811 06May2016  0BMay-016 OoMayt%6 2 0 102 oK $620.00 *Best Availabe Rate /
Mis, Sandra 1812 06May2016  OSMay016 f2May6 2 0 303 oK $536.00 Breakfast Package
Oignam, Rovert 1810 06May2016 O6May016 11May6 2 0 116 cvaa $420.00 MORE#
Orange, Mark 1814 06May2016  2eMay016 My 2 0 315 ovaa $400.00 Microsot Microsot Corporason
Otega, Brad 1809 06May2016 O6May-016 11May20%6 2 0 107 oW $459.20 Breakfast Package
Quinn, K 1805 06May2016 10May-016 f2May2%6 2 0 209 oW $400.00 *Best Availabe Rate
Randaph, Chars 1800 06May2016  O6May-016 10May2t%6 2 0 502 ovsk $675.00 "Best Available Rate
Red, Eva 1800 06May2016  O6May-016 10May2t%6 2 0 502 ovsk $675.00 "Best Available Rate
Rist, Tara 1801 06May2016  O6May-016 foMay6 2 0 602 PSBKICQ 241667 3FOR2
** VIP Guest Corsair Yachts CEO ***
Russdl, Karen 1802 05May2016 O6May-2016 11May-20%6 2 0 510 ovsk $460.00 Prefened Corporaie Rate  Brankield Fund Managemert
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‘Sample Departure report: www.setupmyhotel.com
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