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TEXT: Check In Check Qut - Vallen

Manual

REFERENCE:

OBJECTI VE:

MVETHOD:

EVALUATI ON:

In package

Front Office Managenent - Dukas
Front Office Psychol ogy

Successful conpletion of the course will equip the student to
understand and function at a front desk including the handling
of reservations, billing and check out procedures. He or she

w |l understand that different operations have their own systens
which are adaptations of ideals taught.

Lectures and denonstrations will formthe major part of in class
work. The student is expected to spend tine in learning the
operation of the NCR class 5 and NCR 42 machi nes.

Field trips to hotels will be schedul ed.

Assi gned wor Kk 40
Term tests 30
Final test 20

Attendance,
neat ness, punctuality 10

| @0

Pass mark - 60

Assignments will not be accepted after the due date unless
permission has been received previous to that date.

There will be no rewrite of tests.

More than one Incompletion will require the student to attend
the make-up period at the end of term.
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YTOPI C SUBJECT ASS| GNIVENT
1 The Scope of the Industry Read text ch.l|
2 Dealing with Customers library research
N.B. Front Office Psychology
Front Office Structure Read ch. 2
conpl ete assignnent 1
i n manual
4 Regi stration read ch.3
conpl ete assignment 2 in nanual
5 Room Rat es read ch.4
conmpl ete assignment 3 in manual
6 Room Assi gnment s read ch.5
conpl ete manual assignnent 4
7 Room Racks read ch.6 & 7
conpl ete manual assignnent 5
8 Reservations read ch. 14 & 15
conpl ete manual assignment 11 &
9 Statistics & Rep read ch. 16
conpl ete manual assignment 13 &
10 Billing read ch. 8
conpl ete manual assignnent 6
11 Cash, charges, c read ch. 9 & 10
conpl ete manual assignnment 7 & J
12 Ni ght audit read ch. 11

conpl ete manual assignment 9
conplete option 2 NCR 42



