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Night Auditor

What 1s a Night Auditor:

A Night Auditor performs an
end of day accounting tasks
during the night shift while

being employed by the
reception.



https://www.hospitality-school.com/wp-content/uploads/2016/05/what-is-night-auditor-hotel.jpg

Night audit tasks

Shifts start at 10pm.

Receipt a handover from the day
shift.

Check arrivals left for the day. WV o 3id ‘\f«
Security tours. R 2 e
Tally sheets for F&B.

Check the FO team cashiering.
Prepare next day arrival booklets.

Review and update of all
registration cards for the day.
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— ‘ nght Auditor: Learn About

Take new reservations.

Report any mistake to the Night
Manager.

the Job Role & Responsibilities


https://www.revfine.com/night-auditor/

Security tours

* Why are nightly security
patrols important?

 How many tours do we
do?

* What do we do during
the security tours?



https://www.tripadvisor.ca/LocationPhotoDirectLink-g298564-d2317992-i95716984-The_Royal_Park_Hotel_Kyoto_Sanjo-Kyoto_Kyoto_Prefecture_Kinki.html

F&B Tally Sheet

What i1s a tally sheet?

HOTEL NAME HERE
Accountant Name:

Hotel Incharge:

. ——
How does 1t work? Date: R

Total Sales $

Daily Hotel Sales Report Template
Item/ Dish Qty/ Food Type Order taker name

How do we correct
mistakes?

What 1s a daily revenue?

Total




Check FO cashiering

v'Does the night Auditor
check the cash? Why?

v'Check all the Credit Card
transactions.

v'Check all City Ledger.

v Check all arrivals done
and correct mistakes
related to cashier.

\



https://www.tutorialspoint.com/front_office_management/front_office_management_night_audit.htm

Check Arrival List

Compare the signed registration
cards with the checked-in
customer.

Print next day arrival list.

Prepare the necessary information
(brochures, public transport tickets,
etc.) and place them 1n the arrival
rack 1n alphabetical order.

Separate groups arriving from
those arriving individually.


https://www.autohost.ai/hotel-night-audit/

Night Manager

Definition:

The Night Manager 1s the general
manager of the hotel during the
night. He 1s responsible for the
operation of the hotel.



https://www.indiewire.com/awards/industry/the-night-manager-design-tom-hiddleston-goes-glam-as-john-le-carre-spy-emmy-watch-291125/

Night Manager Tasks

» Take all the decisions.

* Supervision of staff members.
* Send the Police report.

* Perform the end of Day.

* Management report printing and
distribution.

* Daily/Monthly/Y early closure.
* Responsible of the security.

* Complaints handling.

 Print & check room rate.



https://www.betterteam.com/night-auditor-job-description

What decisions does the Night

Manager make during the night
shift?

 Employee discipline.
 Find solutions for customers.

 Hazards (fire alarm, security,
emergency...)

* Report everything to the
management.
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https://www.ziprecruiter.de/?utm_source=zr-go-redirect

Police Report

End of day

Export police report from PMS.
What are the information needed:
Last name / First name
Arrival / Departure date
Date of birth
ID / Passport number
Number of people

Scan the signed registration cards

Send all the documents to the police office

Opera 1s a manual system

Night Manager must manually change the
date each night

The Night Manager takes full
responsibility for the actions taken in PMS

It can be accessed from the main page of
the Opera browser
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Night Reports

The NM 1is responsible for completing
& printing each department’s report.
They distribute 1t every day in their
pigeonhole.

The reports includes the daily revenue
& rebates for each department.
Monthly and annual reports are also
completed by the Night Manager.
Ensure that every room rate 1s
allocated to the correct market
segment.


https://docs.oracle.com/cd/E53533_01/opera_5_05_00_core_help/manager_report_help.htm

Any Questions?
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