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KATA PENGANTAR 

 

Puji syukur penulis panjatkan pada kehadirat Tuhan Yang 
Maha Esa yang telah melimpahkan rahmatnya sehingga penulis 
dapat menyelesaikan penyusunan buku ajar yang berjudul. Front 
Office Cashier 

Buku ini sebagai panduan dosen dan mahasiswa Program 
Study D3 Perhotelan, Politeknik Negeri Bali dan sebagai referensi 
untuk beberapa mata kuliah pada bidang front office dengan 
kurikulum merdeka belajar kampus merdeka semester 1, 3 dan 5 
terutama mahasiswa  yang  mengikuti perkuliahan Front Office 
Cashier.  Buku ini mencakup pengertian front office accounting cycles, 
Transaction at the guest arrival, during stay,  departure, and the guest 
settlement dan lain-lain. 

Buku ini disusun oleh dosen yang memiliki latar belakang 
yang sama yaitu bidang front office dan kompetensi reservation, 
reception dan front office cashier. Dan semua dosen memiliki latar 
belakang akademis sastra Inggris dengan pengalaman langsung di 
industry perhotelan 

Meskipun naskah buku ajar ini masih memiliki banyaknya 
kekurangan, bagaimanapun  penulis berharap buku ini dapat 
bermanfaat bagi pembacanya baik bagi mahasiswa maupun dosen 
tidak saja di Politeknik Negeri Bali tetapi juga mereka  yang ada di 
seluruh Indonesia. 

Penulis juga mengucapkan banyak berterima kasih atas 
dukungan dan partisipasinya teman-teman di Politeknik Negeri 
Bali atas tersusunnya buku ajar ini. 

     
 

Denpasar, 19 November 2021 
 
Penulis 
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CHAPTER 

1 

 

 

Introduction 

The objective of a hotel is to provide facilities and services 

for guests in return for money, ultimately to make a profit. To 

ensure that all guest bills are properly settled, hotels need to have 

an accurate and constantly updated record of all guest financial 

transaction. 

 

Learning Outcome 

The students are able to identify the main functions of the 

front office accounting system which involves the guest financial 

transaction records as it is reflected through the guest cycle service.  

 

Presentation 

The front office accounting system records all of the guest’s 

financial transactions. It begins by explaining the main functions of 

the front office accounting system and different types of guest 

accounts held at the front office. The basic front office accounting 

cycle and the procedures necessary in creating and maintaining 

guest accounts are then described. Finally, the posting of charges 

and credits to guest accounts and the verification of postings is 

examined. 

 

Functions of The Front Office Account System 

Each day, a hotel engages in a large number of transactions 

with guests. In addition to using bedrooms, and food and beverage 

operations, guests may use other service and facilities during their 

FRONT OFFICE 

ACCOUNTING 
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CHAPTER 

2 

 

 

Introduction 

Previously, we examined how guest accounts are prepared. 

In this chapter, we shall look at the settlement of accounts and 

check – out procedures. 

 

Learning Outcome 

The students are able to explain the process of guest 

financial transaction and payments as well as to maintain the guest 

transaction records which begins from pre-arrival until the guest 

depart as it reflects the guest accounting cycle 

 

Presentation 

We start by explaining the duties and procedures of the 

front office at the time of check – out. We then discuss the 

problems associated with late check – outs and late charges and the 

different types of accounts and settlement methods which are 

used. Finally, we examine the role of the front office staff in the 

updating of front office records after the departure of a guest, and 

in the creation of a good lasting impression to guests. 

 

Front Office Duties At Check – Out 

One of the last contacts the guest has with the hotel is the 

check – out procedure. It is also most probably the last chance for a 

guest to interact face to face with hotel staff. It is, therefore, of great 

importance that guest’s financial transaction with a hotel are 

properly settled before they leave. That quality of service that 

CHECK OUT AND 

SETTLEMENT OF 

ACCOUNTS 
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CHAPTER 

3 

 

 

Introduction  

We pointed out earlier that in may hotels, guests are allowed 

to enjoy hotel service and facilities on credit. In other words, hotels 

will receive payment only on or after a guest’s departure. In these 

cases, a hotel must take some measures to ensure that guests’ 

accounts will be settled in full and at the agreed time. Otherwise, a 

lot of revenue will be lost, and there will be a problem with cash 

flow. 

 

Learning Outcome 

The students are able to understand the important role of 

credit control measures being undertaken in the hotel operational 

at the different stage of guest cycle service as to avoid unsettlement 

of guest account 

 

Presentation 

Formerly, we looked at how guests’ bills are prepared and 

settled. In this chapter, we shall concentrate on show a hotel can 

control in a hotel can control its credit to guests in order to ensure 

a healthy cash flow. 

We shall start by explaining the meaning of and the reasons 

for credit control measures that are taken by the various front 

office sections at the different stages of a guest’s stay, and find out 

why they are needed. The last part of the chapter will discuss the 

legal rights of the hotel should a guest fail to settle their account. 

 

CREDIT 

CONTROL 
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