Daily Bank Deposit and Reconciliation (o Day’s Sales Sheet

Purpose
To ensure all hotel revenues are properly accounted for, deposited in a timely manner, and
reconciled daily against the Day’s Sales Sheet to maintain financial accuracy and integrity.

scope
This procedure applies to all hotel General Managers and designated personnel responsible for cash
handling, deposit preparation, and daily reconciliation.

Policy

All cash, checks, and credit card transactions must be reconciled daily to the Property Management
System (PMS) and Day’s Sales Sheet.

Bank deposits must be made no later than every 7 days at a minimum. The General Manager (GM) is
ultimately responsible for verifying accuracy, timeliness, and proper documentation.
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SEPTEMBER 2025 1 2 3 4 5 6 5 8
Cash 0.00 Z7.00 14.00 128.73 3676 3150 43.00 B2.75
Checks 0.00 0,00 0,00 0.00 0.00 0.00 0.00 0.00
Total Deposit 0.00 27.00 14.00 128.73 | 367.16 31.50 43.00 62.75
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