Department    :  Catering Science & Hotel Management     Semester : IV                             Course Code: 08 HM 402
Faculty            :  N.Sukumar ( 1 to 2 ½ units)                       Class : II B. Sc, CS & HM       Subject: Room division management
                            N.Visalakshi ( 2 ½ to 5)
	Lecture
No.
	Unit
No.
	Details of Lecture
	Reference for Lecture
	Tentative dates and hour

	1
	I
	Information Role of information assistant, information binder.
	‘Managing front office Operations’

–  Michael .L. Kesavana

   & Richard M Brooks
	2/12/2009
	1st hr

	2
	I
	Handling of keys, mail & message.
	
	3/12
	5th hr

	3
	I
	Registered / Insured mail, Guest tickets and special request.
	
	23/12
	1st hr

	4
	I
	Bell desk & uniformed area.
	,,
	24/12
	5th hr

	5
	I
	Duties of the bell desk.
	,,
	4/1
	1st hr

	6
	I
	Luggage handling, running errands, rending stamps.
	,,
	5/1
	5th hr

	7
	I
	Scanty baggage, control on bell boys.
	,,
	11/1
	1st hr

	8
	I
	Concept of concierge.
	,,
	12/1
	5th hr

	9
	I
	Lobby hierarchy.
	,,
	20/1
	1st hr

	10
	II
	Front office accounting systems.
	,,
	21/1
	5th hr

	11
	II
	Guest accounting cycle.
	,,
	3/2
	1st hr

	12
	II
	Check out procedure.
	,,
	4/2
	5th hr

	13
	II
	Settlement of guest account.
	,,
	10/2
	1st hr

	14
	II
	Late check outs.
	,,
	11/2
	5th hr

	15
	II
	Methods of account settlement.
	‘Managing front office Operations’
–  Michael .L. Kesavana 

    & Richard M Brooks
	16/2
	1st hr

	16
	II
	Cash settlements.
	
	17/2
	5th hr

	17
	II
	Credit settlement.
	
	22/2
	1st hr

	18
	II
	Front office computer applications. 
	,,
	23/2
	5th hr

	19
	III
	Establishing room rates.
	,,
	8/3
	1st hr

	20
	III
	Rule of thumb approach.
	,,
	9/3
	5th hr

	21
	III
	Hubbart’s formula.
	,,
	13/3
	1st hr

	22
	III
	Forecasting room availability.
	,,
	15/3
	5th hr

	23
	III
	Useful forecasting data.
	Managing front office Operations’

–  Michael .L. Kesavana

   & Richard M Brook
	4/12
	4th hr

	24
	III
	How to calculate percentage of no-show,  percentage of walk – ins.
	,,
	21/12
	6th hr

	25
	III
	Percentage of over stays, percentage of under stays.
	,,
	29/12
	4th hr

	26
	III
	Forecast formula.
	,,
	30/12
	6th hr

	27
	III
	Budgeting for operations, forecasting room revenue.
	,,
	6/1
	4th hr

	28
	IV
	Evaluating front office operations.
	,,
	7/1
	6th hr

	29
	IV
	Daily operations report.
	,,
	13/1
	4th hr

	30
	IV
	Occupancy ratios 
	‘Managing front office Operations’
–  Michael .L. Kesavana
    & Richard M Brooks
	18/1
	6th hr

	31
	IV
	Room revenue analysis.
	
	22/1
	4th hr

	32
	IV
	Hotel statement of income.
	
	25/1
	6th hr

	33
	IV
	Rooms division income statement. 
	,,
	3/2
	4th hr

	34
	IV
	Rooms division budget reports. 
	,,
	8/2
	6th hr

	35
	IV
	Operating ratios.
	,,
	12/2
	4th hr

	36
	IV
	Ratio standards.
	,,
	13/2
	6th hr

	37
	V
	Yield management.
	,,
	18/2
	4th hr

	38
	V
	Concept of yield management.
	,,
	19/2
	6th hr

	39
	V
	Hospitality industry applications.
	,,
	24/2
	4th hr

	40
	V
	Capacity management.
	,,
	3/3
	4th hr

	41
	V
	Measuring yield, elements of yield management.
	,,
	4/3
	6th hr

	42
	V
	Booking lead time.
	,,
	10/3
	4th hr

	43
	V
	Displacement of transient business.
	,,
	11/3
	6th hr

	44
	V
	Yield management computer software.
	,,
	16/3
	4th hr


