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UNIT – I

    GUEST ACCOUNTING

1.1 JOB DESCRIPTION OF FRONT OFFICE CASHIER
JOB DESCRIPTION: FRONT OFFICE CASHIER

REPORTS TO: Front Office Manager / Chief Accountant

POSITION SUMMARY:
Posts revenue center charges to guest accounts, Receives Payments from guest accounts at check-out. Coordinates the billing of credit card and direct-billed guest accounts with the accounting division.

All guest accounts are balanced by the cashier at the close of each shift. He / She normally entails answering guest inquiries regarding fees and services.

FRONT OFFICE CASHIER DUTIES AND RESPONSIBILITIES:
1. Operates front office posting software.

2. Obtains the house bank and keeps it balanced.

3. Completes cashier pre-shift supply checklist.

4. Completes guest check-in procedures.

5. Clarifies customers question or concerns about the charges on their bills.

6. Maintains adequate supplies of outlet stationery for cashiers.

7. Assists with distribution of month end reports as directed by accounts or front office manager.

8. Attends meetings as required.

9. Maintains a track of all high balance guests.

10. Check and follow up on all bills on hold.

11. Check the billing instructions are correct for all expected departure        guestans setup required auto routing or auto transfer on the PMS / Guest folio.

12. Give on the Job training for new staffs.

13. May also perform a variety of banking services for guests, Such as check cashing and foreign currency exchange.

14. Follow up on all deposit dues / deposit to be paid.

15. Post charges to guest accounts.

16. Handles paid-outs.

17. Transfer guest balances to other accounts as required.

18. Cashes checks for guests following the approval policy.

19. Completes guest check-out procedures.

20. Settles guest accounts.

21. Dispenses guest records after the guest checkout

22. Handles cash, traveller's cheque, credit cards and direct billing requests properly.

23. Front office cashiers assume responsibility for any cash used in processing front desk transactions.

24. Posts non-guest ledger payments.

25. Makes discount adjustments.

26. Disperses guest record upon check-out.

27. Balances department totals at the close of the shift.

28. Balances cash at the close of the shift.

29. Manages safe deposit boxes.

30. Assists Front desk staff on check in as an when required.

PREREQUISITES:

Education: High school graduate or equivalent. Must speak, read. Write, and understand the primary language used in the workplace. Good presentation and team worker.

Experience: Previous hotel-related experience desired, Experience in operating hotel front office software.

1.2 GUEST ACCOUNTS
An account is a record of a business transaction and on this

document financial data are recorded and summarized. The term guest accounting from hotel point of view means knowledge of what is to be received from the guest and what is paid by the guest. To have updated information of the same, it is important that at all times during the guest cycle, an efficient system is used. Various systems such as manual, semi-automatic or fully automatic system may be used depending upon the size and type of the hotel.
1.3 FOLIOS

 A folio is a document which is initiated at the time of arrival of the guest normally and all guest transactions are recorded on it, which increase or decrease the balance of account. This is also called as 'guest accounts card' and is prepared for every guest and room. In some hotels, it is also called guest weekly bill. All accounts receivable, payable and paid out transactions are entered in this document. The information about the value, time and date and the place of financial transaction is communicated by the concerned section / department through signed voucher /check). Following are the different types of folios that are used by the hotels.

folio: Separate folios are maintained for all the companies, agencies and organizations with whom the hotel has permanent billing arrangements. A document telling and supervising the receivable account from the guest which have aged over a specific period  Older than 90 days Delinquent Accounts

1.4 VOUCHERS

 
Vouchers are also called checks. A document to detail transactions at point of sales and meant to transmit transactional information to front office of guest charges which need posting. When a guest consumes some services / facilities / goods of the hotel from any of its departments or sections, the concerned department prepares the voucher. This is a support document of the financial transaction. When the guest signs the voucher / check for the amount of goods / services consumed by him the voucher is sent to the front office bill clerk to be posted to the guest account card / guest folio. Commonly used vouchers in hotels are cash voucher, charge voucher, transfer voucher, allowance voucher, check out voucher, credit card vouchers, paid out vouchers, etc. 
1.5 LEDGERS                          
 
A ledger is the principal book or computer file for recording and totaling economic transactions measured in terms of a monetary unit of account by account type, with debits and credits in separate columns and a beginning monetary balance and ending monetary balance for each account.

CREATION AND MAINTANANCE OF ACCOUNTS:
Front Office Accounting Creation and Maintenance of Accounts • The task of accurately and completely recording all transactions that affect guest ledger accounts is the responsibility of the front office staff. • The front office may also be responsible for recording transactions affecting non-guest accounts (although usually the back office accounting division is responsible for settling these accounts). • Guest folios are created during the reservations process or at the time of registration. • In an automated system, guest information is automatically transferred from an electronic reservation record or captured at registration and entered onto an electronic folio. 
1.6 RECORD KEEPING SYSTEM :

1. Manual In small hotels, a bell boy or a waiter or a person from the department where sale has taken place rushes to the billing counter for entry into the guest folio.
2. Semi Automated

 
Some medium or large sized hotels have pneumatic tubes (pressure suction tubes) for sending signed vouchers of the guest from the department or outlet selling the service or commodity to the billing counter.

3. Fully Automated
From the point of sale terminal (POS) the entry is made to the centralized computer server where the guest folio is updated and stored. 

This method is very efficient and convenient and is widely used today in almost all the medium sized and large hotels is to be received by the hotel from the guest (guest has to pay) and these are called 'accounts receivable for the hotel. Any 'returned checks and charge backs' (may be his previous skipper account) etc.

  These are those transactions where the guest  pays to the hotel.  Cash Transaction means that the guest pays cash to the hotel. For example, when a guest goes to a bar or restaurant and is served with drinks or food and then presented a check for the same, he pays cash for that check. Such transactions neither increase nor decrease the guest's outstanding balance.

1.7  CREDIT MONITORING •

 Front office staff must monitor guest and non-guest accounts to ensure they remain within acceptable credit limits. • Guests using a payment card may be extended a line of credit equal to the floor limit authorized by the card company; guests and non-guests with other credit arrangements are subject to credit limitations (house limits) set by the front office. • Accounts approaching their floor or house limit are called high-risk or high-balance accounts and must be carefully monitored by management. 
1.8  FLOOR LIMIT.

 A floor limit is the amount of money above which credit card transactions must be authorized. The limit can vary from store to store. Floor limits have become less significant as credit cards started being processed electronically and all transactions are typically authorized.
1.9 HOUSE LIMIT

A floor limit is the maximum amount in the credit card charges the hotel can accept without requesting special authorization from the credit card company on behalf of a credit card holder. A House limit on the other hand a property's internal limitations established by the front office.
1.10 PARK SETTLEMENT OF IN HOUSE GUEST

Extravagant View Cabin is located in Park Settlement. The air-conditioned accommodation is 29 km from Sevierville.
          The holiday home comes with 3 bedrooms, a TV with satellite channels and a fully equipped kitchen that provides guests with a dishwasher, a microwave, a washing machine, a fridge and an oven.

Important information

Guests are required to show a photo identification and credit card upon check-in. Please note that all Special Requests are subject to availability and additional charges may apply.
Please inform Extravagant View Cabin in advance of your expected arrival time. You can use the Special Requests box when booking, or contact the property directly with the contact details provided in your confirmation.
Guests under the age of 25 can only check in with a parent or official guardian who is also staying in the unit.
Please note if the reservation is canceled, the total amount plus all fees (including the service charge and taxes) are non-refundable.
1.11 ACCOUNT MAINTENANCE

 
 Guest folios must be accurate, complete, and properly filed, since guests may inquire about their account or check out of the hotel with little or no notice. • Transaction postings must conform to a basic front office accounting formula: Front Office Accounting Formula Previous Balance + Debits – Credits = Net Outstanding Balance • Debits increase the account balance, credits decrease the account balance. 
Charge Purchase 

A charge purchase represents a deferred payment transaction. • If a charge purchase occurs somewhere other than the front desk, it must be communicated to the front desk system for proper folio posting; in non-automated systems, this is done through a charge voucher (also referred to as an account receivable voucher). 

 Guests may charge purchases to their guestroom account when shopping in hotel retail outlets; merchants in these outlets must ask guests to present a room key and other forms of identification. 
Account Correction

· An account correction transaction resolves a posting error on a guest or non-guest folio. 

· Account corrections are made on the same day as the error is discovered, before the close of business. 

· An account correction can either increase or decrease an account balance.

· A correction voucher is used to document an account correction transaction.

· Usually the staff member posting the correction signs the correction voucher and presents it to the front office manager or supervisor on duty for review and approval. 
Account Allowance 

· Account allowances involve two types of transactions.

· One type of account allowance is a decrease in the folio balance as compensation for poor service or as rebates for coupons and/or other discounts.

· Another type of account allowance corrects a posting error detected after the close of business. These error corrections must also be entered into the accounting records of the affected revenue centers. 

· An account allowance is documented by the use of an allowance voucher; allowance vouchers usually require management approval.

· Usually the staff member posting the allowance signs the allowance voucher and presents it to the front office manager or supervisor on duty for review and approval.
Account transfers

 involve two different guest or non-guest accounts and tend to have offsetting impacts on subsequent account balances. 

• Example: when one guest offers to pay a charge posted to another guest’s folio, the charge will need to be transferred from the first account to a second account.

 • A transfer voucher supports the reduction in balance on the originating folio and the increase in balance on the destination folio. 

Cash Advance 

 
Cash advances reflect cash flow out of the hotel’s resources, either directly to, or on behalf of, a guest.

 • Cash advances are considered debit transactions, since they increase a guest folio’s outstanding balance. 

• Cash advances are supported by cash advance vouchers.

 • Cash disbursed by the front office staff on behalf of a guest (and charged to the guest’s account as a cash advance) is typically called a paid-out.

 • A paid-out reduces the amount of cash held in the front office cash drawer.

 • Paid-outs should require a manager’s approval before the cash is actually dispersed. 


                                 
         UNIT II


                                  
NIGHT AUDITING

2.1 FUNCTION OF THE NIGHT AUDITOR
The night audit itself is an audit of the guest ledger (or front office ledger); that is, the collection of all accounts receivable for currently registered guests. It can also be defined as the collection of all guest folios, the billing receipts for currently registered guests. The purpose of the night auditor includes, but is not limited to, ensuring the accuracy of all financial information and gathering all needed paperwork to complete the audit. This will include pulling any or all checked-out guests' registration cards and making sure guests are checked out in the system.

One task of the night auditor is posting the day's room rate and room tax to each guest folio at the close of business, which usually occurs between midnight and 2 o'clock in the morning. Second, the night auditor must ensure the accuracy of charges to the guest folios, verify that the sum of revenues due to accounts receivable from the various departments (e.g., food and beverage, rooms, gift shop) found on the department control sheets equals the sum of the charges made to the guest folios.

Front desk function
Main article: Front desk
In addition to the accounting function, night auditors may also be required to perform the typical front desk functions during the graveyard shift. These functions include check-in, check-out, reservations, responding to guest complaints, coordinating housekeeping requests, and handling any emergencies that may arise. It is not especially required, but a good habit nonetheless, that the night auditor keep printouts of various reports on paper at the Front Desk (some hotels call these "contingency reports") in the event that a power outage takes place at a hotel.

Night auditors may work alongside a security officer to maintain a level of security during late-night hours for both night staff and guests. In addition to balancing the guest ledger, the night auditor is usually responsible for balancing the city ledger and the advance ledger. The city ledger consists of money owed to the hotel by credit card companies and direct bill accounts. The city ledger also contains house accounts, such as management dry cleaning charges, or local phone call charges which are usually adjusted (written) off at the end of each month. The advance ledger is aptly named because it is a ledger for guests who have sent money in advance to either pay for or guarantee their stay. These funds are posted to the advance ledger when received by the hotel, and then transferred to the guests folio (in the guest ledger) upon arrival of that guest.

At some hotels, there are times when reservations are made for the hotel that exceed available inventory of rooms, resulting in an "oversold" situation. The night auditor is usually the hotel employee that must deal with this if the hotel is still oversold by the time of the night audit shift. If a guest arrives who has an oversold reservation, the auditor ends up having to calm the guest and find them suitable alternate accommodations, preferably nearby, then process the transfer accordingly as per the hotel's standards. This can be a lengthy process depending on the number of affected guests and length of time necessary to find alternate accommodations; having to deal with oversold situations can affect the time it normally takes a night auditor to do the audit, manager reports, and change of day in the hotel's computer system.

2.2 THE ROLE OF NIGHT AUDITOR

The objective of night audit is to evaluate the hotel’s financial activities. Night audit not only reviews guest accounts by checking credits and debits but also tracks the credit limits of the guests and tallies projected and actual sales from various departments. Night audit reviews daily cash flow into and out of the hotel’s account.

Night audit has a large significance in hotel business operations. The management body refers night audit report to plan future goals and control the expenses. The managers can react immediately on the acquired information.

Responsibilities of a Night Auditor

Apart from the basic audit activities listed above, the night auditor carries out the following responsibilities −

· Taking over from the last shift.

· Checking-in or checking-out the guests after 11:00 pm at night.

· Registering the guests.

· Allocating accommodations to the newly checked-in guests.

· Settling transactions in the newly created guest accounts.

· Verifying guest folios.

· Verifying room status report.

· Balancing all paperwork with the accounts in the PMS.

· Remaining liable for security of the premises.

· Handling guest accommodation keys.

· Taking backup of the PMS generated reports.

· Preparing lists of expected guest arrivals for the next day.

· Closing financial activities for a day.

· Starting financial activities for the next day.

· Receiving and recording bank deposits.
Types of Night Audit Reports

Today, the PMS helps night auditors to a great extent in auditing and generating accurate reports. Here are some typical reports generated during night audit −

· Night Audit Accommodation Report − It gives a snapshot of the days when accommodations are occupied, the days when the accommodations are available, check-ins, check-outs, no-shows, and cancellations. This report can show further details for any of the items listed above.

· Night Audit Counter Report − It gives details on cash and credit card receipts and withdrawals.

· Night Audit Revenue Report − It delivers information on accommodation revenue, cancellation and no show revenue, and other POS revenue. Revenue generated through various agencies and bodies such as travel agents, corporate organizations, internet booking. etc., is also listed in this report.

· Night Audit Tax Report − Contains all the tax information on reservation revenue and other POS revenues such as VAT, luxury tax, and service tax.

· Cashier’s report − It is the detailed list of cashier activity of cash influx and out flux, credit cards, and PMS totals. Cashier’s report is very important part of the financial control system of a hotel. The front office manager reviews the night audit and looks for any divergences between the actual amount received and the PMS total.

· Manager’s Report − It is a statistical list of previous day’s occupancy. It includes details about available accommodations, occupied accommodations, sold and vacated accommodations, rack-rate, number of guests in the hotel, number of no-shows, and so on.

· General Manager’s Report − Each department in the hotel is required to send daily sales report to the front office. Using their information, a departmental total report is generated for the general manager’s assessment. The General Manager determines the profit-generating departments and evaluates the success of sales and marketing.

· High Balance Report − This is a detailed report about the guests who have exceeded the credit limit set by the hotel management.

· Ledger Balance Summary Report − It displays the opening and closing balances for the Advance Deposit Ledger, Guest Ledger, and City Ledger.

· Room Rate Audit Report − It lists all rates that are applied to each guest and the difference from the rack rate with the predetermined rack code.
2.3 CROSS REFFERING

  A front office accounting system depends on system interfaces and Continued from previous slide… transactional documentation to establish accurate records and maintain operational controls. 

• An accounting system should provide independent supporting documentation to verify each transaction. In a non-automated operation, supporting documents (restaurant guest check, front office guest folio, etc.) provide cross-reference information.

 • A “bucket check” ensures that accurate room rates have been posted for all occupied rooms and helps reduce occupancy errors. • The auditor’s review of daily postings reconciles front office accounts with revenue center and departmental records. 

2.4 GUEST CREDIT MONITORING 

 Software responsible for monitoring the credit limits of guest and non-guest accounts helps maintain the integrity of the front office accounting system.

 • Establishing credit limits depends on many factors, such as payment card company floor limits, the hotel’s house limit, and the guest’s reputation as a potential credit risk.

 • At the close of each business day the front office auditor should identify guest and non-guest accounts that have reached or exceeded their credit limits; these accounts are called “high-balance accounts.”

 • A report listing high balance accounts should be prepared for appropriate action by management. 
2.5 DAILY AND SUPPLYMENTRY TRANSCRIPES

  The daily transcript and the supplemental transcript form the Continued from previous slide… basis for a consolidated report of front office accounting transactions from which revenue center totals can be checked. • Daily and supplemental transcripts are simply electronic spreadsheets designed to eliminate posting discrepancies. • Daily and supplemental transcripts can facilitate the front office audit routine by identifying out-of-balance figures in advance of a 
2.6 THE NIGHT AUDIT PROCESS

The steps that are commonly involved in night audit process are as under:

· Establishing the End of the Day

· Completing Outstanding Postings and Verifying Transactions

· Reconciling Transactions

· Verifying No-shows

· Preparing Reports

· Updating the System

Establish End of the Day
The end of the day is the arbitrary time that is supposed to be the end of the financial transactions for a particular day. As hotels remain operational round the clock, it is very necessary to ascertain the time that will be treated as the end of the day and the beginning of a new day in a hotel.  This time is generally established by the night auditor.  The time when the process of night auditing begins is usually taken to be the end of the day, which means that all transactions that take place after the commencement of the night audit are taken in the next day’s business. For example, if a guest checks-in at 11.15 p.m. at a hotel where the night audit begins at 11 p.m., the guest’s account is included in the next day’s business.

Completing Outstanding Postings and Verifying Transactions
Once the end of the day is established, the first step is to complete the posting of all pending charges (room and tax) in proper account folios.  An efficient front office accounting system ensures the prompt posting of the financial transactions as they occur and reach the front desk cash and bills section.  The transactions should appear in the guest folio in the order of their occurrence.  The night auditor physically verifies all the financial transactions by cross examining the account with supporting vouchers like credit vouchers, debit vouchers, visitors paid-out vouchers, allowance vouchers, etc.  There might be errors in the posted charges, which should be caught by the night auditor and correct it, saving the hotel from a lot of embarrassment and from the trouble of amending many records.  The night auditors verify the postings in all accounts by going through all the documents carefully.  They also validate the discounts given to guests. They examine and authenticate all the transactions that involve monetary elements.

Reconciling Transactions
The next step is the reconciliation of each financial transaction with the original source documents (generally vouchers). The reconciliation of accounts may be carried out in the following sections:

· Guest accounts

· City accounts

· Points of sale

· Reconcile Room Status Discrepancies

Guest Accounts:
All the financial transactions that occur between a hotel and its guests are examined by the night audit team. The folio of each guest is matched with the original documents of transactions for the verification of the account. The night auditor also checks for any discrepancy in room status reports of the front office and housekeeping departments. The reconciliation of charges in guest accounts is done in the following order:

· Room charges

· Food and beverage charges

· Other charges

Room charges: The night auditor posts the room rent in the guest folio at the beginning of the night audit process. The basis of posting of the room charges may be as under, depending upon the house customs:

Food and beverage charges:  The food and beverage charges posted in the guest folio by the front desk cashier are verified by the night auditor against the restaurant checks, which bear the guest’s signature as a token of the guest’s acceptance that the services were availed by her and that the amount is correct.

Other charges: The night auditor also reconciles other financial transactions that take place between the hotel and its guests such as:

· Visitors paid-out

· Miscellaneous expense

· Discounts
City Accounts:
Night auditors also examine the entries in non-resident guest accounts or city accounts.  They check these accounts for completeness and accuracy. If any instance of high outstanding balance is found during the night audit process, the night auditors prepare the report of high balance, which is presented to the management, and the  responsibility of collecting payment (part/full) shifts to the accounts department.

Points of Sale (POS):
The cashiers of all the points of sale (POS) prepare a summary sheet of financial transactions that occur at their POS and keep the same in an envelope, along with the second copy of bills. The same envelope, along with the cash and credit transactions, is generally deposited with the cashier at the front desk cash and bills section. The night auditor pulls out all the checks/vouchers (including void checks, paid-outs, allowances, foreign exchange transactions, miscellaneous charge vouchers, etc.) of individual POS and reconciles them with the POS cashiers’ sales summary sheets.

Reconcile Room Status Discrepancies:
The night auditor must review front office (occupancy) and housekeeping room status reports to reconcile and finalize the occupancy status of all rooms for a given night.Room status discrepancies must be resolved in a timely manner since imbalances can lead to lost business and cause confusion in the front office. Errors in room status can lead to lost and uncollectible room revenues and omissions in postings

Verify No-Show
A no-show is a situation when a guest with a confirmed reservation does not arrive at the hotel on the date of arrival without any prior intimation about the cancellation.  The night auditor verifies all such no shows, and in the case of guaranteed reservations, posts the no-show in the guests’ folios. Usually, hotels charge one night’s retention for no-shows.  The night auditor should verify carefully that the reservation was guaranteed, that the guest has not registered, and that it was not a duplicate reservation. For example, if there is a no show in the name of John Adam, and a guest called Adam Johns has registered at the hotel, it should be checked if the two are the same.

Preparing Reports
The night auditor generally prepares the following reports for the management:

· High balance report

· Occupancy reports

A night auditor monitors the credit limit of individual resident guest accounts as well as city accounts.

Updating the System
Once the outstanding charges have been posted and reconciled, no-shows have been verified, and reports and summaries for the management have been prepared, the night auditor updates the system and ends the night audit process.

In fully automated hotels, the computerized system automatically carries out system updates. Thus, a night auditor establishes the end of the day, takes stock, checks if charges have been posted properly, and reconciles all the financial transactions of the day between a hotel and its guests.

Distribute Reports
Due to the sensitive and confidential nature of front office information, the night auditor must promptly deliver appropriate reports to authorized individuals. The distribution of night audit reports is the final step in the night audit routine, and is important to efficient front office operations. Informed managerial decisions can be made if all night audit reports are completed accurately and delivered on time.

UNIT – III

LINEN MANAGEMENT

3.1 HOTEL LINEN 
        The linen room is the centrestage for the supporting role that the Housekeeping Department plays in the hotel. Most linen rooms are centralized and act as a storage point and distribution centre for clean linen. Usually, a par stock is maintained on each floor or at each unit to suffice immediate requirements. Although the term ‘linen’ originally referred to those fabrics made from the fibre derived from the stem of the flax plant, linen in this context means all launderable articles and often includes pillows, mattresses, shower curtains, fabric lampshades and upholstery thatare also handled by the linen room.

3.2 CLASSIFICATION OF LINEN
· BED LINEN

· BATH LINEN

· SOFT FURNISHINGS

· GUEST LAUNDRY

· NAPERY

· CLEANING CLOTHS

· STAFF UNIFORMS

3.3 BED LINEN

Bedsheets
        Should have a good finish, usually with a slight lustre, and be made from a non-crease fabric so as to retain its appearance. For comfort, the texture should be soft and smooth, absorbent and free from static. They should be easily laundrable and the fabric should not lose colour in repeated washes.
Superior quality bedsheets made from linen or union (a combination of cotton and linen) are expensive and not easily available. Cotton is absorbent, less expensive and is capable of withstanding extremely hot washes. Cotton may be Percale or Muslin. More frequently used are combinations of natural and man-made fibres like polyester cotton or terry-cot. Blending with man-made fibres offsets the disadvantages of the natural fibre. The introduction of a man-made fibre increases durability and makes laundering easier, but some of the absorbency is lost. 65% of cotton and 35% man-made combinations are the best. Blended no-iron sheets must be folded while still warm from the tumbler to eliminate creasing.
The crinkle sheet or night sheet is made from cotton seersucker.
A sheet should be large enough to be tucked in securely all around the mattress. The width of the fabric is dependent on whether the bed is single or double. When cutting the length of fabric for the bedsheet, it is necessary to make a provision for:
Fitted sheets are unpopular as they have more disadvantages than advantages.
Pillowcases
         These are generally made from the same fabric. The housewife tuck-in type is now rapidly being replaced by the longer bag-type which are folded in at the open end. In order to calculate the amount of material required to stitch a pillowcase, it is necessary to measure the circumference of the pillow and add on 2 to 4 inches to allow for shrinkage and a perfect fit.
Blankets
         These need to adhere to the body in order to provide warmth. In order to be comfortable, they should be soft, smooth and resilient and not too heavy. Though expensive, pure woollen blankets that are napped are ideal in this respect, but they are difficult to launder and are attacked by insects. To cut costs, improve launderability and prevent attack by insects, wool is often blended with a synthetic fibre (acrylic) and the percentage of woollen fibre is mentioned on the label. A less durable alternative is made from nylon fibres electrostatically flocked on polyurethane (fibrelock)
This is suitable for those who are allergic to wool. Electric blankets are uncommon as they are difficult to maintain and anchor to prevent pilferage. Moreover persons who suffer from phobias would opt for the ordinary blanket.

SOFT FURNISHINGS
Duvets
       Duvets have become increasingly popular in hotels and are fast replacing the blanket, especially on double beds. They consist of a filling sandwiched or stitched in a fabric case with a changeable cover.
The fillers may be duck/goose down, a feather mix or a combination of the two. The down feathers are the small, fluffy feathers from beneath the wings and the breast of the fowl. Goose down is superior and lightweight because of the hollow quills. The well-known Eider goose and Siberian goose down are the best. Although they are warmer, professional cleaning is necessary and they are heavier and more expensive than their synthetic counterparts. The synthetic filling is usually polyester fibres. These duvets are lighter and can be washed in large-capacity washing machines. Casings can be cotton cambric or synthetic fabric but must have a close weave to keep the filling in place. The higher the tog value or rating, the warmer the duvet will be. 10.5 is the average tog rating. While the polyester fibre-filled duvets have a tog between 8 and 11, the best down duvets have a count between 11 and 14. The tog rating is generally printed on the duvet. Even if the establishment uses natural fillings to provide the best degree of comfort, a small stock of duvets filled with man-made fibres should be made available for anyone who has an allergy to the natural product.
It is essential for the duvet to have an outside cover. Changing a duvet cover is a skill which is developed with practice. To save laundry costs and labour, it is advisable to provide a covering sheer in conjunction with the duvet cover. Though it is common to have all of them in white, the duvet cover, the bottom sheet and valance could be part of the colour scheme of the guest room.
Using a duvet in hotel bedrooms has advantages and disadvantages
Bedspread/Bedcover/Counterpane
         These are purchased, considering appearance, durability and size. The colour and print should match the décor, and soil should not show easily. The weave should not be susceptible to snagging. The fabric should drape well and not crease easily (quilted for this purpose). The durability of the fabric is judged by the effect of laundering and constant use. The life expectancy may be totally disregarded in order to meet with a certain decorative colour scheme. Readymade bedcovers lack individuality so they are usually stitched and a number of styles are possible. Bedcovers should be interchangeable wherever possible. The amount of fabric required to stitch a single bedspread is approx. 8 metres.

Curtains/Draperies
             These are also purchased considering appearance, durability and size. Sheer curtains/net curtains/glass curtains combined with heavy draperies are usual in a guest room. This combination allows light to pass through and facilitates privacy as well. Sheer curtains are generally made from synthetic/blended net or lace or from plain nylon or terylene. It is advisable to use a fire-resistant finish or fabric for these curtains. Draperies are usually lined. Lined curtains are thicker, fall better and allow less light to pass through. They are less likely to fade, soil less easily and thereby last longer. When selecting the curtains, the appearance is judged by ensuring that the colour and pattern match the décor; viewing the fabric hanging and gathered in folds; viewing the fabric with daylight behind it; viewing the fabric with artificial light falling on it. It is also advisable to select patterns which are repetitive after shorter lengths to reduce wastage when stitching wide curtains. The amount of material required is dependent on the window treatment and 15 metres is the average requirement. A heavy fabric is usual for public areas and a lighter one in the guest rooms.
Cushion Covers and Upholstery
            Like the rest of the soft furnishings, these must also match the décor. It is also important that they are resistant to dirt, accumulation of dust and snagging. The fabric should be non-slip without being rough and free from static so that it does not cling to customer’s clothes. It also should not lose lint or colour easily.
Cushion covers should be laundrable and non-crease. Upholstery fabrics should not stretch after they have been fitted. In both cases the fabric should be firm with a close weave. This, however is more applicable in the case of upholstery and in most cases the fabric has a jute backing.

3.4 BATH LIEN AND THEIR SIZES
                Requires to be gentle on the skin, with a high degree of absorbency and lint-free. Linen or cotton are the fibres from which the towels are made. The weave may be a Dobby weave which is used to make a fabric called Huckaback, that is often used for face towels and sometimes hand towels. Bath towels are invariably made from Turkish towelling using a pile weave known as the Terry weave.
The loops of the towels should be at least 1/8” high for good absorbency. When selecting Turkish towels hold them against the light out find out how close the basic weave is. Coloured and patterned towels may be selected for public areas like the swimming pool, health club or beauty parlour, largely for identification. White towels are preferred to coloured ones.

3.5  TABLE LINEN AND THEIR SIZES
Table linen
           The fabric selection is largely dependent on its laundrability. Stain removal should be possible and it must have the ability to retain colour and shape. As far as appearance is concerned, it should match the décor and have a lustre for a good finish. The fabric should be preferably non-slip, as all restaurant tables do not have a baize top. Linen is better than cotton but very expensive. Starched cotton casement is commonly used. The fabric considered ideal for table linen is Damask. The pattern is highlighted by using lustrous yarns. Blends are unsuitable as the linen cannot be starched for the ‘crisp’ effect. Also, the resins present in blends attract grease, making oil stains difficult to remove and often these resins break down when exposed to the heat in the tumble dryer. Tablecloths should hang 9” over the edge of the table. Sizes vary according to the size of the table. If they are to be stitched, then an allowance should be made for 5% shrinkage along the length. Although is seems that it is only necessary to hem tablecloths at the ends that unravel, it is preferable to hem all four sides so that the article retains its shape.
Moultans
          Where the dining tables, do not have a baize top attached, this length of baize cloth may be used.
Banquet Frills (Juponé)
           These are coloured and lustrous, usually made from satin or rayon which may be plain or patterned. The pleats may be stitched or pleating may be done when draping the table. Varied styles may be used when draping which will affect the length of fabric required. The width of the fabric must correspond with the height of the table.
Clean linen in a good state of repair is responsible for the image of the hotel. Utilizing good quality linen and changing it frequently reflects the standard of the establishment
3.6 SELECTION CRITERIA FOR THE LINEN ITEMS

         Each individual piece of linen requires special consideration in terms of quality, type and size.

3.7 THE LINEN ROOM

Collect linen from the floor pantry
Exchange clean linen for dirty at the point of use
Sort, count and bag soiled linen
Transportation to central collection point
Linen Room
Count, record
and despatch
Laundry
(OPL)
Laundry
(Off-Premises)
Check and Inspect
Mending
if required
Condemn
Replace
Storage with a rest period on the shelf
for linen in use
Issuing to units
3.8 ACTIVITIES OF LINEN ROOM
The following are the activities of lin en room

1. Collection of soil linens

2. Counting and sorting of the soiled linens.

3. Packing of the soiled linens for the laundry.

4. Dispatch of soiled lines to the laundry

5. Receipt of fresh li nen from the laundry.

6. Checking and sorting of the fresh linens

7. Storage of the fresh linens

8. Distribution of fresh linens to the floor and others areas.

9. Stoking of for l inen maintenance of records

10. Stitching monogramming of all the hotel uniforms.

11. Uniform selection

12. Uniform storage and issue.

3.9 EQUIPMENTS LAYOUT LINEN ROOM LOCATION
CONTROL OF LINEN
       Control of linen falls in three areas of activity:
1. Hygienic standard and appearance of linen.
2. Daily routine exchange of linen between floors and departments, linen room and laundry.
3. Purchase records, inventories, stock-taking and stock-taking records.
Checklist to reduce linen damage

Handling linen from purchase to use to laundering and storage before it is used again is a difficult task requiring much expertise as well as close supervision. Each system has its own merits and linen control must be balanced against saving time and wages.
Primarily, purchase records must be correctly maintained as they form the basis of stock taking. Daily records keep a track of linen on a day-to-day basis. It is also necessary to maintain a record of condemned linen and any remakes from these discarded items to provide a clear picture during stocktaking.


STANDARD SIZES OF LINEN ITEMS
Sheets:
Single 78” x 108” (203 cm. x 274 cm.)
Double 90” x 108” (224 cm. x 274cm.)
King size 117” x 108”(295 cm. x 274 cm.)
Pillowcases:
Standard 20” x 30” (50 cm. x 75 cm.)
King size 20” x 40” (50 cm. x 100 cm.)
Blanket:
Single 70” x 100” (175 cm. x 250 cm.)
Double 90” x 100” (228 cm. x 250 cm.)
King size 116” x 100”(290 cm. x 250 cm.)
Towels:
Bathsheets/Bath Blankets 40” x 70” (100 cm. x 178 cm.)
Bath Towels 30” x 54” (76 cm. x 137 cm.)
Medium-sized Towels 22” x 40” (56 cm. x 100 cm.)
Hand Towels 15” x 24” (38 cm. x 60 cm.)
Face Towels 10” square (26 cm. square)
Roller Towels 18” (45 cm.) width in huckaback
Bath Mat 24” x 36” (60 cm. x 92 cm.)
Table Linen:
Square Tablecloths: 36”, 54”, 63” or 72” square
(91, 137,160. 182 cm. square)
Rectangular Tablecloths 52” or 90” x 72”
(133 or 230 cm. x 183 cm.)
Serviettes 24” square (60 cm. square)
Cocktail Napkins 10” square (26 cm. square)
3.10  PURCHASE OF LINEN-THEIR QUALITY AND QUANTITY
There are three major factors to be considered when purchasing linen:-
Quantity
Quality
Size

Quantity
The quantity of linen purchased is largely dependent on the following factors:-
1. size of the establishment
2. standard of the organization (will determine frequency of change)
3. turnover or occupancy
4. laundering facility
Generally a hotel should have a minimum of three sets of linen
Linen Coverage is a term used to refer to the total number of sets of linen maintained by the hotel and their distribution. The number of sets is also referred to in terms of ‘par’.
Quality

The best quality linen must be selected within the available budget.
To select good quality linen , it is necessary to give due importance to:-
1. fibre selection and quality of yarn
2. thread count
– the total number of warps & wefts in 1sq. in. of gray goods fabric.
The total thread count should be above 150. The balance between
warp and weft is also important. The warp is higher and the weft
should be no more than ten less. (indicated on fabric as warp no. X weft no)
This balance is especially necessary for stretch recovery during flatwork ironing.
3. finishes especially colour fastness
4. reputed manufacturers
It is advisable to obtain samples and launder them to observe the effects of laundering.
Size
Purchasing linen of the correct size is extremely important as wrong sizes can affect appearance and even hamper operations.
Selection of linen depends on
- fibre, percentage of fibre, mixtures/blends, yarn quality
- thread count, balance between warp and weft, firm selvedge
- finishes (for appearance and laundrability)
- VFM and Life expectancy v/s Frequency of replacement



RULES FOR LINEN PURCHASE
1. Check for the amount of ‘dressing’ that falls out from the
fabric when rubbed together.
2. Look for a firm smooth weave and strong selvedge.
3. Machining should be strong (10 to 15 stitches per inch).
4. Obtain samples and test for laundering effects.
i.e. shrinkage, loss of shape, colour
5. Buy in bulk to avail of discount.
6. Stagger the supply to overcome/avoid storage problems.
7. Large orders should be marked or monogrammed by the
supplier.
8. Select a supplier on the same level as your organization,
preferably with a recommendation.
9. A Purchase Index Card must be maintained for every linen
item in stock.
10. Accurate specifications must be provided when placing
orders, particularly with reference to size.
11. Orders should be placed well in advance, so that the
specifications may be met with.
12. A good rapport with the supplier is essential especially
with regard to credit facilities.

3.11 STORAGE AND INSPECTION
        The amount of space to be allocated for storage depends on the size and type of operation and the linen coverage
When designing the storage space for linen it is necessary to consider the type of shelves required, the method of storage as well as hygiene and safety factors.
Sorting and Counting
         Sorting is carried out primarily to make counting possible as well as for streamlining laundry procedures. Linen is counted in order to make a record so that issuing to departments may be accurate and it is possible to tally the exchange of linen between the linen room and the laundry and a basis for billing exists.
PURCHASE INDEX CARD
ITEM…………………………………………………………………………………..
DESCRIPTION ……………………………………………………………………….
SUPPLIER’S NAME………………………………………………………………….
ADDRESS…………………………………………………………………………….
………………………………………………………..TEL. NO. …………………….
REMARKS…………………………………………………………………………….
Date
Rcvd
Amount
Rcvd
Unit
Cost
Date
Issued
Amount
Issued
Date
Cond-emned
Amount
Cond-
emned
STOCK
Sign.

The purpose of a Purchase Index card is to:
1. indicate purchases between current and previous stocktaking.
2. provide a record of condemned articles.
3. act as a ready reference for ordering, also indicating the level of Reserve Stock.
4. provide a means of judging the life span of linen articles.
It is possible to maintain this record in the computer for convenience.
3.12 ISSUING LINENS

A)Issuing uniforms to new employees
In case of new employees, uniforms are issued against a specific authorization letter received from the personnel department. The employee is required to sign for his or her particular uniform. A UNIFORM ISSUE SLIP is provided to the employee by the personnel department to let him/her prove that he/she is a new employee in the organization. The uniform is then issued from the linen room, where the name of the department and the items issued are entered in the uniform register and the signature of the employee is taken.

Uniform register



Uniform Issue Slip





B) Issuing uniforms to regular employees –

There could be any of the following procedure involved:-

· One on one basis: Also known as clean for dirty basis. A uniform register is maintained by uniform staff.
· Uniform Slip Method: when employees deposit the soiled uniform and take the clean one on the following day, make out the uniform exchange slip in duplicate. Original slip is given to the employees and duplicate is retained in uniform slip book.
· Master key to lockers: Uniform attendant may be given a master key to all lockers so that at the convenient time, he can put the clean uniform and take the dirty, but this invades the privacy of employees.
· Hanging soiled uniforms outside the lockers: Employees hang their soiled uniforms outside the lockers and laundry attendant can collect them and replace with the clean one.
But in Majority of Hotels, Uniforms are usually given to employees on a one-for-one basis, that is, one fresh uniform for a soiled one.

On leaving the hotel, an employee has to get a signature for ‘uniform clearance’ from the linen room supervisor, failing which the last pay cheque is withheld.

Uniform exchange procedure –

· A uniform register in which the movement of uniforms is recorded is maintained by the uniform room supervisor.

· Check the uniform being returned for any damage.

· Issue a fresh uniform strictly on a one-for-one basis (fresh for soiled).

· In some hotels, specific days may be stipulated for different departments for the convenience of uniform room.

· In case a soiled set is received and no clean uniform is issued simultaneously, a uniform exchange slip may be made out with the details of items turned in. now, when the employee wishes to get a fresh set, he gives in the slip and receives the items stated in the slip.

· Employees should be responsible for keeping their uniforms in good condition. If the soiled uniform cannot be mended, the matter should be reported to the supervisor.

· Soiled uniforms are sorted as per item, department, fabric, the degree of soiling, etc. they are inspected, counted and dispatched to the laundry against a Daily Delivery of Uniforms Form giving details of items sent, received, the quantity and any balance still pending with the laundry.

· All uniforms should be discarded when found to be unusable and a proper record maintained to account for their absence during stocktaking.

· Uniforms should be inventoried at least quarterly.

3.13 LINEN CONTROL-PROCEDURES AND RECORDS

· Regular stocktaking
· Correct laundering procedure
· Purchase only as per requirement
· Proper supervision in linen room
· Correct storage
· Re-cycling of linen
· Proper exchange procedure
· Controlling misuse
Monogramming and Marking

3.14 DISPATCHED AND DELIVERY FROM LAUNDRY

Once all guest clothes have been processed, packaged, checked for stains and all the guests‟ instructions have been followed, the items must be delivered back to the guest room. Always follow your property‟s guidelines when delivering items back to the guest room: Always knock on the door (or ring the bell) and identify yourself (the guest may be resting or working) Knock again before entering the room. As you enter the room always identify yourself in a loud and clear voice (“Good afternoon/evening, laundry service”) Check that the items you are about to deliver match the room number you are in. It is easy to make an error in delivery, particularly if there are many parcels for the same floor Place the items in the room according to your property‟s guidelines and leave the room making sure the door is locked. Folded laundry is usually placed on the bed and clothes on hangers are placed in the wardrobe leaving the wardrobe door slightly ajar so that the guest can see this Cross or tick off the room number on your delivery list If the room has a “Do not disturb” sign on, you may need to return later. In some hotels, a card may be left under the door advising the guest that an attempt was made to deliver his laundry and to call when he is ready for delivery.
3.15 STOCK TAKING
           Stocktaking is counting what you have (ACTUAL or PHYSICAL STOCK) and comparing it with what you are supposed to have (BOOK or RECORDED STOCK). It is an essential activity that must be carried out at regular intervals. Any discrepancies should be accounted for and adjusted in the records. It is an operational necessity in order to be able to predict future requirements. Stocktaking acts as a control measure by highlighting discrepancies, thereby promoting investigation. It also acts as a deterrent for pilferage and ensures rotation of stock.
Procedure for linen stocktaking
Departments concerned must be intimated at least one day in advance. All linen must be counted on the same day or at least the similar type linen is counted at a time (Room Linen is separated from F & B Linen), so as to prevent ‘borrowing’ to make up deficiencies. A convenient time is chosen when all linen movement can be halted without causing too much of a problem to the operations.

TOTAL LINEN COUNT
Actually in use
+
IN CIRCULATION Clean in pantry & trolley
+
Soiled in pantry &trolley
+
Clean on shelves
+
IN LINEN ROOM Soiled to be sent to laundry
+
Reserve Stock
+
IN LAUNDRY - Outstanding Laundry
LINEN STOCK REGISTER
Date____________________
ITEM
Pr.
stock
B/F
Dt……..
Add
New
Stock
Total
Less
Cond.
Linen
Total

LINEN HIRE
      Hiring linen is uncommon in India, but many hotels in other parts of the world do not purchase linen, and prefer to hire laundered linen from a hiring company. Linen hire companies supply clean linen to hotels on a hire basis. Thus it is a contract with a company which rents and launders linen. The system has both advantages and disadvantages.
Advantages
• Initial purchase investment is eliminated.
• No laundering of linen is necessary.
• Less storage space.
• Less staff which means fewer salaries to pay.
• No need to order linen so purchase function is eliminated.
• No repairing of linen by the hotel.
• It is ideal for spasmodic trade such as seasonal hotels, by avoiding capital expenditure and the need to store seldom used linen.
• Linen hire charges may be no greater than the combined depreciation and laundering costs.
Disadvantages
• No individuality.
• Choice is limited – the linen specifications, sizes and standards may be different from those required by the hotel.
• No cut-downs or makeovers possible.
• Damages have to be paid for, usually at a higher rate.
• The hotel is totally dependent on the hiring company.
• There is no control over the quality of wash.
• Linen supply may be affected by bad weather or strikes causing a breakdown in operations.
• If low occupancy, there is a loss due to unused linen.
• Excess requirement is charged at the current rate.
• Guest laundry will have to be dealt with or co-ordinated with a commercial laundry.
THE SEWING ROOM
        The sewing room is essentially a part of linen room operations and may be located in the linen or uniform room or serve both these areas. Due to the high cost of labour, very little actual sewing is done in this section of the linen room, but a great deal of machining is carried out. A well-run sewing room can definitely be an economy for a large organization. Monogramming may be a function of the sewing room. Certainly, mending and alterations are done here. This preserving of linen and creative use of condemned articles can contribute greatly to saving costs.
Activities of the sewing room
• Machine marking or monogramming may be carried out in the sewing room and when marking linen, it is usual to mark on the right hand side of the article, the name of the organization and the department and the date it was put into circulation. The latter shows the wearing quality of the article and helps to estimate the life span of the article.
• Frayed parts and tears frequently occur in towels, table and bed linen and these are repaired by machine darning. Patching, repairing flaps of pillowcases and torn pockets are among the common sewing tasks. Ideally, mending should be carried out before laundering, but dealing with soiled or wet articles is unpleasant, so mending is usually done on laundered linen.
• Straight-forward , ordinary machining is done for hems on sheets or towels. New items which require straight stitching like bedsheets and tablecloths, may be made.
• Creating makeovers and cut-downs involving the innovative use of discarded linen.
• Stitching of buttons, hooks etc and the mending and alteration of uniforms.
Areas provided
• Space for work tables.
• Space for ironing.
• Two or three sewing machines with storage cum work tables alongside (foot treadle operations to facilitate darning).
• Storage space for items to be mended /altered.
• Cupboard for storing accessories.
• Storage space for rolls of fabric.
Equipment required
• 2/3 sewing machines, manual or motor preferably with a foot treadle which leaves hands free for darning; thread release on looper for tension control so as to enable stitching to be carried out on fabrics of varied thickness; different runner attachments to facilitate zig-zag stitching, edging, mending and darning.
• A sewing kit containing:
A sharp scissors
A snippet scissors
Threads of various colours
Buttons of different types
Plain pins, sewing needles and machine needles
A ripper
Spare bobbins
Machine oil and machine repair kit
Tailor’s chalk and pencil
Ruler and measuring tape
A heavy/steam iron with an ironing board and a power point in the vicinity
Above all, good lighting is essential to facilitate the sewing functions without eyestrain.

UNIFORMS
       Providing uniforms for hotel staff is one way of ensuring proper grooming, thereby reflecting the standard of the hotel and creating a good impression on the guest. Having a uniform creates a sense of orderliness and enables the guest to identify staff and their position in the organization. To the employee, it is a status symbol, creating a sense of belonging and thereby boosting employee morale. Apart from the aesthetic appeal, uniforms are frequently designed to suit the task that is carried out.
Uniforms may be of standard sizes or made-to-measure. Made-to-measure uniforms look smart and are essential for senior staff. Standard sizes lower the total requirement of uniforms but may be ill-fitting and do not look as smart. The number of sets of uniforms provided is dependent on the nature of the tasks being performed and whether the organization has an on or off-premises laundry. Uniforms are a large investment and the cost does not end with purchase. Maintenance and replacement also have to be considered. Budget is a factor that influences all other factors to a great degree. When designing a uniform, both the functional as well as the aesthetic aspect must be considered. Depending on the task to be performed, the uniform must be comfortable as well as practical. The durability of the fabric must be considered as well as its laundrability for ease of maintenance. The uniform must harmonize with the décor by blending or contrasting and is often required to synergize with the existing theme. It must also be designed to suit the average individual.
When staff are issued uniforms, a record is maintained in order to ensure that the uniform is returned when they leave the organization. The number of times an employee is allowed to
change the uniform is largely dependent on the type of tasks he performs, number of sets of uniforms that have been provided to him, the laundering facility, the type of fabric and the laundry process involved and the policy of the organization. The usual system for exchange is clean-for-dirty and the timings are stipulated according to the shift timings. Some hotels have specific days for different department to facilitate streamlining laundry and uniform room operations. When planning the layout of the Uniform Room, it must be borne in mind that some uniforms will be kept on hangers while others will be folded. Consequently the storage space must include hanging space as well as shelves. The uniforms must be segregated according to the department. To make the task of issuing uniforms easier, it is usual to arrange them according to size or alphabetically according to name. The Uniform Room usually incorporates the sewing section and in some organizations both these areas are sections in the Linen Room due to their inter-related functions. It is advisable to have a trial room that may double up as an emergency changing room if the need arises. However, for security reasons, entry should be restricted to Uniform Room personnel only and uniform shelves should not be accessible to staff from other departments. For operational purposes, space must be allocated for uniform attendants to be positioned at the exchange counter, where they can enter the necessary records. There must be a provision near the exchange counter for storing uniform co-ordinates and accessories. Adequate hampers into which soiled uniforms can be segregated and deposited, as well as trolleys for hanging as well as folded uniforms are also an operational necessity.
Uniforms play a very crucial role in establishing and reinforcing the image of a hotel or restaurant. After all, other aspects of housekeeping are inanimate, material things. It is the people who bring warmth and friendliness into these spaces and these people are the employees of the hotel. Ill-conceived, and poorly co-ordinated uniforms worn by hotel staff can create a jarring note in the entire image projected by the hotel.                                             
3.16 MONOGRAMMING
The name or logo of the establishment is put onto the linen item for identification. The supplier may do this or the establishment, by embroidering, printing or embossing either directly on the fabric or on labels which are attached to the linen article. In special cases, the logo/name may actually be incorporated in the weave by the manufacturer. To judge the life span of an article, the date that it was first put into circulation may also be indicated on the article.

UNIT – IV
                                           LAUNDRY 

4.1 DUTIES AND RESPONSIBILITIES OF LAUNDRY STAFF:
1. Responsible for picking up and delivery of in house guest laundry.

2. Responsible to collect and deliver outside guest laundry / dry cleaning.

3. Responsible for delivering all guest items punctually, accurately and in a professional and courteous way.

4. Collect laundry and dry cleaning bags from guest rooms and ensure that guest name, room number and laundry pieces are listed.

5. Count and verify all items collected as per laundry price lists / laundry sheet signed by the guest and note down any discrepancy or damages on the same sheet.

6. Check all items for damage or stains and take appropriate action to rectify these issues.

7. Report immediately to the superiors in case any valuable items like cash, jewellery, creidt cards etc. found in guests cloth pockets.

8. Responsible to processes the guests clothing on the correct equipment / machines using the appropriate chemicals and temperature.

9. Once processed, neatly fold or hangs the clothing as requested by the guest on the laundry sheet.

10. Sorts employee uniforms for appropriate action like washing, dry cleaning, pressing or send for repairing to the hotel's tailor.

11. Able to processes the staff uniforms on the correct equipment using the appropriate chemicals and temperature.

12. Once processed, hangs and transports clean uniforms to Housekeeping.

13. Shakes wet sheets, table linens and napkins prior to ironing in order to spread them out.

14. Responsible to feed washed linens and napkins into ironer or folder or calender machine.

15. Retrieves folded linens and stacks or hangs clean linens as appropriate.

16. Sorts clean towels, rugs and robes.

17. Uses towel folder and manual folding for bath towels, washcloths, rugs and robes.

18. Assist in the loading and unloading of dryers and sort out washed laundry items

19. Operates and maintains folding equipment, presser and iron.

20. Operates and maintains washer, dryer, dry cleaning machine etc.

21. Reports any technical problems or deficiencies to Laundry manager or maintenance team.

22. Places folded product on appropriate rack. 
4.2 IMPORTANCE AND PRINCIPLES

         Washing machines make work faster and easier, but they have can also be really expensive to purchase from the start. For a lot of people who can't afford to buy or use their own washing machines, taking your laundry to the laundry service can save you money.

          Leaving the clothes to soak for a long time period, both in the washing stage (to loosen and dissolve dirt and oils) and in the rinsing stage (to remove adsorbed detergents. Minimizing use of water in each stage, especially where detergent is used.
4.3 FLOW PROCESS AT INDUSTRIAL LAUNDRY


Let’s Have look at all the steps one by one in a bit detail:-

 

Collection
            Collection of linen may be done in the Linen Room if the laundry is off-site but is usually in the laundry itself, if the laundry is on-premises. Certain linen items are collected separately. For example, kitchen uniforms or dusters are collected separately, as are butchery aprons and dusters, because they have a specific type of soil. Similarly, in a hospital, linen from the surgical ward would be collected separately. The linen is usually packaged in canvas bags lined with polyvinyl. Eyelets on the rim of the bag facilitate passing a nylon cord through, which can be tightened in order to shut the opening of the bag. In some cases elasticized net bags called ‘skips’ are used to collect and carry linen. Trolleys are most popular for transportation and the collapsible wire cart can be used to transport clean as well as soiled linen. If planned at the construction stage, an in-built chute is used for transporting linen from the floor pantries. It is preferable to put linen into canvas bags before dropping it down the chute so that wear and tear is reduced.

Arrival
       On arrival, linen must be dealt with as quickly as possible. There must be a separate section for guest laundry that is usually handled by the most experienced staff. Processing linen for laundering as quickly as possible is necessary:
– to ensure that linen items are available as and when required.
– to avoid transfer of stains and to prevent stains from becoming permanent.
– so that it does not provide a breeding ground for bacteria and pests.
– to prevent the formation of mildew on damp articles particularly bath linen.
– to reduce the possibility of linen getting misplaced or lost.

Sorting
       Gloves may be used when handling or sorting linen. Sorting is carried out according to the type of fabric and item, colour as well as the degree and type of soil. Sorting is done to separate those articles that need dry cleaning from those that will go through the normal wash process. Those that need mending or stain removal will be separated so that they can be dealt with accordingly. Also, different articles take a different wash process in terms of temperature of water, type of laundering agent, length of wash cycle, whether hydro-extraction should be done and if so, the length of the hydro-extraction cycle. It takes less effort to pre-sort linen than to post-sort washed linen which is 50% heavier in weight due to water retention. Post-sorting is often essential in healthcare processes.

Marking
        Marking may be temporary (guest laundry) or permanent (monogramming of hotel linen). It is the temporary marking that is carried out at this stage. Most good establishments have a marking machine that attaches a heat sealed tape in an inconspicuous place. The tag has scope for six characters and is intended to indicate the initials of the guest as well as the room number. It provides a clear identification for correct billing, and although it does not come off in the normal wash process, it can be peeled off if so desired.

Weighing
       Weighing is carried out to conform to the capacity of the washing machine. In case of overloading, there is reduced centrifugal action because the linen articles are too tightly packed in the drum. As a result, there is inadequate friction and the deeply embedded soil is not removed so the wash process is ineffective. Certain synthetics develop creases as a result of overloading that are difficult to get rid of in the subsequent ironing process. Repeated overloading can cause the machine to break down.

In case of underloading, there is inadequate friction because the linen articles are too far apart It causes a good deal of wastage in terms of time, labour, laundry agents, water and power.

Many modern machines have sensors that can gauge not only the load but also the length of the cycle, temperature of water, water level, the type and amount of laundry agent and when it will be dispensed in the wash cycle. This is highly beneficial in the conservation of water and energy as well as reducing wear and tear on the linen articles.

Loading
        This is often done manually or with a certain degree of automation. Shovel type cranes may be used for lifting and depositing linen, thereby providing complete automation by eliminating the need for handling by operators. Alternatively, weighed linen in bags is transported along a track and directed to the opening of the washer-extractor with the help of a nylon cord. A lock in the lower half of the bag is released, dropping the soiled linen into the washer-extractor. Machines that tilt provide ease in both loading as well as unloading. Machines may be top loading, front loading or side loading.

Washing
         This is the stage during which the actual cleaning of the items takes place. It is designed to perform three basic functions i.e. remove soil from the textiles and suspend it in solution so that it can be discharged from the machine through the drain.

Rinsing
          Once the wash cycle is completed, rinsing becomes essential. A running rinse with an open drain is more effective but a larger volume of water is utilized. Rinsing is carried out at least twice so as to ensure removal of residual laundry agents and suspended dirt. It may also help to lower the temperature of the wash load by using a cold water rinse.

Hydro-extraction
            Draining followed by hydro-extraction will remove excess moisture through centrifugal force by spinning the load at a high speed. The absorbency of the fabric affects the length of the cycle (6 to 8 minutes) and the residue of moisture. The most efficient extraction for cotton takes place at temperatures higher than 38o C but lower than 55o C so that they are not too hot to handle. Polyesters and blends should be extracted at a temperature below 38o C to prevent wrinkling.
The compact mass of hydro-extracted clothes is referred to as ‘cheese’.

Unloading
              Transferring washed linen from the Hydro-extractor to the Tumble dryer is a difficult task because of the added weight of moisture. Articles may be manually removed and put into trolleys. Tilting and dumping machines reduce the physical effort of manual unloading. A laundry cart can be positioned under the door and a pushbutton-operated to rotate the cylinder.

and empty its contents. Alternatively, the machine can unload onto a conveyor belt that will transport the linen to the next set of operations.

Tumble Drying
                This process is capable of rendering the linen completely dry by blowing hot air between 40o C to 60o C onto the articles as they are slowly rotated in the drum. For articles that are susceptible to damage by heat, there is the option of simply airing by circulating air at room temperature. To avoid wrinkles and the risk of spontaneous combustion, many dryers have a cool-down cycle at predetermined intervals. The process of tumble-drying creates a good deal of wear and tear on the fabric as particles of lint come off the fabric in the drying process. The time taken is approx. 30 minutes depending on whether the article is to be completely or partially dried.

Finishing
              For those articles that require a pressed finish, ironing and pressing are usual. Articles like blankets, towels, candlewick bedspreads, hosiery, etc. that do not require a pressed finish are only tumble-dried.

Folding
             This can be done by machine but in most cases is carried out manually. The use of a folding stand helps minimize this otherwise very labour-intensive operation. Manual folding makes it possible to achieve the desired fold as well as ensure quality control. Employees in this area are the one ones who ‘reject’ stained linen and are a good source for ascertaining what types and quantities of stains commonly occur. Correct folding is important to the appearance of the article and makes it convenient to store and use.

Airing
            This is essential prior to storage, especially if the articles are to be stored in closed shelves. It ensures that any moisture that is likely to cause mildew will be got rid of.

Storage
           This should be properly done in a well–designed storage space. Linen should be allowed a rest period to recuperate before it is used again. The lifespan of linen is greatly increased if the proper rotation of stock is carried out, thereby ensuring a ‘rest period’ between uses. As a general rule, at any given time, approximately 50% of the total linen inventory should be on the shelves, 25% in use and 25% in processing. The storage area must be isolated from the soiled linen and kept clean

Transfer & Use
              The linen is issued to the concerned department for use. Since the transfer of  clean linen is usually done by linen trolleys, it is important to keep the trolleys clean. The linen is utilized for the purpose intended and the cycle begins all over again.

4.4 ROLL OF LAUNDRY AGENT

1.Detergents
            Strictly speaking, the term detergent can be applied to any cleaning agent. Its usage is known generally restricted to those cleaning agents containing significant quantities of a group of chemicals known as surfactants. A number of other chemicals are frequently included to produce a detergent suitable for a specific use.

Essential properties
A good detergent will possess many or all of the following properties:

1. Reduce the surface tension of water so that the cleaning solution can penetrate the soil and surface.

2. Emulsify soil and lift it from a surface.

3. Suspend soil in the cleaning solution

4. Be soluble in cold water

5. Be effective in hard water

6. Be harmless to user and surface to be cleaned

7. Rinse easily to leave no streaks or scum

8. Be economical in use.

Chemical composition
Detergents are formulated from the types of chemicals described in the following:

a. Surface active agents (surfactants) are chemicals, the molecules of which when dissolved in water possess a water-seeking (hydrophilic) end and a water repelling (hydrophobic) end. They may or may not carry a negative or positive electrical charge. The molecules are dispersed through the water so that they reduce the surface tension of the of the water by overcoming the forces of attraction between the water molecules, thus allowing the water and surfactant molecules to penetrate the soil and surface. The hydrophobic ends of the surfactant molecules are attracted to the soil, surrounding particulate soil particles and lifting them from the surface while breaking and rolling up grease into small particles and lifting them from the surface. The hydrophilic ends of the surfactant molecules point out from the soil particles into the surrounding water. As individual particles approach each other the hydrophilic parts of the surfactant molecules on different particles repel each other keeping the soil in suspension and preventing it from settling back onto the surface.

b. Builders are alkaline chemicals that influence the effectiveness of cleaning agents in one or both of the following two ways:

· They sequester (combine with) calcium ions in hard water to form water-soluble salts, thus preventing the adverse effects of calcium.

· Enhance the emulsifying and dispersing properties of the detergent.

Complex phosphates e.g. Sodium Tripolyphosphate, are included in many detergents powders and act in both of the ways described.
Sodium metasilicate and sodium carbonate are included in many liquid detergents and function in the second of the ways described Builders, in general, can have damaging effects on many surfaces e.g. chrome, aluminium, wool, silk, paints, wood and linoleum.

c. Water softeners are frequently comprised of complex phosphates e.g. Sodium hexametaphosphate because of their sequestering properties.

d. Foaming Agents Increase or stabilize the foam formed by a detergent. Foaming can be used to indicate surfactant activity, the level of foam is dependent on the amount of surfactant active in a cleaning solution. Alkalonamides derived from coconuts oil are frequently used for this purpose.
Other foaming agents can be used to produce stable, relatively thick foams in which the other chemicals are dispersed. The foam will stick to the non-horizontal surface and the cleaning chemicals.

e. Chelating agents are relatively complex chemicals which are included in many liquid detergents to sequester calcium ion. In simple terms, a combination of sodium carbonate or metasilicate and a chelating agent will have a similar effect to tripolyphosphate alone. Tripolyphosphate is not normally included in a liquid detergent because ittends to break down in alkaline solution. Chelating agents are now frequently used as descaling agents, being a more acceptable alternative to strong acids.
Suspending agents e.g. Sodium carboxymethyl cellulose (CMS), increase the amount of soil that can be held in suspension in the cleaning solution.

f. Bleaches will break down by oxidation, stains which have not been removed from a surface by surfactants or builders. Sodium perborate, weak bleach is included in detergents intended for washing textile.
Bulking Agents
Eg:- Sodium sulphate, contribute to the volume of detergent powders
Conditioning Agents
Ensure that the granules in detergent powders are crisp firm and dry

g. Whiteners: Absorb ultraviolet light and transmit it as visible white light. The whiteness of a surface will normally depend on the amount of natural light reflected from it and received by the eye. Whiteners, therefore, increase the amount of light received by the eye.

h. Enzymes are complex proteins that will break down organic substances e.g. blood stains, adhering to a surface. They are most effective at 30-50 ̊C and are inactivated at temperatures above 60 ̊C Anticorrosive Agents
Inhibit the formation of water films on a surface. Chemical reactions resulting in corrosion are generally dependent on the presence of water

i. Perfumes and dyes are included to increase consumer acceptability but increase the risk of allergic reaction.

j.Suspending Agent
· The role of the suspending agent in cleaning is to hold the dirt in suspension and prevent it from re-depositing onto the surface of the article.

· Itplaysacrucialroleinthelaundryagentduetotheamountoftimethattheclothes rotate in the machine while the dirt is in suspension.

· Thesuspendingagentiscarboxylmethylcellulose. Sequestering Agent

·   Theseactalongwiththesuspendingagenttoholddirtinsuspension.Theyassistby holding a greater amount of dirt in suspension thereby reducing the likelihood of re- deposition.(
· They also have the additional ability to dissolve lime salts that are responsible for temporary hardness in water.

· Sodium polyphosphates act as sequestering agents.

 





Other Laundering Agents
1. Alkali
Alkalis used in the wash process include
1. Washing Soda (sodium Carbonate Na2CO310H2O) 2. Sodium Phosphate
3. Sodium Hydroxide
4. Sodium Metasilicate
5. Borax (Na2B4O710H2O)
6. Ammonium hydroxide (NH4OH)

The role of the alkali in the wash process

· Combines with calcium ions in hard water to form water-soluble salts, thus preventing the adverse effects of calcium

· Enhance the emulsifying and dispersing properties of the detergents

2. Bleaches
· These are used on white articles only.

· They remove colouring matter by their oxidizing or reducing action.

· If not in liquid form, they should be dissolved in hot water in order to ensure that no powder residue remains in the washing machine which may affect later loads.

· The bleaches commonly used in the laundry process are sodium perborate and sodium hypochlorite (Javelle water).

	S.NO.
	OXIDISING BLEACH
	REDUCING BLEACH

	1
	Chlorine bleach
	Oxygen Bleach

	2
	Oxidising bleach which liberates the oxygen from Bleach
	Reducing bleach which reduces the level of oxygen

	3
	It is stronger
	It is milder

	4
	It goes well with cold water
	It goes well with hot water

	5
	It removes all type of stains, except animal
	It is basically used on animal stains

	6
	Sodium hypochlorite( Javelle Water) (NaOCl)
cotton(Sodium Perborate (NaBO2H2O23H2) Sodium Chlorite (NaClO2) Potassium permanganate (KMnO4) Bleaching Powder (CaOCl)
	Sodium Hydrosulphite( Na2S2O4) Sodium Bisulphite
Sulphorous acid (HSO3)

	
	
	


 

3. Antichlors
These are agents used to neutralize the chlorine bleach and are essential particularly in the case of polyesters. The use of chlorinated bleaches has a tendency to leave yellow deposits.

4. Sour/acid agents
· Thisisusedonlyinindustriallaunderinginthefinalrinse, to neutralize any alkaline soap residues that may be present.

· It brings the pH of the linen articles to a level between 5 and 6.5, which is agreeable to the human skin and also gets rid of yellow or brown deposits caused by residue alkali.

· Acetic acid is used as the sour.

· In cases where there is a high iron content in the water, Oxalic acid is used which

· serves a dual purpose, by also getting rid of the reddish, iron deposits.

· If starch is being used, sour should be added 2 minutes before the starch to achieve a pH of 5.0 to 5.5. If a sizing agent is being used, the ideal pH is 7.0 to 8.0 so sour is generally not used.

a. Oxalic Acid
· Sold in white crystals

· Used for removal of fruit stains, bleaching of brown stains after using potassium permanganate and tannin base of ink stains together with Hydrogen peroxide.

b. Salt of lemon
· Salt of Sorrel

· Compound of Potassium Oxalate and Oxalic Acid referred as Potassium binoxalate

· Used for neutralizing strong alkali.

c. Acetic Acid: Removes excessive bluing agents and as a neutralising agents

d. Oleic Acid
· Unsuitable for coloured fabrics.

· Produces soap when mixed with alkali

· Used for grease and oil stain

e. Fabric conditioner/Softener
· A fabric conditioner or softener has surface active agents like a detergent but they don’t perform the function of cleaning.

· Fabric conditioners are based on cationic surface-active agents, carrying a positive charge and creates anti-static properties.

· A fabric conditioner is never used on loads where starch or sizing will be used.

· The role of the fabric conditioner in laundering

5. Optical brightener
· This is an optical brightener/ whitener, which is, in fact, a very fine dye, which gets bleached in course of time.

· It has a fluorescent effect by reflecting the UV rays of the sun.

The laundry blue in a powder form tends to accumulate in the weave of the fabric and causes it to turn grey and is no longer used in modern laundries

6. Starch
· This is a stiffening agent used to impart a better appearance to the fabric.

· The use of starch has declined due to the minimum-iron finishes on fabrics and garments and the reduced use of cotton in favour of man-made fibres.

· However, there are some articles that have a better feel and drape when starched and it is particularly essential for napkin folds.

· Since polyesters do not have the ability to absorb starch they are stiffened with sizing agents.

Types of starch
· Hot-Water Starches

· Cold-Water Starches

· Gelatin

· Glue

· Synthetic Sizing
4.5 DRY CLEANING
The term dry cleaning is a bit of a misnomer. In the United States, the dry cleaning process refers to cleaning clothes and fabrics by using a chemical solvent that contains little or no water. While cleaning the surface of fabrics, it does not penetrate the fibers like water does in a washing machine.

           Dry cleaning is typically used on clothes and fabrics that cannot withstand the rigors of a standard home washer and dryer. This process preserves the desirable qualities of many fabrics and helps to prevent shrinking and stretching. It also eliminates the need for more time-consuming hand washing. Most dry cleaners also offer wet cleaning for washable items like starched shirts, slacks, and household linens
4.6 GUEST LAUNDRY

At Exclusive Laundry we provide a complete, one stop package for all your laundry and dry cleaning needs. As well as providing the laundry and linen hire service for your hotel we also take care of your guest laundry and dry cleaning from s ame day service to carrying out minor repairs and alterations. We can also provide your own personalised guest laundry check list and personalised polythene bags.

	


4.7 SERVICE OFFERED : DRY CLEANING

          The commercial dry cleaning process begins in your local dry cleaning storefront when you drop off your dirty clothes. Today, most dry cleaners do not have the very large and expensive cleaning equipment on-site; many will transport your laundry to a central cleaning facility. This is more cost-efficient than having machines at every drop-off location. There are several steps for each item cleaned:

1. Garment Tagging

Every item is tagged with an identification number. Some cleaners use paper tags that are stapled or pinned to the garment. Others use an iron-on strip with a permanently assigned barcode for regular customers. Similar soiled garments from different customers are cleaned together and tagging ensures that your clothes are returned to you.

2. Garment Inspection

Before clothes are cleaned, they are inspected for items left in pockets, rips, tears, and missing buttons. These items are returned to customers and problems are noted as issues known before cleaning.

3. Stain Pretreatment

As part of the inspection process, the cleaner checks for stains on the clothes and treats them before the solvent cleaning process. If you know what caused a specific stain, it is extremely helpful to tell the cleaner to get the best results in the stain removal process. This is also the time a good cleaner removes or covers delicate buttons and trim to prevent damage.

4. Machine Dry Cleaning

Soiled clothes are loaded into a large drum machine and cleaned with a water-free chemical solvent. The clothes are gently agitated in the solution which causes soils to loosen. The solvent is then drained, filtered, and recycled and the clothes are "rinsed" in a fresh solvent solution to flush away any last remains of soil.

5. Post Spotting

The dry cleaning process works very well in removing oil-based stains thanks to the chemical solvent. However, other types of stains are not always removed effectively. So, all garments are post spotted to look for remaining stains. The stains are treated with steam, water, or even a vacuum to remove any remaining traces.

6. Finishing

           The final step includes getting the garment ready to wear. This includes steaming or pressing out wrinkles, reattaching buttons, or making repairs. Items are then hung or folded to return to the customer. The plastic bags provided are only there to help you get your clothes home without more stains. It's important to take them off right away or risk damage to your clothes from trapped moisture.
4.8 WASHING

        "washing your clothes" can be used whether you're doing then by hand or in a machine. If you want to make it clear you're not using a washing machine, you'd need to say "I'm washing my clothes by hand," or "I'm doing some hand laundry.
4.9 IRONING
Ironing is the use of a heated tool to remove wrinkles from fabric. The heating is commonly done to a temperature of 180–220 °Celsius, depending on the fabric. Ironing works by loosening the bonds between the long-chain polymer molecules in the fibers of the material. While the molecules are hot, the fibers are straightened by the weight of the iron, and they hold their new shape as they cool. Some fabrics, such as cotton, require the addition of water to loosen the intermolecular bonds. Many modern fabrics are advertised as needing little or no ironing. Permanent press clothing was developed to reduce the ironing necessary by combining wrinkle-resistant polyester with cotton.
4.10 EXPRESS AND NORMAL


         Because they’re in the industry, laundry services understand the importance of using these different cleaning methods. Not only will they clean your clothes, but they will also prevent them from shrinking and colors running. You can be assured that they will use high quality materials to clean them and make them look and feel as good as new agai.

               services offer many options, so you can choose the one you like most.Express laundry services are more than capable of offering a wide variety of washing and drying methods that suit your clothes. Whether you are allergic to a specific detergent or your items are made of delicate fibers needing special treatment, the laundry services are equipped to meet your needs.

4.11 ADVANTAGES AND DISADVANTAGES AT OFF PERMIS AND ON PERMISSES :

The following advantages are seen if housekeeping staff works at on-premise laundry −

· On-premise laundry provides more use in comparatively less investment.

· The time, energy, and effort to take the clothes outside at a commercial laundry service is eliminated hence the staff can work better.

· The housekeeping staff can easily access the On-premise laundry.

· Pilferage is reduced.

· The staff can have complete control over the wash cycles, and wear and tear of the linen. Thus, life of the fabric can be prolonged by using specific washing for the linen depending upon degree of their soiling.

On-Premise Laundry Equipment

On-premise laundry is the game of conservation of water and electricity and generation of high throughput. These equipment speed up the housekeeping work. The laundry equipment mainly include −

Washer/Extractors

They are automatic machines which are used to wash the linen in large amount. They provide high laundry room productivity by using less water and electricity.

Dryers

They dry the linen in less time than conventional drying methods. They deliver fast drying without consuming much electrical energy.
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Flatwork Ironers

They save energy, cost, and efforts to press the large number of linen by delivering them ironed and pressed. They are easy and safe to operate.

Commercial Folders and Stackers

They are yet another automatic laundry devices that can deliver a perfectly folded and finished linen. They can also help to stack the folded linen neatly.

The housekeeping staff that handles laundry section is expected to know each device and its operation.

Working at On-Premise Hotel Laundry

The laundry consists of bath and bed linen, dining are linen, staff uniforms, cleaning cloths, curtains, drapes, blankets, and rugs. The guest laundry is handled by the most experienced staff. The staff in the laundry room is expected to be aware of the chemicals, detergents, dry cleaning agents, and the stages of laundry cycle.

No sooner than the soiled laundry arrives, the laundering work starts quickly. The reason behind it are −

· The soiled linen must be cleaned as early as possible.

· The stains may get permanent.

· The stains may get transferred to other linen.

· The soiled linen should not provide a breeding ground for bacteria.

· To avoid the chances of linen misplacing or loss.

UNIT – V

FLOWER ARRANGEMENT

5.1 PURPOSE OF FLOWER ARRANGEMENT                                                                             

            hancing the beauty of flowers with artistic arrangement is the art of flower arrangements. Flower arrangements are an important part of the ambience on any occasion, weddings, birthdays, parties or any other events in life.

               Flower arrangement is an organization of design and color towards creating an ambience using flowers, foliage and other floral accessories. Flower arrangement is not an art to be reserved only for special occasions. A few flowers on the kitchen table can be as important in their own way as a full scale decoration for a big ocassion. Flower arrangements beautify homes and offices alike and are also used as centerpieces for a table. Flower arrangements are made out of fresh cut flowers, dried flowers and artificial flowers as well. 

              Roses are the most popular flowers used in floral arrangements, closely followed by carnations, gerbera daisies and chrysanthemums. The use of flowers in flower arrangements also depends on the occasion for which they are made and the recipient's likes and dislikes. 
5.2  PLACEMENT AND LEVEL AT PLACEMENT RELAVENT EXAMPLES
Flowers are used for decorating various areas in the hotel like restaurants, reception area, lobby area, rooms etc.  They provide a cheerful appearance and colour to the room.  The arrangement should blend with the décor of the room.  It should be suited to the occasion and location
Arrangements for VIP Rooms:
Arrangements here offer a great variety in design and imagination.  The placement will vary according to the type of room and its décor. The writing table, bedside table or coffee table should be used for placing tall arrangements.  The flowers used in rooms should not attract insects.
Flower arrangements for reception area:
The reception desk is the first area that the guest comes in contact with.  This desk becomes part of the lounge or lobby.  Arrangements should lend character and cheerfulness to the surroundings.  They should blend with the décor. Roses, tuberoses and gladioli, chrysanthemums, carnations etc are most suitable.  The arrangement may be two-dimensional since it needs to be viewed by the guest.
Buffet Table:
Flower arrangements on buffet table act as centrepieces and focus of attention.  The basic rules of arrangements in dining area should be followed and a multi- tier arrangement of a combination with fruits and carved vegetables can be made.  Flowers used should not have a strong smell.  Theme arrangements can be made in theme restaurants.
Banquet Table:
A banquet is a formal sit down service and the flower arrangement must also follow a formal pattern.  The colour should blend harmoniously with the décor of the banquet hall.  A table that is large with a seating capacity of 15-20 guests, should have at least 4-5 small arrangements.  These should be low and all round.  Flower arrangement for special banquets like wedding banquets or in honour of VIP guests should be formal and usually monochromatic.
Coffee Table:
For a coffee table a low mass arrangement that can be viewed from all sides is suitable.  Few large flowers combined with tiny blossoms are appropriate.  Arrangements can be informal and relaxing.
5.3 EQUIPMENT AND MATERIALS USED

Cutting Flowers and Foliage

               Successful floral arrangement begins with fresh plant materials that have been properly handled and

prepared. Beauty and good composition of an arrangement is not determined by the cost or rarity of plant

        materials used, but by the way they are selected, cared for and arranged. Cut flowers and foliage the evening before the arrangement will be made to allow time for proper  conditioning. Handle plant material carefully, handling only the stems.

       Most flowers will keep best if cut when nearly fully open. Many tight buds or young leaves wilt rapidly and will not take up water. Some flowers will keep best if cut in the bud    stage or when they are just

beginning to open. Fully open or faded flowers are past prime and usually will not keep well.

            Experiment with various types of plant materials to determine the best stage of maturity for cutting. Cut flowers and foliage with a sharp knife or flower shears. Cut stems on a slant to enable flowers to

absorb more water. Cut stems longer than required for arrangement. Cut extra stems in case of damage.

             Stand flowers and foliage in a bucket of cool water as they are cut from the garden; place indoors in a cool, dark place. Re-cut stems indoors at a 45-degree angle. Cut stems under water to prevent air from

entering the stem and interfering with water uptake. Place only an inch or so of the stem under the water to cut it.

Conditioning Plant Materials

          Conditioning is an important factor in successfully arranging and exhibiting cut plant materials. The purpose of conditioning is to allow the cut plant material to absorb as much water as possible. Plant

material that is not conditioned appears dried out or wilted. Do not attempt to arrange flowers that have not first been properly conditioned; plant material that has not been conditioned is easily damaged in the

arrangement process. Proper conditioning will also prolong the life of the arrangement.

         Stand cut plant materials in lukewarm water to a depth of half their length overnight in a cool, dark place. This allows the stem, leaves, and blossoms to absorb water to enable them to retain optimum beauty.

The next morning, cut stems again under water at a 45-degree angle. Remove all foliage below the water level of the container; submerged foliage decays, creating foul water. Leave the cut plant materials in

water until ready to use them. Wait until the plant materials feel stiff before arranging them. Some flowers with fleshy, fibrous stems such as cockscombs or sunflowers will last longer if about ½ inch of their cut ends are dipped in boiling water before being placed in a container. Woody stems should be peeled back and split to allow the stem to absorb more water. Plants that xude a milky substance should be sealed by searing the cut end, using a flame or by dipping it into powdered alum. Hollow-stemmed flowers should be filled with water before being placed in a container. Holding the cut flower upside down, fill the stems with water, invert the flower holding a finger over the cut end of the

stem, place in water.

          Some plant material (generally foliage) will benefit from complete submersion in lukewarm water overnight. Experiment with different approaches to conditioning the flowers and foliage to be displayed

to determine the best method. This will also help determine which flowers are well-suited for exhibiting.

Containers

     The container should have been thoroughly washed since its last use. Fill the container with water before beginning to arrange the plant material.The size of the container should be in scale with the table location where it will be used. Rememberthat the larger the container, the more plant material will be needed.Suit the shape of the container to the arrangement to be made. Simple shapes are easiest to work with. Avoid ornate containers as they may detract from the floral arrangement.

Neutral colors like tan, brown, gray or greens are easy colors tharmonize with plant materials and with most backgrounds. White can be very stark and call attention to the container rather than to the arrangement. Colored containers are available, but should be used with care

so as not to detract from the arrangement. Containers come in many materials, such as glass, pottery clay, porcelain and metal.

Clear glass containers are generally undesirable as the stems are visible.

Containers can be thin and dainty, or thick and sturdy. The spirit of the arrangement and the container should go together. For example, an arrangement of miniature roses would be more suited to a delicate silver vase than a bulky clay bean pot.

Holders

      A good holder should give the freedom to position stems where they are wanted and hold them in place securely. Choose a holder suitable for the style of arrangement planned, the plant materials to be used and the container to be used.

Pinpoint Holders

       Pinpoint holders are most often used for line and line-mass

arrangements in low bowls or shallow containers. Use a waterproof floral clay to fasten the holder to the base of the container. A heavy metal pinpoint holder is easiest to keep in place in the container. Stems are either stuck directly onto the pins or are wedged between the pins.

Thin stems may be placed on a pinpoint holder by binding several stems together with a rubber band, string or floral tape.

5.4 STYLE OF FLOWER ARRANGEMENT

Ikebana (Japanese Flower Arrangement) 
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 Ikebana

     JAPANESE (Ikebana) 

      the Japanese word for the art of flower arrangement, comes from two Japanese words, IKE, meaning pond and HANA, meaning flower, the pond flower. Thus, Ikebana is the art of arranging flowers in water. Ikebana emphasizes most on measurement, the scale of floral arrangement. The main aim of Ikebana is to bring nature indoors and make it live in the floral arrangement that is being made. 

Originally, the first school of ikebana was divided into three styles. 

· The Shin - The formal style involved an erect linear arrangement in a bronze container, arranged on a carved teakwood stand. 

· The Gyo, or semi-formal school - The school features flowing, sweeping lines and the use of variety of containers. 

· The So, or informal school - The school displayed flowers in bamboo vases, baskets, and natural wood containers as well as in pottery. The flowers are seated on bases of bamboo or natural wood.

Western Flower Arrangements 

            The emphasis is on the Use of many flowers as a mass in the floral arrangement.

 Free Style Flower Arrangements

         There are no rules at all. These floral arrangements are based on the taste of the floral designer. But, it is more close to Oriental than Traditional style of arranging flowers in its inclination towards importance to linen style`

5.5 PRINCIPLES OF FLOWER ARRANGEMENT 

                   Although the art of floral arrangement encompasses many principles, there are at least six important principles. They are:
5.6 DESIGN SCALE, FOCAL BALANCE ,FOCAL POINT, RHYTHM, TEXTURE UNITY AND HARMONI.
· Design:
           It decides the structural pattern of the floral arrangement. It is a visualized plan about the size and shape of the floral arrangement. The design is essentially determined by the location, occasion and the materials available.

Balance:
 It emphasizes on the use of materials in a floral arrangement which gives stability to the arrangement. The two most important elements of Balance of an arrangement are the form and color of the floral arrangement. Again, balance is of two types viz.,
Symmetrical Balance: The two sides of the floral arrangement have equal amount of materils placed on either side of the floral arrangement.
Asymmetrical Balance: The two sides of the floral arrangement are not equal but still have equal visual weight. Color plays a vital role here. Dark colors give a visual effect of weight and so are used low in the arrangement. So also, lighter colors are more appropriate for the outer and upper portions of the floral arrangements.

   Scale:

 It deals with the proportions of different components of the floral arrangement. It thus emphasises on the use of material used to that of the size of the container holding the floral arrangement.

· Rhythm:
·  It emphasizes on directing the viewer's eye along the main line of arrangement so that the whole shape of the composition is properly followed and understood 

· Emphasis (Focal Point): 

the central portion of the floral arrangement from where the flowers and foliage of the arrangement appear to be emerging from is known as the focal point of the arrangement. Hence, larger and dark colored flowers are usually used in the focal point of the floral arrangement.

     Harmony and Unity:
               This principle takes care of the appropriate use of flowers for the occasion. It also takes care of the blending of colors of the flowers used in the floral arrangement and that of the container such that they contrast each other.

THANK YOU 
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