Exercise using a Summary Sheets

It is the 1st April

	Name
	Table No/ Covers
	Docket No
	Food
	Bev
	Payment

	Jones
	2 / 5
	6580
	120.00
	30.00
	By cash

	Brown
	1 / 3
	6581
	62.00
	12.00
	Master Card

	Logue
	4 / 2
	6582
	35.00
	8.50
	Complementary

	Crawley
	6 / 1
	6583
	21.00
	6.50
	Cheque

	Walls
	10 / 4
	6584
	72.00
	35.00
	Allowance of $3.00, 

$110 Visa Card

	McDonald
	3 / 6
	6585
	135.00
	97.00
	$82.00 cash, Master Card for balance

	Freeman
	5 / 2
	6586
	38.00
	18.50
	Bank card

	Julian
	8 / 8
	6587
	155.00
	49.00
	$104 cash, balance Bank Card

	Parry
	9 / 10
	6588/ 6591
	255.00
	36.00
	City Ledger

	Norman
	11 / 3
	6589
	56.00
	12.00
	City Ledger

	Lawson
	12 / 16
	6590 / 6592
	480.00
	80.00
	Pre-paid deposit $100, Cash $260, balance Master Card


1. All entries to be entered to the following spreadsheet
2.  Corrections to show as a line through the error and the correct amount entered in ink

3. Add the Food and Bev columns in the Total Charge column

a. Cash is the amount paid by the guest in either cash or cheques to settle the bill

b. City Ledger is the amount charged to a company through the hotels accounting system

c. Complementary -  refer to the supervisor

d. Credit Card amount paid by use of a recognised credit card. Please name the type

4. Total all the column .

5. The Total of the Food and Bev columns should be the same as the Total Charge column

6. The total of all the other columns should be the same as the Total Charge column

