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Your Hotel Daily Control Sheet
Date
Day

	Today’s Date
	Instructions
	GSR
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Actual Information

Room Occupancy
_        
Arrivals
_____


A.D.R.
_____
Departures
_____


Walk-ins
_____
No-Shows
_____


Other
_____
4 PM/Cancellations
_____

Competition:


Weather:



Comments:



The top half of the Daily Control Sheet is to check for any rate, stay and room restrictions when taking the reservation.


During the audit, use the bottom half of the Daily Control Sheet to record the important statistics after the days business is over.
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