Unit-2

Linen/Uniform/tailor Room

7

\.

Gautam Singh , Hospitality Trainer , 07830294949

=

DU ATERER
INDIA.com

J




objective

* You will abele to understand :

* Planning of Linen room

* Functions of Linen room

« Layout of Linen room

« Storage tips

* Par stock and Inventory control
» Uniform issuing procedure

* Equipments used in tailor room.
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Main point

e Linen room
 Uniform room

 Tailor room
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LINEN/UNIFORM/TAILOR ROOM

CENTRALIZED LINEN ROOM
Linen is distributed from one central point.

DE-CENTRALIZED LINEN ROOM
Linen room & uniform room get separated

Linen is distributed from pantries.
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PLANNING OF LINEN ROOM

LOCATION

SPACE

ENTRANCE

FLOORS & WALLS
LIGHTING & VENTILATION
STORAGE

SOILED LINEN AREA
LINEN EXCHANGE COUNTER
INSPECTION AREA

10. UNIFORM STORAGE AREA
11. GUEST LAUNDRY AREA

12. LINEN ROOM SUPERVISOR'’'S DESK

©CONoOOR~®ON =
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FUNCTIONS OF LINEN ROOM

LINEN SECURITY i.e. NO UNAUTHORIZED
PERSONNEL

FRESH FOR SOILED/ONE-FOR-ONE

DISPATCH SOILED LINEN AS SOON AS
POSSIBLE

NSPECTION
_LINEN STORAGE
NVENTORY
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PURCHASING OF LINEN

« Good quality of linen at a cheaper price

* Rub the sample against a dark surface

« Check the weave with a magnifying glass
« Check the selvedge

« Subject the sample to number of washings
* Hotel should own its own linen
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LINEN STORE

* Linen store is meant for storing freshly
purchased linen.

* During lower occupancy periods or slack
season, excess linen can be removed from
circulation, packed & stored in linen store.

e The store can also be used to store discarded
linen.

« Separate labelled racks are maintained for
storing discarded linen.
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ROOMI LINEN CONTROL SHIEETT

LINEN  AMOUNT CF SOILED AMOUNT OF SOILER AMOUIKNTT OF FRESIH]

A LINERN ISSUED
ARTICLES | LINEN SENT LINEN RECEIVED TS BALANC]E

BY FLOORS BY LINEN ROOWM FLOORS

BEED @lﬁ]@@ﬁ@i
| [LLOW SLIRS

SIGN OF SIGN: OF LINEN SIGN. OF SIGN: ORLINEN
FLOORSURERVISOR  ROOM SUPERVISOR FLOORSUPERNVISOR:  ROOMSUPERVISOR

ROOM LINEN EXCHANGE FORM
FLOOR DATE TIME '
LINEN |BALANCE SOILED LINENFRESH LINEN BALANCE
ITEM B/E RECEIVED F ISSUED C/F¥ REMARKS
BED
SHIEET
PILLOW
SLiP
. SIGN-OEFLOORSURERVISOR SIEN-OELINEN SURERVISOR <
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fab LINEN EXCHANGE REGIYTER

LINEN
sroncies | PR STOGH | SGILED LINEN FRESH LINEN map aies
RESTAURANT DAVE i E
LINEN ROQM SUPERVISOR CAPTAIN IN-CrARGE
LLAUNDRY EXCHANGE FORM:
LINENBALANCESQILED LINEN FRESH LINEN | RE-WASHEDBALANCE
ITEM| B RECEIVED TOTAL ISSUED LINEN C/E
BED)
ShEET
[PILLOW
SLiP

SIGN, OF FLOORSUPERVISOR

SIGN OF LAUNDRY SUPERVISOR
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PAR STOCK

« RECYCLED INVENTORY

« NON-RECYCLED INVENTORY

« PAR

« |IMPORTANCE OF MAINTAINING PAR
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PAR STOCK

« FACTORS AFFECTING PAR LEVEL ARE:

« THE LAUNDRY CYCLE

- REPLACEMENT

« EMERGENCY

« OCCUPANCY LEVEL & USAGE.
« PAR CALCULATION
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CONDUCTING PHYSICAL INVENTORY

Inventory is conducted at the end of each month or
at-least quarterly.

Through this process, the E.H.K. has accurate
records of items in-use, discarded, replacement or
lost/stolen.

Helps in budget preparation & to ensure that the h.k.
department has enough supplies to meet the
demand.

The E.H.K. works in coordination with the laundry
manager in doing the inventory.

Generally staff members work as team to conduct
the inventory. One person does the count & other
notes down in the inventory count sheet.
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1. LINERN ITEM

Z. LAST INVENTORY DAA

3, NEW REGENVIED

4. SUB-TOTAL 2+3

5. [RECORDED DISCGARDS

6. SUBTOTAL £-5

PART-2

7= STORAGE ROOM

8: STORAGE ROOM

9 STORAGE ROOW

10, LIXIEN ROOI

19, LAUNDRY

12. ON] CARTS

18 [N ROOMS
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PART-3
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ﬁ]? PAR STOCIK
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UNIFORMS

Factors that must be considered while designing
uniforms:

PROFILE OF THE EMPLOYEES

IMAGE & IDENTITY OF THE PROPERTY
COMFORT IN WEAR

PURPOSE OF WORK

APPEARANCE & STYLE

CLIMATIC CONDITIONS OF THE PLACE
BUDGET & VALUE FOR MONEY

FABRIC

EASE OF AVAILABILITY OF RAW MATERIALS
STAFF TURNOVER.
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UNIFORM EXCHANGE SLIP
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UNIFORM REGISTER

UNIEORTIREGISTER
3 AR DO e om oy, A [RADY

LIRNEH & UMIFORI RO SUPERVISUR  corcromomooomoo
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UNIFORM INVENTORY CONTROL FORM
OASIZE  DESCRIPTION | sosy (0 [SIZE | DESCRIPTION | oo
UNIFOIRI SERVICES FRONT DESE
L SUAF JAGKEY 2(0), ALE SULTT
BELESIARRIRAN 30; WALS V=S
BENRSTARRNTIE EORATENIE
FARKINGIATTRIACET EOAGENAERSUI
RARKINGIATITARANI HOREENANERSEHARE
B EAT
ARKINGITIEATIE
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CALCULATION OF PAR LEVEL FOR
UNIFORMS

 UNIFORMS CHANGED EVERY ALTERNATE
DAY.

 UNIFORMS CHANGED EVERYDAY.

« TOTAL NO. OF EMPLOYEES IN THE HOTEL,
THEIR DEPARTMENTS & THEIR
DESIGNATIONS.

 MAN- WOMAN RATIO.

« STAFF TURNOVER PATTERNS.

« FREQUENCY OF LAUNDERINGS.
 TIME TAKEN FOR LAUNDERING.
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SELECTION OF UNIFORMS

» Uniforms should have straight pockets.

» Two roomy pockets inside jacket

» Lengths should be alterable

» Uniforms should be suitable for h.k. employees

» Side slots should expand for easy access to
pockets

» Convertible collar with permanent stays
» No decorative cuff or embroidery but with logo
» Style should be classic & not trendy.
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GUEST LOAN ITEMS

« The H.K. department is mainly responsible for maintaining

the inventory of guest loan items, responding to loan
requests & tracking the items to make sure they are
returned. The items are loaned to guest at no charge.
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ESTABLISHING PAR LEVEL OF
GUEST LOAN ITEMS

« Par level depends on following factors:
» Size of the hotel
« Volume of guest requests

* Volume of guest requests depend on following
factors:

* Occupancy levels
 Arrival/departure pattern
« Kind of guests staying in the hotel.
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INVENTORY CONTROL OF GUEST
LOAN ITEMS

* There should be an accurate inventory record of
guest loan items so that guest demands can be
fulfilled as well as the items can be tracked

 When the guest loan items are given they should

be returned.
« INVENTORY RECORD
« MASTER INVENTORY RECORD
« GUEST LOAN ITEMS LOG.
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MACHINES & EQUIPMENTS.

Par levels for the machinery is dependent on the
following factors:

1. Hotel’s size & cleaning needs
2. Number of guest rooms & location
3. Kind of wall & floor coverings
4. Size of the laundry operation
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INVENTORY CONTROL OF EQUIPMENTS

« INVENTORY CARD SYSTEM: it consists of
name of equipment, model number, etc.

« REPAIR LOGS: it consists of all information
regarding repair works such as date of repair,
type of problem etc.

« EQUIPMENT LOGS: It keeps a record of the
iIssue & return procedures of the equipment.
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ESTABLISHING INVENTORY LEVELS
FOR CLEANING SUPPLIES

1.Maximum inventory quantity
2. Minimum inventory quantity

1.Lead time quantity
2.Safety stock

Par level is calculated in terms of two figures:

Minimum quantity depends on following factors:
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ESTABLISHING INVENTORY LEVELS
FOR CLEANING SUPPLIES

« The maximum quantity refers to the maximum
number of supplies that must be present in stock
at any given time. It depends on:

« Amount of available storage space.

* Whether suppliers are ready to store items in
their warehouse so that when demanded,
supplies can be sent to the hotel.

« Shelf life of certain items.
« Wastage of cash resources due to over-stocking
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INVENTORY CONTROL OF CLEANING
SUPPLIES

« Supplies from main store are issued to the floor
pantries.

* |ncase there are no pantries on floors, then
supplies are issued on daily basis.

* Par levels depends on usage rate and
occupancy level.

« PERPETUAL INVENTORY SYSTEM- ltis a
iInventory system in which receipts & issues are
recorded as they occur.
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PHYSICAL INVENTORY

HOTEL CALLED BY
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H.K. DEPARTMENT
SUPPLIES & EQUIPMENT
INVENTORY CALCULATION SHEET
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ESTABLISHING INVENTORY
LEVELS FOR GUEST SUPPLIES

* One par of guest supplies is equal to the number
of guest supplies needed to outfit all guest

rooms once.
* This depends on the occupancy levels and
usage rate.
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GUEST SUPPLIES
PAR STOCK FOR ONE MONTH

POTENUIAL USAEE FORECASTED NUMBER s RAR STOCK
PER OCCURIED ROOWM OF OCCUPRIEDR ROOMS REQUIIRED

RO R 450 5 45()
e, 4 W 430 2 A50

ACTUAL USAGE PER MONTH

NS OCCUR EDE e e e
BN GOOHS  CORED oD i

WP ) ¢ 450 = 450 800 8O
WTE 4 ¢ 45) = 450 2519 69
e 450 B 450 19k B
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CALCULATION OF MINIMUM &
MAXIMUM QUANTITIES OF SOAP

« Determine how many bars of soap are present
In a purchase unit or standard package.

« Calculate the number of bars of soap used in a
day during hotel’s peak season.

« Calculate the number of days taken for one
purchase unit or case to finish

« Calculate the minimum quantity by adding safety
stock to the lead time of the stock

« Calculate the maximum inventory level.
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WEEKLY STORE LIST
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GUEST SUPPLIES

RENS SHOWER | S0AR |SORPS
i RENS CAPS | OMHER

FIRST FLOOR

SECOND FLOOR

THIRD FLOOR

NOS. ISSUED

NO. OF
DEPARTURES

CONSUMPTION
(MORNING)

BALANCE

CONSUMPTION
(EVENING)

AI!ANC
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LINEN DISCARD RECORD

HOUSEKEEPER INITIALS G.M. INITIALS PERIOD ENDING

Salls bee Dbl bec mayreErs (PILLOW| BATTH BT BATTH
UAIE sheets | sheets COVIERS| TOMTEL 1 Fﬁ] ROBERHEE

SAMPLE LINEN DISCARD RECORD
IENNCIBISEARDED TIE ]

COMMENTS BY
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Exercise

Draw the layout of Linen room.

« What is Par stock?

What is inventory control?

« Write down the exchange procedure of linen
with restaurant?
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Thank you
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https://www.facebook.com/GautamKumar61

YOUR YOUR

CAREER ABILITY
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