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Void and Discount Policy

1. Purpose:

This policy outlines the conditions under which a void or discount may be applied to a guest check. It aims to ensure accuracy, prevent misuse, and maintain profitability.

2. Definitions:

· Void: Refers to the cancellation of an item from a guest check before or after the item has been sent to the kitchen or bar but not yet served.

· Discount: A reduction in the total price on a guest check, applied for specific reasons (e.g., promotion, customer satisfaction issue, directors orders).

Void Policy:

3. Acceptable Reasons for Voids:

· Incorrect Order: When the guest or server made a mistake in ordering.

· Kitchen/Bar Error: Incorrect item prepared (wrong dish, incorrect modifications).

· Spoilage: If an item is accidentally spoiled or compromised before serving.

· Technical Issues: System or software errors during order entry.

· Customer Cancellation: Guest cancels the order before the item has been prepared.

4. Void Authorization:

· All voids must be authorized and signed physically by a manager or supervisor.

· StaO members are not allowed to void items without approval.

5. Documentation:

· All voids must be accompanied by a reason and logged in the POS system.

· StaO involved must provide a brief explanation for why the void occurred.

· A signed copy of the void receipt needs to be sent to the accounts team weekly.

6. Penalties for Misuse:

· Any misuse of voids to manipulate sales figures or reduce checks for personal gain will lead to disciplinary actions, a forced refund of the funds lost by the company by the person in question, up to and including termination.

Discount Policy:

7. Types of Discounts:

· Promotional Discounts: Applied during promotions or special offers (e.g., happy hour, holiday specials).

· Staff Discounts: Discount provided to staff members (50% off meals).

· Customer Satisfaction Discounts: Applied to resolve customer complaints or improve guest relations.

· Bulk Discounts: Applied for large parties or special events.

· Loyalty Discounts: Applied for repeat customers or VIPs.

8. Discount Limits:

· Promotional and Staff Discounts: Cannot exceed 20% without manager approval.

· Customer Satisfaction Discounts: Manager can approve up to 30%, higher percentages require approval from upper management or CEO.

9. Discount Authorization:

· All discounts above 10% must be authorized by a manager.

· Staff members cannot apply discounts without manager approval.

10. Documentation:

· All discounts must be documented in the POS system, with the type of discount, reason, and authorizing party clearly noted.

· A printed copy of the bill with discount amount highlighted needs to be printed and sent to the finance office weekly.

· Regular reports will be reviewed to ensure proper usage and prevent abuse.

11. Penalties for Misuse:

· Any unauthorized application of discounts will lead to disciplinary action. Repeated misuse will result in termination.

Reporting and Monitoring:

· Daily and weekly reports on voids and discounts will be reviewed by the management team to ensure compliance with the policy.

· Any unusual activity or frequent use of voids/discounts by a particular staff member will trigger an investigation.
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