
APPENDIX I 
 

Travel and Accommodation 
 

I. Motor pool Price List  ------------------------------------------------------------ 
 

II. Mileage Log (1page) ------------------------------------------------------------ 
*drivers use this form to log their travels and passenger will 
countersign the form for validity 

 
III. Gas Withdrawal Slip (1/4 size page) --------------------------------------- 

*drivers fill-up this form to request gasoline and must be  
approved by LP/UPM/PC then forward it to Production Accountant 

 
IV. Hollywood Suites Directory of Services (2pages) ----------------------- 

 
V. Casablanca Gardens Apartment & Hollywood Suites Rate Card --- 

 
VI. Booking Request Form (BRF 1page) -------------------------------------- 

 
VII. Alternative Housing (2pages) ------------------------------------------------ 

 
VIII. Laundry Process and Ticket (2pages) ------------------------------------- 

 
IX. Approved Travel Agencies (1page) ----------------------------------------- 

 
X. Trip Order & Authorization Form (TOF 1page) -------------------------- 

 
XI. Airfare Purchase Order Form (1page) -------------------------------------- 

*goes with TOF when endorsing for approval 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 



ALTERNATIVE HOUSING 
 

Alternative housing can only be used once Casablanca and Hollywood Suites are full.  
At that point, one must attain approval before one can move to other venues.   The 
following are suggestions: 

 
EAST TOWN VILLAS 

 
…YOUR HOMEAWAY FROM HOME… 

For reservations and other inquiries, please contact: 
Mitchell - +63-32-344-7726 

Features 
2 airconditioned bedrooms 
2 T & B 
Fully furnished house 
Storage room 
Laundry area 
Amenities 
Security 
Swimming pool 
Small function area 
Rates 
Rental rates can be negotiated depending on the duration of stay of guests.  
*Excluding electricity and water 

 
 

ABEJO’S HOUSING UNIT 
Kauswagan, Bangkal, 

Mactan, Lapu-Lapu City 6015 Cebu 
 

For reservations and other inquiries: 
Emilio – 495-7972 / 0919-4293832 

Features_____________________________________________________________ 
- 3 air-conditioned bedrooms 
- fully furnished house 
- garage 
- ideal for 7 – 9 people 

 
Rate_________________________________________________________________ 

- Deep Gold rental (P25,000) including electricity and water 
- Rate can be negotiated depending on the duration of stay of guests 
 



LAUNDRY SERVICE 
 
Casablanca and Hollywood Suites provide laundry services for their in-house guest and 
tenants.  Independent laundry shops are especially accredited to ensure quality and prompt 
service. 
 
 
Procedures 
 

1. Guest shall fill up the Laundry Ticket and may request for pick-up of their laundry 
through the following channels: 

a. Front Office     493-8889 ext. 6100 / 340-3591 
b. Housekeeping Office   493-8889 ext. 7301 
c. Any Room Attendant on Duty 
 

2. The Laundry Ticket together with the laundry items are picked up by the assigned 
staff. 

 
3. Upon pick-up, the attending staff checks the items on the list in front of the guest, if 

present.  If the guest is not around, the items are checked in the presence of the guard 
on duty or the Room Attendant or Supervisor who will serve as witness for any 
damages or valuables found. 

 
4. Stains or damages (i.e. missing buttons, snags, etc.) are noted down in the Laundry 

Ticket.  Guest/s should acknowledge these notes by signing the ticket. 
 

5. Laundry items are endorsed to our contracted laundry shop for processing.  Processing 
may take one to three days depending on the kind of service requested. 

 
6. Guests are notified when the processed items are ready for delivery.  The attendant 

then collects payments. 
 

7. Missing items, missed deliveries, or any concerns on the delivered items shall be 
reported to the Housekeeping Office or the Front Office within 24 hours from 
delivery. 

 
 
 
 
 
 
 
 
 


