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Emplb: 'rs; Not Required to Pay for
' Employee s Meal Breaks

A 46 431

Are employers ever required to pay for an employee's
meals and/or the time spent eating?

Under most circumstances, employers do not pay for an
employee's meals or for the meal time. However, there are
some exceptions, If the employee is non-exempt under the
state and federal laws (i.e. subject to overtime), then the
employee is entitled to at least a 30-minute unpaid meal
period if the employee is scheduled to work more than five
hours a day. (If the employee is scheduled to work and does
work 6 hours or less each day, then the employee and the
employer may agree to a waiver of the meal period.)

In order for the meal period to be unpaid, the employee
must be relieved of all work during the meal period. If the
employee is not relieved of all work, the meal period must be
paid.

Under limited circumstances, an employee may be
allowed to regularly have a meal period without being
relieved from duty. An "on-duty" meal period is permitted
only when the nature of the work prevents an employee from
being relieved of all duty and when the parties agree in
writing to and on-the-job meal period.

Non-exempt employees who spend their meal period
conducting business, attending a meeting, or entertaining a
client are considered to be working and must be paid for
such time.

California law (Labor Code Section 2802) requires that
employees be reimbursed for all monies that the employee
spends in discharging his/her duties. Employees who are on
any type of business for the employer are entitled to
reimbursement for all reasonable expenses, including meals.
Employers may implement policies concerning how much
employees are authorized to spend without prior approval.
Companies often provide employees with maximum
amounts that will be reimbursed for meals, without prior
approval. These rates may vary, depending upon where the
employee will be conducting business.



== SE—

[

B/ CERRITOS

IR ST ¢ MR

HOWE - BiNS - & -
BE# - wERE -
RFR « BEDG
& - MEBE

="
X

III

*ﬁ

\ g%
gl A

S

ﬂ//\\ﬁ Eﬂ

Rl g e

17309 PIONEER BLVD.
ARTESIA, CA 90701
PHIIJ}EPHIA.
Lel o)

O
STAINMASTER
G =)

ARTESIA BLVD

(562)924-8886/924-7077

Fax: (562)924-6345

e ) BRE [ s /
s ROSTARE x (B A E
st TG A o 8 18 I B
SIS IREEMNBE - BIH
5_%Lmo @%EE%@

7UN

MH TF L o




~J-%iﬁﬁﬁﬁﬁﬁwwmﬁéﬁﬁﬂ
'Jiﬁﬁﬂ 31552":%52 3@%& .

|
|
|
|
|
|
|
|
I
|
Pl Sen B BREMBZE? |
S0 LMY o A AR e Bde T
L 3% B o 1
iRt B IS A0 IS Jo T HE
ﬁﬁ#i%m%’%ﬁﬁﬁéﬁﬁﬁﬁ° :
o (RRBRE SR T i
R o :
145 B 04 T b S e — B R

BEE 0 R ALT S0 R SRR AR - i
2 KRR R 5
o FR b R0 T A0 T o :

o BT TS eI o X4 Rk
v B AR R E IR W S RIE AR
zﬁ%’kﬁ&%“¢m%ﬂ S M |
W AE AT R R ERBRER LA |
o fE « K o TRl R THES AL
CETE L i
JRRUETHE :
'&u&LW%*%%E%?¢ |
T EABEALE U}#aéfm@i,ﬁﬁy :
-@@aﬁ&fh$%ﬁﬁ%%m% i
%’ﬁﬁu%'ﬁ%ﬁﬁ&%+A |
MR 04 R S R H B
|

15 [l SRR

AT 4 2520

This article will deseribe how an involuntary
termination can best be communicated to an employee so
as to minimize non-legal costs to employers, as well as
risk of wrongful termination claims

Q:How should I communicate a termination decision to an

employee?

A:There are several components fo this answer listed below
1. Put the Employee at Ease.

+ The place of the meeting should be private and, if
possible, neutral. The dignity of the individual should
be preserved.

+ Make the employee physically comfortable, such as
sitting down instead of standing.

« Conduct the termination at the beginning of a workday
or workweek, instead of at the end.

2. Communicate the Separation Decision

+ State your decision clearly and succinctly.

+ Provide an honest statement of the reasoning behind
the decision. If the'real "reasons are not offered in
defense of a wrongful termination lawsuit, their
discovery in litigation or inadvertent use in responding
to reference inquiries may expose the employer to
claims of bad faith or other tort liability. However, do
not be overly specific, as this may invite challenge
and argument.

« Show compassion in what is said and how it is said.

3. Describe the Terms.

+ A performance-related termination may involve
nothing more than saying, "Here is a check for the
pay you are due, including accrued vacation."

« A proposed severance agreement may be given to the

employee. You can say, "We've put together what we
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think is a generous separation package, because we
value your years of service and we want to help you
make the transition to what you do next!"

* Offer personal support."I will do everything I can to
be of help to you."

4. Prepare for the Employee's Reaction,

+ Do not bear personal blame for and don't feel guilty
about your termination decision.

+ Acknowledge the reality of the employee's feelings.

One response might be: "I can appreciate how you must fee.
This is not something I prefer. However, we are past the
point of looking at alternatives, The decision is final. It is not
personal. It is based on the needs of the company. I am
confident that with the right help you will do fine. I want you
to know I will help any way I can."

+ Stay cool and refrain responding in kind.

« If necessary, restate your decision and its finality
without wavering.

» If the employee's emotions are overwhelming them,
it may be necessary to take a short break. Say, "Why
don't I give you a few minutes alone before we talk
about what else we need to do."

5. Discuss the Employee's Departure.

This is not only important to the company's continuing
operations, but it will help in orienting the employee's
outlook to his or her future. The three primary issues to be
dealt with include the following.

* Heading over work responsibilities. Depending on

the nature of the employee's job, the employee's
cooperation in this task may be essential.

Removing personal effects. The employee should be
afforded a reasonable opportunity to remove personal
effects from his or her desk or locker other than during
regular work hours. An employee having to carry out
personal effects past co-workers guard escorted by a
security while has triggered more than one claim for
damages.

.

Returning company property. The manager should be
armed beforehand with a detailed listing of everything
that needs to be returned from keys to notebooks of

proprietary information. In many instances, if will be
desirable for the employee to acknowledge receipt of
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personal effects in writing. If so, the employer should
be prepared to give a reciprocal receipt for company
property.

Q: Under what circumstances can an employee who quits or
is terminated collect unemployment insurance benefits?
A: An employee who voluntarily quits a job is not eligible
for unemployment insurance benefits, unless there was
"good cause" for quitting. Good cause will be found when
the reasons for quitting are compelling and were not known
when the job was accepted or which have
substantially worsened since then. The reasons must be so
compelling as to cause a reasonable prudent person to quit,
and the employee must have first exhausted all reasonable
alternatives.

The following circumstances constitute "good cause" for
quitting:
1. An illness or disability of the employee (including
pregnancy related disability) or the death, illness or
disability of a member of the employees immediate family
so long as the employee promptly notified the employer of
the reasons for the absence, exhausted all reasonable
alternatives, and requested employment when again able to
work.
2. To accompany a spouse to a place from which it is
impractical in commute.
3. A good faith belief that the conditions of employment
constitute a health or safety hazard.
4. A substantial change in working conditions, such as
different hours or shifts or substantial reduction in wages or

other compensation.
5. Discrimination or sexual harassment.

The following circumstances do not constitute "good
cause" for quitting.

1. The work is not satisfying or enjoyable.

2. Transportation difficulties, absent aggravating factors.
3. To attend school.

4. Personal reasons that are not compelling.

An employee who is terminated is eligible for benefits,
unless the employee was terminated for "misconduct". In
this regard, "misconduct" means a willful or wanton
disregard of duties to the employer, and the employer bears
the burden of proof.
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The "misconduct " includes:

1. Dishonesty (such as theft, falsifying records, etc.).

2. Reported unjustified attendance problems.

3. Refusal to work.

4. Drug or alcohol intoxication on the job.

5. Failure to follow important work rules of the employer.
The following conduct does not constitute misconduct.

1. Inefficiency or inability.

2. Isolated or ordinary negligence.

3. Occasional errors.

Q: What can I do if I disagree with a decision of the
Employment Development Department (LDD) regarding an
award of unemployment insurance benefits?

Az If an employee is found eligible for unemployment
insurance benefits by the EDD, the employer may file an
appeal with an Administrative Law Judge (ALJ). The appeal
to the ALJ must be filed within 20 days of the mailing or
personal service of the Notice of Determination. The appeal
may be filed either by letter or on forms furnished by the
EDD. The ALJ's office will advise you of the time and place
of the hearing.

The procedure at the ALJ level is informal and is usually
tape-recorded. Although hearsay evidence may be accepted.
to present a persuasive case it is important to have present
first line supervisors or other persons with direct knowledge
of the event. Any relevant documentation should also be
introduced at the hearing.

The ALI will conduct the hearing and issue a written
decision, allowing or denying benefits. Appeal from the
decisions of the ALJ to the Appeals board may be taken in
the same manner and within 20 days from issuance of the
decision. The employer should always request a copy of the
tape-recording of the first-level appeal hearing immediately
after the hearing, as it may be very helpful in preparing any
further appeals.

The Appeals Board must render is decision within 60 days
unless it requires further evidence, in which case a hearing
must be commenced within 60 days after conclusion of the
hearing. Following the decision of the Appeals board, further

appeal to the superior court may be taken within six months,
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Meetings and Training Sessions Are
lly Considered Hours Worked

KT 21

A question for many employers is whether staff meetings
have to be paid for even if the meetings are conducted during
lunch

Time spent by employees attending training programs,
lectures and meetings is not counted as hours worked il all of
the following criteria are met:

+ attendance is outside regular working hours:

« attendance is in fact voluntary:

« the course, lecture or meeting is not directly related to the
employee’s job, and

+ the employee does not perform any productive work

during such attendance.

Employer's Requirement

Attendance is not voluntary if the employee is led to
believe that present working conditions or the continuation
of employment could be adversely affected by non-attendance.
Using this criteria, almost all staff meetings are hours
worked and must be paid.

For example, if an employed nurse's aide has a choice
about whether to take training, it is not work time. If the
facility requires aides to take the training for a certificate, the
training is primarily for the benefit of the employer and thus
it is considered work time. If the aide” s job will be affected
by whether he/she takes the training, the training time is

considered work time.

Emplovee's Choice

However, under some condition it is not necessary to pay

employees for stafl meetings or training.



E %’ E‘! ig j%

R o S F T A ALEA
EERGRFHIIHTE - oo —F
T ) AP F R B AR R £ o B B

WA > B A FRAREZAW

o BRAS v E Y| 3B H A LTI
o AREAL G BER] 0 B E A RAT IR -
o R AR AP F A A M) TAF -

o Wb RAMA A A ATE 8 -

o WWIAMINBHAMARL BB T AZE

AR TR 3 4% 5 5 481145 -

o ¥R A S BRI DNFAZ R B Bk
M o
Eodk Kol T4 0 3 nf R ey T B AR

BT e AR A2 R AR AR T F
BT WRBTERALE T A
HOEEC MEXMTE -

For example, if a clerical employee from a computer
company came in after regular hours for computer operator
training, wages may not be due if the employee has an
agreement for volument paid training and the following
conditions are met:

* he/she does no protecting work.

* he/she does not replace regular employees.

the training is generally useful for a job as a computer
operator for other employers, and
+ there is no preference treatment of employees who choose
to take the training over those who do not.
Pay for training time may be at a lower rate than for other
work, but not less than the minimum wage. Overtime is
payable if hours worked exceed those permitted under the

Industrial Welfare Commission orders.
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California Law Says Commissions Are Wages Due
_and Payable to Employee at Termination
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A question for many employers is how to handle
commission payments for an employee who quits or is
terminated.

Labor Code Section 200 provides that commissions are
wages. The code further provides that earned commission
wages must be paid at the appropriate time.

Labor Code Section 203 provides for waiting time penalties
if carned commission wages are not paid timely.

In the case of an employee who is terminated by the

employer, the earned commission wage must be paid on
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termination. If not, the employer risks paying a waiting time

penalty to the employee of up to 30 days.

Quitting

An employee who voluntarily quits after giving notice of
72 hours or more is due all earned commission wages on
his/her last day ol work. If the commission is not paid
correctly, 30 days waiting penalties are at stake.

At times an employee will quit without giving notice. In
this case, the employee is due all earned commission wages
72 hours after quitting. The employee must return to the
employer’ s place of business and request those earned
commission wages be mailed to him/her. In that case, the
employer is deemed to have satisfied the requirements of the
Labor Code by mailing the wages to the employee within 72
hours of the voluntary separation.

The key to when payment is due is when the
commission is earned. Employers and employees enter into
different compensation agreements when it comes to
commissions. Commission plans vary depending on the type
of business and the goods sold. It is possible to have a
commission plan that does not pay the commission until the

employer receives the money.

Common Questions

Following are other commonly asked questions:

* What happens when the employee is discharged or quits
and the customer pays the employer after the separation
occurs? The employee still is entitled to
the commission wage.

* When is the commission wage due?
The Labor Commissioner takes the
position that the commission wage is due
and payable during the pay period in
which the employer receives the money
from the customer.

* What if the commission wage is not
paid during that pay period but at some
later time? The Labor Commissioner will
impose waiting time penalties up to 30
days.

e The prudent course of action is to make sure the
employee is paid when due and avoid Labor Code Section
203 waiting time penalties.
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It's easy to avoid termination litigation-just hire the right
person for the job. Since that doesn't always happen, here are
steps you can take to avoid litigation for wrongful
termination, discrimination or harassment:

* Use written job descriptions.

A written job description helps make your job easier,
whether you are writing an advertisement for an open
position, interviewing candidates, discussing duties and
responsibilities with a new hire, or providing feedback to an
employee during a performance review. Keep job
descriptions up-to-date by conducting annual reviews of all
job descriptions. Employees who know what is expected and
how they are to be evaluated cannot later claim ignorance of
job duties or expectations.

e Establish personnel policies.

Whether you have five or 500 employees, you should have
written policies and procedures. Employees need to know
everything from when they will receive their paychecks, to
how they should report harassment and/or discrimination.
Review your policies annually. You may have reached a
milestone in the number of employees that now requires
compliance with new laws.

Wrilten policies give supervisors and managers the means
to deal with employee discipline issues fairly and equitably.
Employees will have an alternative source within your
organization for reporting harassment and/or discrimination,
rather than state and federal agencies.

If you don't have an employee handbook, don't
procrastinate. When you have to consult with your legal
counsel about an employment issue, and you are asked about
vour emplovee handbook, don’ t be the one who has to
respond that you don’ t have a handbook yet because you've

been too busy to finish it.
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* Hire the best employees.

Don't make hiring decisions on you "gut instincts." Use
trained interviewers to find the best qualified candidate for
each job. If you don’ t have a human resources staff,
designate someone in your company to take on the
responsibility and see to it that the person receives the proper
training to do the job. Allow your designated staff to do their
job-don’ t be in such a rush to bring in a new person that
you neglect important pre-employment application, reference
checks and any pre-employment/drug test results.

» Allow your employees to succeed.

Make sure your employees have the training and/or
equipment that they need to be successful. If they are not
meeting your expectations, counsel them and tell them what
improvement is needed, how they can improve, and the time
frame within which you expect the improvement. If they still
aren't performing up to your expectations, maybe you didn't
hire the right person for the job and termination is the only
choice.

¢ Follow you own rules.

Once you've established your policies and procedures,
follow them. All too often termination litigation is based on
the employer's failure to follow its own policies, If you don't
like the policies, change them.

* Treat employees fairly and equitably.

Don't allow supervisors and managers to play favorites in
any aspect of the employment relationship. Before taking
any action, consider whether you've ever treated another
employee differently. If the answer if"yes," you should have
a good reason for not following that precedent.

e Train your supervisors and managers.

Good supervisors and managers are not born, they too
must be taught. Provide training to new managers and
refresher courses as needed. Make sure your supervisors
understand your policies and procedures and basic laws that

govern employment and termination.
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* Seek help when needed.

You won't always make the right choice when you hire an
employee. If you cannot resolve the problem, consider
termination. When you look at termination as the resolution,
make sure you've hired and trained the person well,
documented performance issues, and followed your own
personnel policies. Consult with your legal counsel before
taking the final step if you are unsure.

* Watch what you say.

Once you've terminated an employee, don't defame the
individual or reveal information that infringes on the
ex-employee's privacy rights, or hampers the individual's
ability to seek other employment. A defamatory statement is
one that is untrue. While truth is a defense to defamation, it
can cost you a lot of time and money to prove you're right.

Nor should you reveal too much to potential employers.
Remember the Robinson case? The ex-employee sued Shell
Oil for discrimination and claimed Shell Oil gave a bad job
reference in retaliation for the lawsuit.

You may be furious that an employee is leaving your
company and going to work for a competitor, but slandering
the employee to customers
/clients is another form of
defamation. Don't do it. And
don't allow other employees to
make statements that could be
defamatory.

Employment law is
complex and there is not one
simple rule that will keep you
out of court. Know what the
rules are, train you supervisors,
managers and human resources stalf and seek advice from

your legal counsel.
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A recent target of television investigative reporters has
been the safety and cleanliness of cribs provided by hotels,
In this article, we are highlighting some of the regulations

and recommended guidelines for crib safety and sanitation.

Crib Safety

In the United States alone in 1991, 44 deaths and 13,200
injuries were attributed to unsafe baby cribs. Most cribs
manufactured since 1990 meet the current safety standards,
according to The Danny Foundation, a non-profit
corporation that advocates crib safety. Purchase and use only
those cribs that meet recognized safety guidelines for cribs.
Hotels outside of the USA should abide by your country's
regulations while, at minimum, following the
recommendations listed below.

From the US Consumer Product Safety Commission

Interior Dimensions
Width:

The interior width of a full-sized crib should be 71
centimeters, + or - 1.6 centimeter (28 inches, + or -5/8 inch).

This measurement should be taken between the innermost
surfaces of the crib slats, rods or spindles at the level of the
mattress support spring.

If the crib has a contoured spindle, take the measurement
from the widest diameter of the spindle within a 10-
centimeter (4-inch) range above the mattress support spring.

The tape measure should be placed no more than 5
centimeters (2 inches) from the corner posts.

The measuring tape should reach directly across to the
corresponding point on the opposite side of the crib.

The measurements should be taken in each of the

adjustable mattress-level positions.
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Length:

The interior length of the full-sized crib should be 133
centimeters, + or -1.6 centimeter (52 8/3 inches, + or -5/8
inch).

The measurements should be taken in the same manner as

those for the width.

Rail Height:

The height of the rail and end panels at
the Lowest position should be at least
22.8 centimeters (9 inches).

This measurement should be taken
from the top of the rail or panel in its
lowest position to the top of the mattress
support in its highest position.

The height of the rail and end panels at
the highest position should be at least 66
centimeters (26 inches).

The measurement should be taken
from the top of the rail or panel at its
highest position to the top of the matiress
support in its lowest position.

This measurement should be taken from the top of the rail
or panel at its highest position to the top of the mattress

support in its lowest position.

Spacing of Crib Components:

The distance between components (such as slats,
spindles, crib rods and corner posts) shall not be greater than
6 centimeters (2 3/8 inches) at any point.

Measurement of distance between contoured or irregular
slats or spindles shall be done using a rectangular block
which measures 6 centimeters wide by 10 centimeters by
by x4” x4" ). The

block should not pass through the space.

high by 10 centimeters long (2 5/8"

Construction and finishing:

All wood surfaces shall be smooth and free from
splinters, and from splits, cracks or other defects which
might lead to structural failure or injury to the crib occupant.

Your maintenance engineer should examine your cribs

weekly to ensure they meet these basic standards.
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Additional Recommendations from The Danny
Foundation:

During each assembly and weekly thereafter, inspect the
crib for damage to hardware, loose joints, missing parts or
sharp edges. Do not use the crib if any parts are missing or
broken. Do not substitute with parts that are ot provided by
the manufacturer.

The maitress must fit snugly so that two adult fingers
can not fit between the mattress and the crib side.

The mattress support should be able to withhold a 25
pound upward force from underneath the crib. Failure of
even one hanger can cause the mattress to sag in the corner
and pose an entrapment hazard.

If the crib has corner posts, they should be the same
height as the end panels and not extend above the end panels.
Children's clothing can catch on the corner post extensions,
resulting in strangulation.

Do not use plastic bags or matterial for mattress covers.
This can cling to the child's face and cause suffocation.

Cribs should never be placed next to lamps, dangling
cords, ribbons, windows, heaters or climbable furniture.

Children 32-35 inches tall are probably tall enough to
climb out of the crib and should therefore sleep in a bed.

Pillows should not be provided in cribs.

Crib Sanitation:

Our guest's expect a clean bed when they choose our
hotels...we can provide no less for our littlest guests!

After each use, the crib should be thoroughly cleaned
using a non-toxic antiseptic cleanser. Wipe crib rails, slats
and the mattress to ensure cleanliness. Wipe down with
water to remove cleanser residue,

Sheets and blankets should be laundered in the same
manner as the full-sized bed linens.

Cribs should be delivered assembled with clean linens
and NO pillow.

If you have any questions or concerns, please do not

hesitate to contact us at 770-604-2626.
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Below is a checklist to help employers determine whether
their company must comply with various state and federal
laws. Also. depending on the number of employees,
employers may be required to comply with additional laws.
All Employers

Most employers, regardless of size, must comply with
state and federal faws concerning:

# Wages and hours: payment of overtime, reporting to
work pay, paydays, workweek, workday. compensatory
time off, regular rates of pay, payroll deductions.

holiday pay. sick pay, uniforms and tools, overtime
exemptions, commission pay, alternative worksheets,
rest periods, meals, payment of final wages and acerued
vacation, garnishment of wages or child/spousal support
orders, wage discrimination based on sex, an employee's
disclosure of his/her wages, or discrimination for filing

a wage and hour claim.,

“ Record keeping: hours worked, payroll records, tax
records, applications, resumes, etc. must be kept
anywhere from one to 30 years, depending on the Lype
of record.

“ Worker's compensation and prohibition against
retaliation for filing a worker's compensation claim,
duty to report work-related injuries and provide forms
and medical treatment to injured workers.

* Jury duty and or serving as a witness.

%

Military service.

*

Employee access to personnel files.

* Volunteer firefighters and time off to fight fires.

* Time off for appearance at a school involving the
employee's child and certain disciplinary matters.
* Disclosure of medical information, including
HIV/AIDS.

"Whistle blowing" protection-employees who report

violations of state and/or federal laws such as
environmental issues, Cal/OSHA or water pollution,
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* Child labor laws,
* The use of fingerprints and/or photos of applicants
/employees.

* Female employees must be allowed to wear pants in

the workplace.

* Former employees cannot be prevented from obtaining

a job by a previous employer engaging in misrepresentation.

* Implementation of an Injury and Illness

Prevention Program (I1PP).

* Employees may have to be allowed

time off to vote in statewide elections.

* Sexual harassment prevention and

policy for reporting sexual harassment,

* Written documentation of termination

for terminated employees for purposes
of unemployment insurance.

* Unemployment insurance.

* State disability insurance.

* Immigration and Reform and Control
Act (IRCA) (Employers with four or more employees
also are subject to the anti-discrimination provisions of
IRCA).

* Smoking in the workplace.
* Privacy in the workplace.
* Cal/OSHA.

* Independent contractors.

Five or More Employees

Employers with five or more employees are subject to

additional laws such as:

# Pregnancy disability leave.

* Discrimination, including race, ancestry, sex, color,
religious creed, national origin, marital status, age,
sexual orientation, disability (mental and physical),
medical condition.

* Denial of any leave laws to which the employee is
entitled. 15 or More Employees

When the employer has 15 or more employees, the laws

that he/she must comply with include:

* Federal discrimination laws (referred to as Title VII).

* Pregnancy Discrimination Act (federal law).

* Americans with Disabilities Act.

* California's Fair Employment and Housing Act mental

disability provisions.
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20 or More Employees

Employers with 20 or more employees become subject to:
# Age Discrimination in Employment Act.
* Consolidated Omnibus Budget Reconciliation Act of
1985 (COBRA).
* Health Insurance Premium Payment (HIPP) Program.
25 or More Employees

Twenty-five or more employees subjects California
employers to:
* Voluntary drug/alcohol rehabilitation program participation.
# Family School Partnership Act (school activity leave).
* Accommodate persons who are illiterate and who
request assistance.

50 or More Employees

Employers with 50 or more employees must comply with:

# Family and Medical Leave Acts (state and federal) if a
private employer.

* Affirmative action (state and federal contracts).

100 or More Employees

Once an employer has 100 or more employees, the
WARN Act (Workers Adjustment and Retraining
Notification Act) will apply, in instances where there is a
plant closing or layoff,

Government Contractors

Employers with 100 or more employees and federal
government contractors with 50 or more employees and
$50,000 or more in government contracts must file a federal
EEO-1 report each year.

An employer with a state contract in excess of $25,000
must file a California Employment Identification Report.

Employers with federal contracts of $10,000 or more
must file an annual form to report the number of veterans

employed (Vets-100 Form), as well as other information.

# Please note that although California recently passed
legislation concerning the use of affirmative action plans,
legal action has been taken to stop the law from being used.

Consult with you legal counsel if you have state contracts.
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Your swimming pool is one of your most popular
amenities, but can also be one of the most costly if an
accident occurs. Hotels are held to a high standard when it
comes to providing guest safety. If there is an accident or
serious injury involving a guest, the financial consequences
facing the hotel typically depend on what steps the hotel took
to protect the guest from harm. The information provided
below can help reduce your exposure to accidents in and
around the swimming pool.

Perhaps one of the most important things for guest safety
is proper signage. Signs should be prominently posted
around the hotel swimming pool to alert guests of the pool
regulations. The signage should be easily seen from
anywhere in the pool area. Unless prohibited by law, post
signs around the pool stating:

* NO DIVING.
* Pool for use by registered guests only.
¢ Children must be accompanied by an adult.
* Swim at your own risk.
* No running or horseplay.
* No glass or pop-tops allowed in pool area.
a.m. to

* Pool hours are p.m. Do not enter pool

area at any other time.

The lettering on the pool sign should be large and easy to
read.

Measured water depth markings should be painted on the
top of the pool coping and on the inside of the pool above
the water line. Paint the depth markings in contrasting
colors, preferably black on yellow. Numbers and letters
should be six inches high and one inch wide printed on a
back-ground that is eight by eight inches. Depth markings
should be followed by the abbreviation “FT” and should
be placed in the pool as follows:

# both sides of the shallow length of the pool
* both sides of the divider rope

* both sides of the deep length of the pool
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* both ends of the pool

Large pools should have additional depth markings
showing depth changes between the markings listed above,
Irregularly shaped pools should have depth markings at
regular intervals so guests are adequately informed of water
depths.

The words  "NO DIVING”  should be painted on the
pool coping near the depth markings using the same or
similar color combinations for contrast as used for depth
markings. An international "NO DIVING" symbol should be
permanently displayed on the pool coping as well as on
signage around the pool area.

Check state and local laws to determine the requirements
for pools, whirlpools and saunas in your area. If a lifeguard
is required, be sure that one is on duty whenever your pool is
open. The poolside signs should state, "Absolutely no
swimming unless lifeguard is present." If you are not
required to have a lifeguard and one is not on duty at the
pool, the signs should state "No lifeguard on duty."

Pools and whirlpools utilizing gas heaters should be
checked to ensure there is adequate ventilation in the
enclosure where the heater is located,

Electrical equipment in the pool and other wet areas, in
particular, underwater pool lights, vending machines, and
game machines, should be protected by a ground fault circuit
interrupter (GFC),

Swimming pool areas should be equipped with at least the
following life saving equipment:
* Two life preservers with rope having a minimum length
of 1-1/2 times the width of the pool
* A shepherd's hook
* Floater line separating deep and shallow ends of the pool
* Telephone for emergency use (should ring directly to the
GSR)
Whirlpool Signage
* Please shower before entering.
* Enter by steps only - no Jumping or diving.
* Children under 12 must be accompanied by an adull.
* No pets.
* Guests with the following conditions should not use
whirlpool without doctor's permission:
* Heat disease
* High or low blood pressure
* Diabetes
* Under influence of medication or drugs
* Pregnant
* Do not exceed 15 continuous minutes in the whirlpool.
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Summer is here and with it comes the threat of an insidious
condition known as heat stress. The malady affects, for the
most part, those workers who are employed in outside jobs
such as construction and agriculture; but it can strike anyone
who does not know or ignores the signs and symptoms of
this serious illness.

While there are no specific Cal/OSHA standards relating
to heat stress, it has long been recognized as an illness that
can become life threatening. Labor Code Section 6400 states.
“Every employer shall furnish employment and a place of
employment which are safe and healthful for the employees
therein. This is as close to the federal OSHA General Duty
Clause that California has.

Federal OSHA can, and will, use the General Duty Clause
to cite employers for employee illness related to heat stress.
Cal/OSHA could use Labor Code Section 6400 in a like
manner.

Minimizing Heat Stress

The following methods may be used to minimize the
effects of heat stress:

» engineering controls (air conditioning and adequate
ventilation);

e administrative controls such as work rotation, starting
work early in the morning or in the evening;

o providing plenty of fluids to drink, especially water;

» personal protective equipment in the form of cooling
vests and light colored or reflective clothing.
Warning Signs

There are four conditions that must be recognized by
employees potentially exposed to heat stress. They are:

» Heat rash or prickly heat.

This occurs when the body is exposed to hot and humid

conditions. A rash develops that can substantially reduce the

ability to sweat, thereby reducing the employee's tolerance to heat.
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Treatment: Wash the affected area with soap and water
and dry thoroughly. Apply calamine lotion or powder to
relieve discomfort.

* Heat cramps. Heat cramps usually affect the stomach
muscles but can involve muscles of the arms and legs. The
cramps are very painful and occur intermittently after
prolonged exposure to hot conditions. Treatment: Remove
from hot conditions, rest and drink plenty of water.

* Heat exhaustion. Heat exhaustion usually occurs after
strenuous physical exertion in hot conditions, The symptoms
include profuse sweating, a feeling of weakness, pale
complexion, rapid pulse, dizziness, nausea, headache
vomiting and/or unconsciousness. The skin is cool to the
touch. Treatment: Remove from hot conditions, rest in shade
or cool area and drink plenty of water.

* Heat stroke. Heat stroke is a serious condition that
requires medical attention. Sweating is sometimes absent,
making the skin hot and dry. The body temperature is very
high, exceeding 105 degrees Fahrenheit. If not controlled,
these conditions may lead to convulsions, coma, brain
damage and eventually death.

Treatment: Remove from hot conditions immediately, wet
the body with copious amounts of cool water and get
professional medical aid immediately.

In previous times, salt tablets were prescribed for workers
in hot environments to replace the salt removed by seating.
This is no longer recommended by physicians because the
tablets may cause stomach aches - and people need fluid to
digest, which takes fluid from the blood volume, which is
needed to cool the body.

Adjustin

A much more acceptable approach to controlling heat
stress is to allow new employees or those who have been
away from the hot conditions for a few days time to
acclimate to the hot conditions. Most workers can achieve
acclimation by working for at least two hours per day in the
heat for a week or so. Working more than two hours per day
will not speed up acclimation nor will it hinder it,
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Provide Your Guests with Peace of Mind
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Listed below are a number of steps that can be taken by
security-conscious personnel to limit the opportunities for
guest property to be stolen.

Guests should be warned against leaving items of value
in their automobiles. When valet service is provided, there
should be a system set up to control the custody of the
guest's car keys.

Room numbers of guests should not be announced by the
front desk personnel.

Guest room keys should not be left exposed in
housekeeping carts, or on the front desk. Before giving a
guest a second room key, the front desk personnel should
make certain the person requesting the key is, in fact, the
guest registered to that room.

Telephone operators and front desk personnel should not
give out room numbers or names of registered guests over
the phone. If the inquiring party asks for a particular room
number, the operator should ask for the last name of the
guest.

Guests should be encouraged to use the one-way viewer
in their door before opening it and to use the supplemental
locking devices on the doors.

Guests should be encouraged to use the safe deposit
boxes available at the hotel to store valuables.

A record or log should be kept when master and/or
special keys are issued to employees for specific purposes.
The key should be recovered when it is no longer needed by
the employee. Recovery of this key should also be recorded.

Suspicious persons and strangers seen in the guest
corridors by employees should be reported to the MOD
and/or the security officer immediately.

Areas in the hotel where frequent problems have occurred
should be inspected regularly by security and consideration

should be given to changing the door locks, if applicable.
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Housekeeping personnel should check all locks in guest
rooms as part of their room cleaning procedures and they
should leave the room locked when the room assignment is
complete.

In the event that a guest is the victim of a theft, the guest
should be contacted personally by security personnel or the
manager on duty. With the assistance of the guest, a search
should be made in the room for any mission property.
Visitors to the room, including hotel employees, should be
interviewed concerning the incident. If the item(s) is not
found, a Loss and Incident Report should be completed. The
guest should furnish his/her full name and address, a
description of the missing item(s), when the item(s) was last
seen, and when the loss was discovered. The value of the
missing item(s) should also be provided by the guest. If the
guest would like to have the police involved in the
investigation, the call to the local authorities should be made
by the general manager of manager on duty with the guest
present. All locks should be checked to see that they were
engaged and working properly. A lock interrogation should
be conducted on any doors involved (if applicable).

If the guest has any suspects in mind. this information
should be referred to the local law enforcement authorities
for follow up. It should also be determined whether the guest
had any visitors in his/her room during the period in
question. Solicit the full cooperation of the guest to prevent
them from withholding information which may be vital to
the investigation. After obtaining all the necessary facts from
the guest/victim, the area where the alleged theft took place
should be inspected for signs of a possible forced entry (if
applicable).

If a highly valuable item was stolen, or if the guest
requests it, a full description of the item should be given to
the police department. If the stolen merchandise has a serial
number, this should be recorded so it can be identified at a
future date. When witnesses are available, they should be
identified by name and address and thoroughly interviewed
concerning their knowledge of the theft. If the guest wishes
to pursue the situation, he should be placed in contact with

the appropriate claims adjustment representative.
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Making your hotel accessible to all guests is not only good
business sense, its also the law. The American with Disabilities
Act (ADA) has impacted the lodging industry immensely since
going into effect on January 26, 1992,

The following information was taken from the Loss
Prevention manual as well as the ADA compliance guide
provided by the AH&MA titled

Guests” .

“Accommodating All

Special consideration should be given to guests with

disabilities who check into the hotel. A “flag” or marker
should be placed on the guest’ s name card in the switchboard
rack that will designate this person as disabled. A code should
be used to designate what type of disability the person has. If it
ever becomes necessary to evacuate the hotel, the person
working at the front desk should quickly scan the switchboard
rack to determine if any guests are disabled and traveling alone.
In the event that the unaccompanied disabled guests are in the
hotel, employees should assist them in evacuating the facility.
An emergency key ( “E” key) should be taken to the room so
the employee can quickly enter the room to help the guest who
may have visual or hearing impairments or otherwise need
assistance. Before entering the room, the employee should
knock and call to the guest. In offering assistance, the employee
should consider the nature of the guest's disability. For example,
an arm can be offered to visually impaired guests to lead them,
or a note can be given to a hearing impaired guest to explain the
need for evacuation. Furthermore, care should be taken not to
alarm the guest unnecessarily. If the guest is hearing impaired,
but accompanied by someone who can hear, the operator should
call the room by telephone to inform both guests that someone
has been sent to assist them.

A checklist is provided below that can assist you in
evaluating the hotel's ADA compliance in guest rooms. This list
is not all inclusive but will assist you in determining if more is
needed to comply with ADA at your hotel. Consult with your
attorney or other ADA professional to determine if these or
other ADA requirements apply to your hotel.
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Entrances and Doors

w

Is the main entry to the hotel level or ramped at 1:12 or less?

Does a single leaf of at least one door provide 32” of clear width?

Is there 18” of clear space beside the door on the pull side?

If there is a vestibule, is there adequate space (48”) in the vestibule for a wheelchair to
rest free of the door swings?

Do stairs have handrails at both sides?

Do non-accessible entrances have signs giving directions to the accessible entrance?
Are the door handles easy to operate without tight grasping or twisting?

Is the threshold 1/2” or less in height or beveled?

If there is a revolving door, is there also an adjacent swinging door meeting the
requirements above?

Is the maximum pull force on the door 5 Ibs. Or less?

Is there an automatic door?

OO0 O0DD0D] ODPDR
OO0 O000D| ODDD|Z

Signage for ADA Guest Rooms
Yes [No

] [l Is the corridor signage for all guestrooms of high contrast?
| [l Are the letters raised and readable by touch?
J
W]

| Are braille equivalents to the raised letters provided?
] Is signage located in the corridor at 5 above the floor on the wall near the latch?

Entry Door to Wheelchair Accessible Guestrooms

w

Does the door to the guestroom provide a minimum of 32” clear opening width?

Does the door to the guestroom provide 18” clearance on the pull side?

Does the door to the guestroom provide 127 clearance on the push side at the strike
jamb?

Is the threshold of the door a maximum of 1/2” in height or is it beveled?

Is the security lock easily operable with a closed fist and located within the range of]
reach?

Is there a view port mounted between 36” and 45”7

O 00 OPR|E
O Ood| oppiz

Bathroom in Wheelchair Accessible Guestrooms
s

Does the door to the bathroom provide a minimum of 32” clear opening width?
Does the door to the bathroom provide 18” clearance on the pull side?

Does the door to the bathroom have lever hardware?

Is the threshold of the door less than 1/2” in height?

Does the lavatory provide 29” of clearance below the front apron?

Is the faucet operable with a closed fist?

If the water temperature exceeds 115°F, are the hot water supply and waste water pipes
insulated?

Does the bathroom provide adequate clear turning space (5” diameter or “I” turn)?
Are grab bars located alongside and behind the toilet?

Is the toilet seat 17” to 19” above the floor?

Is there adequate maneuvering space in front of and beside the toilet?

Are grab bars provided on the side wall of the tub?

Is a built-in transfer seat provided at the tub (or is a portable tub seat available)?

Is there a roll-in shower that is a minimum of 30”x 6077

Does the roll-in shower have a folding seat?

Is there a hand held shower on a hose with adjustable height bar?

Is the shower control operable with a closed fist?

Are the towels and other amenities all located within the accessible range of reach?

DODO0D o0 0000 Oopooop|E
OO0 00 000000 oppppppz

The above checklist was reproduced with permission from the American Hotel & Motel
Association, 1201 New York Ave., Suite 600, Washington, DC 20005-3931.
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Don't forget to Post Telephone Information
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ABC's 20/20 aired on June 5 a piece for their "Give Me A
break" segment dealing with hotel/motel in-room telephone
charges. Unfortunately, the segment focused on a property in
Los Angeles. While the story dealt with one specific practice
(charging a guest even when a call doesn’ t go through), it
serves as a reminder that both California and federal law
impose a number of specific telephone posting obligations
on innkeepers. Are you in compliance? If not, the penalties
can be severe. Here are the posting requirements:

California Law

California Public Utilities Code Sections 741.1 and 741.2
require innkeepers to post the following information" on or
near" their in-room phones:

 The name of the provider of operator-assisted services
and a toll-free number for the provider.

» The applicable charges for each available operator-
assisted service.

« That the Provider will respond to inquiries concerning the
terms and conditions of its services.

* The circumstances, if any, under which a charge will be
imposed for an uncompleted call.

« The charges applicable to all telephone services.

» Individual customer telephone service activation deposits
or fees, if any.

* The number of the Public Utilities Commission's
Consumer Affairs Division to which questions or complaints
may be directed.

If there is more than one telephone in the guest room, the
required information does not have to be posted by each
phone. Note: Federal law (discussed below) provides that the
notices which it requires must be posted by every telephone
in a guest room.

Federal Law

The Telephone Operator Consumer Service Improvement
Act of 1990 requires that innkeepers post the following
information "on or near " each in-room phone:

» The name, address, and toll-free telephone number of the
provider of operator services.

« A written disclosure that the rates for all operator-assisted
calls are available on request, and that consumers have a
right to obtain access to the interstate common carrier of
their choice (there are additional notice requirements in this
regard).

« The name and address of the enforcement division of the
Federal Communications Commission's Common Carrier
Bureau to which complaints can be addressed.
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To fulfill your responsibility of protecting the privacy of

your guests, consider the following:

1. Do not say the room number aloud when registering a
guest...write the number down. The room number should not
be listed on the key card.

2. When connecting a caller to a guest room:

¢ Do not connect the call unless the caller has asked for the

guest by name

* Don't connect a call when caller has simply asked to be

connected to a room number

* Do not tell the caller the room number

3. When registering a guest, ask the name of every person
staying in the room.

4. Try to limit the number of guest keys to two.

5. Develop a policy regarding which room to assign to
female guests traveling alone:

* Near an elevator

e Near high traffic areas

¢ Highest floor available

6. Upon request, have a guard escort female guests
traveling alone to their room.

7. Do not list the guest's name on breakfast door hangers.

8. Never give out guest information.

9. Notify the guest of the availability of safe deposit boxes
and in room safes.

10. Express checkout folios should be slid completely
under the room door so they cannot be retrieved by someone
outside the room.
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Installing electronic locks in your hotel has many

advantages, but if you don’ t follow proper key control
procedures, you could have problems. Here are several tips

to help you provide good key control.

Key Card Operation

There may be many electronic locks in the hotel which
allow access to areas other than guest rooms. These locks
should be coded by department. The general manager and
each department manager should determine the minimum
number of department keys for each lock and to whom they
will be available.

Key cards of various levels are physically and
automatically encoded at the front desk using a central
control key maker console. Key cards for each operational
level (each lock or group of locks) can be prepared only by
the appropriate department managers. Each key should be
assigned a different identification number for accountability
within that department. The department manager’ s secret
computer-access ID number limits access to key control
information and functions within that manager’ s authority.

Those key cards made but not issued should be secured in
a locked cabinet, controlled by the department manager.
Those key cards issued to designated employees on a
permanent basis should be recorded by identification
number. The employee should sign for the key with a copy
of the receipt being entered in the employee’ s personnel
jacket. Those key cards issued for a short period of to whom
and when the key card was issued, time by the supervisor
should be entered in the key log showing the identification
number, and when it is returned. Department managers
should be able to inventory and account for key cards at any

given time.
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Royal Electronic Lock & Supply, Inc.
1538 E. Lincoln Ave., Anaheim, CA 92805
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TEL: (714) 635-6888
TEL: (714) 491-1000

SAFLOK 2 [ 45 W2 ff s e
(Hilton, Hoilday Inn, Hampton Inn, Sherton,
Howard Johnson, Best Western,

Choice Hotel System, Travelodge,

Comfort Inn, Day's Inn......)
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Once an established number of department key cards are

made, no duplicates should be prepared without permission
of the general manager and the department manager.
Blank key cards for guest rooms should be stored in a secure,
locked cabinet. Access should only be given to the guest
service manager with restricted access designated by the
General Manager. Backup keys and blank key cards for all
other levels should be stored in the general manager’ s safe.
Access for making grand master or executive staff keys
should be limited to the General Manager and a responsible
department head.

The preparation and issuance of each card and all
error/voids should be automatically recorded through the use
of a printer. The printer’ s record including the levels and
number of keys made, and who made the keys, should be

reviewed daily to ensure key controls are maintained.

Security of Keys

Emergency Keys - The emergency “E” key card should
be kept by the General Manager or locked in the office safe.
A second “E" key should be kept at the front desk for use
in emergencies. It should be kept in a secure place such as a
safe deposit box or a glass-fronted key box mounted on the
wall. This key will only be issued when the key control log
is signed. It is only for use by designated management
personnel.

Department Keys - A hole about 3/8” wide should be
punched near the non-sensitive end of the housekeeping and
engineering key cards and a metal grommet or ring inserted
in the hole to prevent tearing. The key card is to be attached
to the employee’ s uniform by a thin lanyard or similar
device to prevent loss or theft. All employee key cards are to

be controlled by signing them out and in daily.

Duplicating Master Keys

The duplication of any key card for access to more than
one guest room door lock in the hotel, other than the suite
level, must have the permission of the General Manager.
If a room attendant, supervisor, engineering or any master
key card is lost, stolen or compromised, new key cards for
the affected locks should be remade and all locks in that
section should be reprogrammed to void the compromised

card.
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Q: Do you know how we can obtain a list of recommended
contents for our first aid kits?
A:  The American Red Cross recommends the following
items be kept in a first aid kit;
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Quantity

Description of Supply

Flashlight and extra batteries

1 Scissors

1 Pocket Mask

| Thermometer

2 Pens

1 Tweezers

20 pkg Moist Towellettes™

2 3" roller Gauze

2 2" Roller Gauze

3 Eye Pads
20 Cotton tip applicators (or | package)
30 Non-sterile 4 x 4" s
30 Sterile 4 x 4* s

10 Sterile 4 x 4 sponges

5 Sterile 3x 3" s

10 Sterile2x 2" s

4 Triangular Bandages

30 Alcohol wipes*

1 pkg Safety pins
20 pkg Hydrogen peroxide wipes or 1 bottle*

30 Bandaids
20 Extra large bandaids

5] Knuckle bandages

5 Fingertip bandages

5 Butterfly bandages

1 Kleenex (small package)

8 Sugar packets

1 Biohazard bag

2 Adhesive tape
25 Sunscreen (single use packet) or 2 bottles*
5 Insect sting relief*

2 Antibiotic ointment*®

Trash bags

50 Rubber gloves (pair)

1 Quart bottle bleach solution (accompanies kit

not to be stored inside kit)*
15 Zip lock bags (for ice packs)

* Expiration dates should be periodically checked on these

items.

Your first aid kits should be periodically checked and

re-filled when needed.
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2121 W. MISSION RD. #303
ALHAMBRA, CA 91803
TEL. 818-284-41009

FAX. 8182844931

AR R UL S

S.WS.
DESIGN GROUP INC.

A g FHM  JASONW. J. SUN, AIA

PERLE NS 4 ] RBARSFRESE
F Bl AR & R B FHEN - BRI AP EEGA S
FUE TSRS B

N E3 P
& EFEHL
--E.R.S. ALARM SYSTEM, EL MONTE
¥ ELAR A 8]
--SANRIO SURPRISES, LAKEWOOD
--SANRIO SURPRISES, MONTEBELLO

& ERER

--3,000 OR - LONGMONT, N. SAN GABRIEL
--3,000 OR - DOHENY DR, BEVERLY HILLS
--5,000 OR - CAMINO REAL, ARCADIA
--4,000 OR - ORANGE GROVE, ARCADIA

\ g oA

21 34 - OAK ST.L.OS ANGELES
-6 H.{i- WHISTLER AVE, EL MONTE
4 B {i-ST.FRANCIS, SAN G ABRIEL

® F %

--1,200 OR - COMMPAGE SHOWROOM, CITY OF INDUSTRY
--3,000 OR - LA CALA PLACE, SAN MARINO

--4,500 OR - W. ARTHUR AVE, ARCADIA

--2,700 OR - CASTLEFORD LANE, CERRITOS

PLANNING ARCHITECTURE INTERIOR

WFHBIRR

AS A LICENSED ARCHITECT IN CALIFORNIA, SWS CAN
PROVIDE ARCHITECTURAL SERVICES FOR YOUR
RETAIL STORES, TRACT HOUSE, OR CUSTOM HOUSE,
SWS WILL BE YOUR ARCHITECT TO DESIGN AND ASSIST
YOU.
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It appears from recent reports, that the economy-and
budget-hotel segments are lagging in revenue per available

room when compared with other segments, Now that growth
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of new hotels is down considerably and demand has
increased, we certainly are in a better position to make some
hay while the sun shines.

We don't know how long this good time will last before
we see another period of overbuilding. So it only makes
sense that we should be doing something about improving
profitable sales in the limited service, economy and budget
segments.

The luxury of salespeople

Most of us involved in hotels in theses segments do not
have the luxury of a person assigned specifically to sales to
bring in new business, usually because we cannot afford
such a specialist.  What's the alternative? Who should be
responsible for activities that will bring more customers
through the door? Look in the mirror. The answer, of
course, is that you-the general manager or owner/operator of
the property.

Certainly we need to provide great service so that we
get the repeat guest-that's a given. But we also need to do all
we can to attract new customers. Here are some tips on how
to do that in the easiest, least costly manner possible:

* The first thing you must do is make sure your
telephone is being answered promptly and by someone who
has an enthusiastic voice.

I've tested hundreds of properties on how long it takes
for the phone to ring before it is answered, and on the level
of enthusiasm shown by the person doing the answering. The
results have been shameful. There is no telling how much
business is being lost at properties because callers do not get
their call answered promptly or pleasantly. This is something
you can fix fairly easily.

e Something else phone-related: When I call and make
inquiries regarding rates, and even ofler buying signals, it is
very seldom that the person will actually ask to make the
reservation, or for my name, phone number or address. It
seems that we train our front-office people to answer
questions over the phone, but not to ask an important

question like, “May I hold that room for you?”
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Central reservation offices at franchise-chain operations
do very well at this; it is at the property level that we
sometimes [all down on the job. Many times when [ call
hotels, I'll ask if there are other properties that charge less,
Believe it or not, I am often offered not only the names of
competing properties that charge less, but I'm also given
phone numbers. (It's true-I've got the tapes to prove it.)

¢ People do business with people they know, respect and
like. Are you well-known in the community? Do people like
you? Are you respected? Get involved in the community,
join a civic club, get your staff involved with organizations.
Be highly visible, work on committees, get people to know
and respect you because ol you community involvement.
Locals will then want to send their visitors to your property.

* Do you ever read the local newspaper? Of course you
do-probably every day. But do you read it with an eye
toward developing new contacts and new business?

Any daily newspaper, in any size town or city, will have
more leads than you can handle. Look for : companies
moving into town; executives promoted by local companies;
new construction projects (often workers are imported from
other locations and, therefore, need a place to stay); wedding
announcements (there's a Comfort Inn in my area that does a
booming business just about every weekend with overnight
guests attending local weddings); sports teams coming to
town; and entertainment groups putting on a show.

And, at the risk of sounding a bit macabre. T suggest you
check the obituary column. People often come in from out of
town to attend funerals.

Any section of the newspaper with have leads for
overnight room business - all you have to do is look for
them. (You probably won't find any leads on the comics
page, but read them anyway... you never know.)

The point is that if you are a general manager or
owner/operator of a budget properly, it's likely that you have
to be the person responsible for getting new business. And if
you were to do nothing but follow some of the basic sales
techniques discussed here, it's very likely that your property

would show a nice little increase in occupancy.
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A letter of credit is a written undertaking by a

bank (the issuing bank) given to the seller (exporter)

at the request of the buyer (importer) to pay up to a

stated sum of money so long as the seller meets very

specific terms and conditions. Letters of credit are the

most common method of
making international payments
because both buyer and seller
share the risks of the
transaction.

The letter of credit process
has been standardized by a set
of rules published by the
International Chamber of
Commerce (ICC). These rules
are called the Uniform Customs
and Practice for Documentary
Credits (UCP) and are
contained in ICC Publication
No. 500. The following is the

basic set of steps used in a letter

707

.rﬂ

of credit transaction. Specific letter of credit

transactions follow somewhat different procedures.

1. After the buyer and seller agree on the terms of

a sale, the buyer arranges for his bank to open

a letter of credit in favor of the seller.

The buyer will need to have a line of

credit established at the bank or provide cash

collateral for

/|

2

hJ

ons of Letters of Credit

I ARAT 42 3R PR 2

the amount of the L/C.

2. The buyer's bank (issuing bank) prepares the

letter of credit,

including all of the buyer's

instructions to the seller concerning shipment and

required documentation.

3. The buyer's bank sends
the letter of credit to 4
correspondent bank (advising
bank) in the seller's country.
The seller may request that a
bank be the

advising bank, or the buyer's

particular

bank may select one of its
correspondent banks in the
seller's country.

4. The advising bank or

seller's bank forwards the letter
of credit to the seller.



Cathay Bank, Your Partner to Achieve Excellence

Branch Offices:

Financing

state
artner

f you are looking for financing to expand your
Icurrent facility, acquire investment property or
build a new warehouse, Cathay Bank provides a

.. broad range of commercial real estate financing
programs tailored to meet your varying banking
needs.

€a

With over 36 years of banking excellence, our
experienced real estate specialists are committed to
guiding you through every phase of a project from
customizing your loan package to helping you
evaluate future growth opportunities when the project
is completed.

Corporate Office: Los Angeles (213) 625-4700

1. Property refinancing
2. Property purchase
“+ 3. Construction only
4. Construction with mini-permanent financing
5. Build to suits construction

For more i:jfof__ﬁation, please call our
Commerciél Real Estate and Construction Dept.
at (213) 625-4740 or 4715, or one of our
branches nearest you.

Overseas Offices:

Los Angeles
(213) 625-4700
Monterey Park
(626) 281-8808
Alhambra
(626) 284-6556

Hacienda Heights
(626) 333-8533
Westminster
(714) 890-7118
San Gabriel
(626) 573-1000

Torrance
(310) 791-8700
Cerritos
(562) 860-7300
City of Industry
(626) 810-1088

Irvine San Jose Fremont Hong Kong

(714) 559-7500 (408) 238-8880 (510) 770-5151 (852) 2522-0071
Hill-Alpine Oakland Millbrae C.I.C.Taipei

(213) 346-3700 (510) 208-3700 (650) 652-0188 (886)(2) 2537-5057
Valley-Stoneman Cupertino Berkeley-Richmond

(626) 576-7600 (408) 255-8300 (510) 526-8898
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1998 Mid-Year California Hotel Sales Survey

Since 1994, the volume of hotel sales transactions in
Southern has outpaced Northern California by more than 2
to 1. 1998 seems to be the year that this is changing. Based
on the first six months of the year, Northern California is
projected to exceed over 100 hotels sold by year’ s end,
which would be up almost 30% over 1997,
Southern California has slowed considerably from the
pace set in 1997 and is projected to close at around 170
sales, which would be a 16% decline from 1997.

There are a number of reasons that Northern California
is beginning to close the gap with Southern California, but
perhaps the two main factors are:

I. A consensus among Northern California owners that
values are close to their peak, resulting in move
willing sellers.

2. A total drop off in lender-owned sales in Southern

California, resulting in far fewer good "deals."

Hotel Sales Prices

The average price per room in Northern California has
jumped over 30% so far this year over 1997.

Southern California is up almost 26% over the same
period.

In 1997, Southern California trailed Northern California
in average price per room by 51.6%. This gap has widened
to 57.5% in 1998 ($80,912 in Northern California vs,
$51,378 in Southern California).

Regional Markets

In 1998, Los Angeles County continued to account for the
largest share of hotel sales transactions in Southern
California - 32% (down from 53% in 1997), followed by
Reverside County at 22% (up from 14.4%) and then San
Diego County at 16.5% (down from 26%).

The number of hotel sales transactions, year-to-date, for
the top three Southern California markets are:

1. Los Angeles County 27
2. Riverside County 19
3. San Diego County 14

Pricing

For 1998 in Southern California, San Diego County
ranks first in average price per room, followed by Riverside
County and then Los Angeles County. The average price per
room per County, year-to-date, is as follows:

1. San Diego County $71,052 (up 19.4% over 1997).
$63,624 (up 131% over 1997).
3. Los Angeles County $55,985 (up 73% over 1997).

2. Riverside County

Individual Hotel Sales

The top three most expensive price-per-room transactions, so

far this year, are:
1. Loews Santa Monica, Santa Monica
$345,714 per room
2. Westin Mission Hills, Rancho Mirage
$230,469 per room

3. Mondrian Hotel, West Hollywood
$222,249 per room

Forecast
1998 is definitely on pace to be another record year for
California hotel sales with average price per room up
substantially from 1997. We see this trend continuing into
1999, but we would expect that the percentage increase in
values will start to taper off.
Our positive outlook on values can be attributed to the
following:

1. No more lender-owned sales to depress or hold down

values.
2. Booming business climate and consumer confidence.
3. Attractive financing, with some programs as low as
7.25% fixed.

The one cloud on the horizon is the tremendous amount
of new hotel development that we are now tracking. The rise
in hotel prices has made new development once again
economically viable, and we will see if the market is able to
absorb all of the new product expected to come on line over
the next 12-18 months. Many investors are closely watching
the Anaheim market, which leads the State with over 3,200
new hotel rooms planned. This may very well be an indicator
of what will happen to hotel values as supply is dramatically
increased.



Atlas Hospitality Group

"Market Leader im California Hotel Sales"

3152 Redhill Avenue, Suite 280
Costa Mesa, California 92626

Telephone: (714) 662-4400

Atlas

HOSPITALITY GROUP

Facsimile: (714) 662-5500
hitp://www.atlashospitality.com

E-mail: waw02 @atlashospitality.com
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La Jolla Shores Inn, La Jolla, CA 39 Rms

Travelodge Ontario Central, Ontario, CA 33 Rms

Studio Lodge, San Bernardino. CA 144 Rms

Holiday Inn Riverside, Riverside, CA 296 Rms
Travelodge San Bernardino, San Bernardino, CA 91 Rms
Newport Bay Inn, Costa Mesa, CA 60 Rms

Tradewinds Motel, Laguna Beach, CA 23 Rms

Ramada Inn, Buena Park, CA 198 Rms

Newport Beach Inn, Newport Beach, CA 44 Rms
Portofino Suites, Newport Beach, CA 5 Rins

Lynwood Motel, Ridgecrest, CA 36 Rms

El Dorado Motel, Ridgecrest, CA 84 Rms

Holiday Inn Express Newport, Newport Beach, CA 50 Rins
American Inn, Ontario, CA 33 Rms

San Marcos Inn, San Marcos, CA 88 Rims

Pacific View Motel, Huntington Beach, CA 19 Rms
Vacation inn Old Town, San Diego, CA 124 Rms
Roadrunner Motel, Bakersfield, CA 50 Rms

Best Western Laguna Brisas Spa, Laguna Beach, CA 65 Rms
Days Inn Santa Clara, Santa Clara, CA 168 Rms
Midway Motel, San Diego, CA 52 Rms

Colony Inn & Goodies Cafe, Buena Park, CA 40 Rms
Homestead Motel, San Luis Obispo, CA 15 Rms
Bayview Laguna Inn, Laguna Beach, CA 23 Rms
Holiday Inn Express Poway, Poway, CA 47 Rms

Colony Inn National City, National City, CA 65 Rms
Quality Suites San Clemente, San Clemente, CA 66 Rms
Quality Inn Del Norte, Camarillo, CA 110 Rms

Pacific Shore Hotel, Santa Monica, CA 168 Rms
Vacation Inn El Centro, El Centro, CA 198 Rms
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Over 150 Years of MONY for life
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INVESTMENTS
ESTATE PLANNING
RETIREMENT FUNDING
LIFE INSURANCE
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Sales Manager: Sherman Fong / {#5E11H
17870 Castleton St., Suite 215, City of Industry, CA 91748

MR #5 5L . Tel: (626)854-7818 Fax: (626)854-7811

THE MUTUAL LIFE INSURANCE COMPANY OF NEW YORK, NY
Investment products available through a registered representative of MONY Securities Corp. member, NASD, SIPC
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Anaheim Four Points Sheraton, and Holiday Inn Express Renovation.
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Vincent Tsoi RA Jeremy C. Hsu AIA Ling H. Hsueh ASID
1111 Corporate Center Drive Suite 104 & 202, Monterey Park, California 91754
Los Angeles Corporate Center E-mail:  JLDIARCH®@aol.com

Tel: 213 266 8506, 213 266 6688 Fay: 912 29/ arnn
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TEL:(626) 308-0097¥'FAX:(626) 308-0476

2300 W. Commomwealth Ave., Alhambra, CA 91803
email address: omhtony@aol.com.




