LINEN INVENTORY

Kellie Grate is the author and expert of the linen inventory. Should you need a copy,
conduct Kelli directly.

Linen inventories are due the first of each month. However, you can plan and count
ahead a day or two if you have received all orders.

On the linen inventory tabs, there is an ‘instruction’ tab which provides good
information on how to conduct and complete the linen inventory.

Select the month you are conducting the count for, fill out as needed, then send the
completed file to Kelli Grate.

For more information see Linen Inventory Power point slides






LINEN INVENTORY INSTRUCTIONS

What has changed since the 2020 inventory

Pricing h een updated, as well as the "month ending” dat the lower-right corner.

General Notes o000

Certain cells are
to cli n a cell
h the document

On each maonthly tab, the information you're supposed to provide is highlighted i llow. Please be sure to
enter data for all highlighted items.

What should you do with this document today ? (Usually that means mid-January.)

* Everything I'm about to tell you is
included on the INSTRUCTIONS tab

Save the file to your computer. You can put in on your des
you. But i a

< for you. It
member to add on for :\eeper

to the "PREP” tab along the bottom of the document.

the bottom left of the page, in Cell 445 {
highlighted in in your property number.
on the PREP tab; it will aut i populate on the other ta

it you would have in t g Il the
de. 3 ary number, g buf it's
very Llo e to reality N
the inventory.

brand one bath mat in e room. If you have a sofa- sleeper in the room,
add one full set cf terry for each room of that type.

ravelodge requiri ets of terry in each room that has one bed, and three
rry in each room that has two beds.

PREP Jan Feb Mar | Y Jun Jul
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HERE’S THE LOGIC

s - Full XL Fitted
Q Flat
Jueen Fitted
Flat
Fitted
¢ or Twin

Columns 2-3-4-5 show what you OUGHT
to have on hand, in a perfect world

- Full XL

Side note: The world is not perfect.

Columns 6-7-8-9 show what you REALLY
have on hand

Column 10 is a rounded value,
including approximate freight and tax

y Completion Date
Becca 06/3

Column is 11 is your total value

(continued on next page...)

Counts Jan Feb Mar | Apr Jun Jul Aug Sep | Oct | Nov



N 0

P (
LINEN IN

R U v

] T
VENTORY

[

[N

HERE’S THE LOGIC

* (continued)

* Column 12 compares your OUGHT
numbers with your REALLY numbers

» This is where you’ll see red flags — Did
we really go through all those wash
cloths? Did I forget to count one of the

_ storage rooms? Is someone stealing

- from me?

* (continued on next page...)
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Becca

Completion Date

06/30/
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For Maonth Ending

HERE’S THE LOGIC

(continued)

We keep 2.5 par for items that are
washed after each use

We keep 1.5 par on other items (as long
as we have room for them)

The red numbers in the far-right
column are to help you plan your orders

The average of all 2.5-par items will be
shown in the box at the bottom



LINEN ITEM COUNTS

This tab is intended to help you calculate quantities to use in Column & of the
Scroll down to your brand (Travelodge, Baymont, Super 8 or Days Inn).

Fill in the number of each room type that you have. Calculations will be made based on brand requirements.
Your Total Rooms should match up with your property’s room count.

TRAVELODGE

Full
Full = Full

Full
Full = Full
Queen

Full = Full
Queen
ueen = Queen
ng
King + Queen
Full = Full = Full

DAYS INN BEDDING
¢ [_Full | Queen [ i

BRAND STANDARDS

Travelodge requires two sets of terry in each room that has
one bed, and three sets of terry in each room that has two
beds.

Travelodge requires three pillows on each bed if there is only
one bed inthe room, But if there are two beds ina room,
you only need twao pillows per bed, That being said, it's much
easier to just put three on each bed.

Baymaont requires three sets of terry in each room that has
one bed, and four sets of terry in each room that has two

ymaont requires three pillows on each full or queen bed,
and four pillows on each king bed.

Super 8 requires two sets of terry in each room that has one
bed, and three sets of terry in each room that has two beds.

Super 8 requires three pillows on each full or queen bed, and
four pillows on each king bed.

Inn requires two sets of terry in each room that has one
bed, and three sets of terry in each room that has two beds.

MNov Dec

HOW MANY ITEMS
MAKE UP PAR?

Go to the COUNTS tab
Find your brand

Fill in how many of each room type you
have

The form will do the math for you,
based on your particular brand
standards (or our simplification thereof)
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WHERE DO I PUT
THOSE PAR
NUMBERS?

* Go to the PREP tab

e Fill in the numbers from the Counts tab
in Column #6 (H), which will be
highlighted in yellow

 You will not have to fill in those

T T — numbers for the rest of the year, as

Buffalo, NY
Completed B

they’ll populate automatically

 Fill in your property location and
property number

Jun Jul i Oct | MNov | Dec
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Full XL Fitted
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FOR JANUARY...

e January is the only month where you’ll
have to manually fill in Column #2 (C),
because the rest of the year it will pull
automatically from the month before

* So for January — done at the END of
January — take the Column #9 numbers
from December of the previous year,
which will give you a starting point
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- Full XL Flat
- Full XL Fitted

Queen Flat

away

. blanket)

- Full XL
- Queen

Completed By
Becca

Instructions Counts PREP Jan Feb Mar - Oct MNov
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For Month Ending
June 3

FOR THE END OF
THE MONTH...

Go to the tab for the month that’s ending
Fill in any purchases made in Column 3

Fill in what’s available to housekeepers,
whether in laundry, on carts, or in storage
rooms

Fill in what’s locked away

Fill in your name, the exact date, and your
rooms sold

Save, and then email the whole document
to Kelli



MISCELLANEOUS NOTES

If you can’t type in a particular cell, it’s because it’s protected. (You're in the wrong cell.)

Column #6 and Column #7 should be close in count, because each should represent one par.
But if they’re identical, we know you’re faking it.

Column #8 should be about half of Column #6, because it would be half a par in locked
storage. However...

Keep full cartons for most items, to make them easier to count. If you need 15 sheets, just put
all 24 into use.

You probably won’t have a half turn of pillows in storage — no space!
If you fall below 2.0 on your average par, you definitely need to place an order.

You should only save ONE VERSION of the linen inventory for the ENTIRE YEAR. Just keep
moving to the next tab each month, and re-save.
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