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Policy: Duplicate reservations are not allowed in PMS.
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Goals: To provide professional service and maximize room revenue
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» When make a reservation, check the arrival list, be alert for duplicated reservations.
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» If duplicate reservations are made by one person, cancel the original one and keep the updated one, the
same as correspondence.
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» If TARS bookings are duplicate with another booking, keep the reservation from TARS and contact maker
of duplicate booking to inform of reason of cancellation.
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» If the duplicate booking was made by different travel agency, company or person, check with the contact
person to see which one should be canceled.
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» When you find a duplicate booking upon receipt of a call, fax or mail, inform the person directly and keep
the existing booking.
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