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Policy: To ensure that group requirements are followed and all parties are agreeable in order to achieve a
better yield and maximize the Hotel’s occupancy.
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Goals: To provide complete and consistent service.
HAw: St g o — B rRsS .

Steps U B:

A group that is already blocked is required to be followed up. Its status must be amended step-by-step from
a tentative booking to a definite booking.
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Group Booking Status:
HBA BT RZS

Option: It means waiting to be confirmed, there is no obligation from the client to sign a contract as yet.
Thus, an agreed time frame is necessary to encourage the confirmation; the cut off day is the deadline for the
client to send the contract in order to confirm the booking. The client agrees to the group booking by signing
the contract and the group status becomes tentative. In order to follow up on option trace, it is
recommended to set a few days prior to cut off.
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Tentative: It means the booker has confirmed, signed the contract but payment is not yet received. A pro-
forma invoice is required to be sent with deadline to process the payments. Full payment or partial payment
is addressed to the client for further group booking.
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Definite: [t means the payment is received.
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Guarantee: It refers to the status of the group master accounts. Create a group master per standard
procedure and attach rooms according to the allotment contract.
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Cut off days: Remember to input to the Group Master. This will automatically release back
unsold rooms to the Hotel at the specified time.
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Payment: Accor requires the strict payment policy to be followed.
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Rooming List: This must be received according to terms of the group contract in regards to release dates of
rooms if the number of rooms does not match rooming list.
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Group Cancellation
For any cancellation, the contract signed needs to be assessed and sales conditions must be recognized and
stipulated.
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Group cancelling within the tentative period:

Group cancellation must be acknowledged in writing
Cancellation reason must be obtain

No charge is to be process unless the contract says differently
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Group cancelling within the definite status:
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Group cancellation must be acknowledged in writing
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Cancellation reason must be obtain
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Charges are to apply as per contract sales conditions, signed
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Charges are process and file is to be sent to city ledger or settlement with the agreed method of payment.
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Any waivers should be approved by the General Manger or one of the authorities on his/her behalf.
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Group BlockZI A8 5

Receive the ReservationiZ i Tl &

» Reservation order forms must be filled out for all reservations at discounted but non-contracted rates. If
rate offered by sales person is not complied with Rate Structure, DOSD/GM Manager’s signature is

required.
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Read the Reservation Orderis: B 11 & #.

» Explore what sales persons want: group name, arrival/departure date, room type, no. of rooms, room
rate (if any inclusion), payment method, VIP level, sales personnel's name, and any special requests
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Make Reservation# # i

» If room available, signed the agent's name and date on the form and give the white copy back to sales
person.
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Group Amendmentf& 4 H P\ Fi &

Receive the Reservation$Z I Il 7E

» Reservation order form must be filled out for all group amendments
JITA 1 11 A TIUE & B ZiH S B BATUE ..

Read the Reservation Orderis: i 5 .

» Explore what sales persons want to amend
RGN RRER,

Amend the ReservationfZ I{(¥ii &

» If room available, signed the agent's name and date on the form and give the white copy back to sales
person.
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Group Cancellation # A BUH

Receive the ReservationfZ I il &

» Reservation order form must be filled out for all group cancellation with detailed cancellation reason
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Read the Reservation Orderis: B 5 .

» Explore what sales persons want to cancel
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Cancel the Reservation 4] JA B

» Signed the agent's name and date on the form and give the white copy back to sales personnel
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