Standard Operating Policies and Procedures BR{IF A ”\

RESORTS & HOTELS

TOPIC: Group Reservations
CATEGORY: Reservations
DEPARTMENT: Sales
FREQUENCY: High

IMPACT: High
RISK: Improper bookings will lead to a loss of data from the property team which will affect
reporting

POLICY: To be used when booking a reservation within a Group block to ensure all markets, sub
markets, and sources are coded correctly.

Note: Procedures are suggestions only and are not the only acceptable manner with which to satisfy policy requirements.

PROCEDURE:

1. Select Rate Calculator, then Enter Dates, select Market - Group, Click Find Rates

[ls this a Channel?

Rate Calculator - Visual SM5|Host

Rate Ca|CU|at0r Availability Map - UNITS

Total: Block Pickup Awvail

Arrive [03/10/2025  |B¥ Monday Ad /Ch /Ot Market [G]+  Sub-Market -
. Depart [03/14/2025 | B Friday 1] o] o]
Multi-Prop Ia_l - 4 Night(s)
Category [ |+ Rate Feat [ |=|[ |~I[ I~/[ I=I[ I~/ I~

Type | Units| 1] Unit| ||| Rate/Pkg [ |Rate Group Meals [ |+
Reguesm:l' :I'I:'I:I'l:lv l:l' Amount

i

[ | Secretary | 4 Travel Agent 1~

Enter your search criteria above then select Find Rates (or press Page Down)

Restrictions | Restrictions OM w
Clear Filters Find Rates Close
Comment [Gow rate, tax exempt |
Maore Motes 2

a. To see a full list of Groups, select the drop down menu next to Group
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2. You will see the Groups listed by Arrival. Groups that are master bill or not to be booked by
the Call Center will have notations under Comment such as highlighted below. All groups are
organized by Month/Year so you can search using the Month and 2 digit year in the Search
for field. If the group rate is a corporate rate, the group name will include the word CORP.

) Rate Calculator - Visual SMS|H e |[=] =]

Rate Calculator Availability Map -  UNITS
&rme 031172025 |8 Tuesday Market G|~ Sub-Market| |+
4l _all_a

44 ONE Tl i

‘4R Group - By Amival

S(*Ty] *Code |*Level * Name ~ Arrive *Depant  |*Roo| ™Action * Comment
1/G  GRPBLG NEW LIV Golf Blue-Mar25 03/01/2025 04/30/2025 20 1/ I

2|G GRPGLG NEW LIV Golf Grand - Mar25 03/01/2025 04/3072025 2N I/

3G GRPSD1 NEW Space Doctrine - MAR2S 0311072025 03114/2025 192 022802025 Gowt rate, tax exempt
4/G GRPB25 NEW SOUTHCOMBW -MAR25  03/16/2025 03/29/2025 213 03/06/2025

5| G GRPCT1 NEW Champion Tire - MAR25 03/19/2025 03/22/2025 34 021192025

8/G GRPGTG NEW Titan Group Grand - Mar25 03/26/2025 04/08/2025 52 03/06/2025

7 GRPL25 NEW LIV Golf / CTM - MAR25 03/28/2025  04/07/2025 308 03/05/2025

r4F3FS ° Infa | ATyp Code Level Mame Arrive Depart Rooms Action Comment A -
= | ¥ | ¥ |escape] Search | Searen Current vie

Clear Filters Find Rates Close

3. Once you select the group, you will be asked to “Use Group Template settings”, enter Y. Then
Find Rates.

4. You will then book the guest as normal making sure to select_
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