
 

Standard Operating Policies and Procedures 
 

 
 
 

TOPIC: Adding Travel Agents to Red Jacket reservations 
CATEGORY:   TA Commissions 

DEPARTMENT: Reservations 
FREQUENCY: Medium 

IMPACT: High 
RISK: Potential loss of revenue with inaccurate commission reporting 

  
POLICY: Travel Agents need to be added at the time of booking at 10% commission on selected rate 

plans only. 
  

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

PROCEDURE:  

.  

There are only 4 rate plan that can qualify TA to get commission and these are: 
 

●​ BAR: Best Available Rate 
●​ BKDO: Book Direct 
●​ AAA: AAA 
●​ PARK: Park and Save 

Remember to advise TA that 10% Commission only applies to the Room Charge, 
not the full stay/fees. 
When you make the reservation please make sure the TA profile/IATA number is added 
to the reservation and then under additional details, toggle on commission to yes and 
select 10%. 
 
If you booked the guest under a Non commission rate plan, a red error message will 
appear stopping you from proceeding further.  
 
An example of added TA and turning on the commission is listed below: 
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