Clarify:

« check-in / out dates & times
« departure / destination

* number of people / rooms
 proximity to other venues

« related bookings

Book
Accommodation

Book Accommodation

Where you have a ‘preferred provider', always check
their website before searching more broadly.

eg. trivago.com.au, booking.com,
hotelscombined.com.au, wotif.com, etc.

* budget —
. . . Consider preferences:
Clarify Accommodation Details « accommodation
. . . . « time constraints
Clarify Confirm any Review available Assess available « cancellation policy
accommodation special accommodation accomn}c;datlcin + accommodation type
details instructions online GRS UES * big hotel
preferences « boutique hotel

* serviced apartment
* other
« facilities

° gym

Confirm the Best Accommodation « business centre

Identify the best
option for
accommodation

Need to
confirm?

« internet / wifi
* breakfast provided

Confirm basic —
details with Proceed? .
traveller/manager Confirm:
* cost (options)
* urgency

(if limited rooms)
* breakfast included

Refer to preferences:
« preferred hotel chain
« loyalty points
* number/size of beds
« cooking facilities
* restaurants
« parking
* gym, pool or sauna
« (late) check-in / out
« payment method

* points only

« points plus card

« card only
« breakfast included
« parking at hotel
« internet / wifi

Book the
accommodation

Travel Details
Register

* on-site parking
« check-in matches arrival time
—

The Travel Details Register lists key information for all
‘travellers' within your business, such as:

* loyalty/frequent-flyer numbers and member log-in details
« preferred flight seating

« usual preferences for flights, accommodation & car hire
« dietary requirements

« usual payment method

 / Finalise and Pay for the Accommodation
(5
Want Yes Deter_mine impact Agree how many
to use (of this purchase) ints t |
points? on points balance points to apply
‘
Finalise the Pay for the Save the booking Enﬁraetgiettatltl)s &
booking accommodation details P
traveller
Notify Others of Booking
No Save a copy of
Any related » < Notify others? the itinerary &
bookings? = fy S receipt to shared
Travel folder
Could include: Yes
« flights
* care hire
« airport pickup/drop off ; .
- venue hire l\#ote c:e:alcljs Notify others Might include: Accommodation
* meeting bookings onrelate as required « client Booked
bookings « team

« others



