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
Number of Days: Count the number of Sundays, Mondays, Tuesdays etc. for the month you are tracking. For example, if the month of may has four Sunday’s, place a 4 under SUN. Continue until you have recorded each weekday, then add the numbers in that row and place the total in the TOTAL column. The total should equal the number of days in the month.


Days Over %. This row is used for tracking those days that exceed your total occupancy goal. This is the only row that includes group and transient business. For example, if your goal is 85% and you achieved it twice on Thursdays and once on Monday, put a 2 under THU and a 1 under MON.


Total Room Revenue. Add up all the Transient Room Revenue from each Sunday and place that number under the SUN column. Do the same for the rest of the days, totalling across the TOTAL column.


Total Rooms Occupied. Add up all the transient rooms occupied each Sunday, and place that number under the SUN column. Do the same for the rest of the days, totalling across to the TOTAL column.

Total Arrivals. Add up all the Transient Arrivals you had on each Sunday and then add together and place under SUN.  Do the same for each weekday, totalling across the TOTAL column.


Total Departures. Add up all the Transient Departures you had on each Sunday and then add together and place under SUN. Do the same for each weekday, totalling across the TOTAL column.


Average Room Nights.  Average room nights refers to the average number of transient rooms sold on any given weekday. Example: since there were 4 Sundays in the month and the total rooms occupied was 213, the 213 divided by 4 equals the Average Room Nights, or 53. Therefore, in this month, your hotel averaged 53 transient rooms on Sunday.


Average Room Rate. Average room rate refers to the average rate of transient rooms on any given weekday. Example:  Since the total revenue for Mondays was $18,972 & there were 526 rooms occupied, the average room rate equals $18,972 divided by 526 or $36.06.


Average Arrivals. Average arrivals refers to the average number of arrivals on any given weekday. Example: Since the total number of arrivals for Tuesday was 200 and there were 4 Tuesdays in the month, the average arrivals equals 200 divided by 4 or 50.


Average Departures. Average departures refers to the average number of departures on any given weekday. Example:  Since the total number of departures on Wednesdays was 67 and there were 5 Wednesdays in the month, the average departures equals 67 divided by 5 or 13.
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