Your Hotel Meeting Contract Checklist

Initials

Entered meeting rooms in Meeting Booking System
[
]
Entered guest rooms in Meeting Booking System
[
]
Entered guest rooms in Property Management System
[
]

Booking Code:

Contract sent: 
[
]

Date Sent:

Credit application sent:
[
]


Approved:

Contract returned and signed:
[
]


Date

Payment method set up
[
]
Deposit Received
[
]


Date



Entered Rooming list Property Management System
[
]
Food and beverage requirements complete
[
]

AV requirements complete:
[
]


Enter Group Pick-up after event

[
]
Other

Linen ordered
[
]

AV ordered
[
]


Cancellation

Cancelled in Meeting Booking System
[
]

Dropped rooms in Meeting Booking System
[
]
Cancelled reservations in Property Management System
[
]
Booking Complete:
[
]
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