
1️⃣ SOP Title
Corporate Rate Setup SOP – Contracted Pricing Configuration & Credit Control Procedure
2️⃣ Department
Revenue / Sales / Reservations
(Co-ordination: Accounts, Front Office, IT)

3️⃣ Purpose
To establish a structured process for setting up corporate rates to ensure:
· Correct contracted pricing
· Proper rate code configuration
· Controlled credit exposure
· Clear billing instructions
· Accurate system setup and audit trail
Corporate rates must reflect approved agreements and be configured correctly to prevent revenue loss.

4️⃣ Scope
Applicable to:
· New corporate contracts
· Annual corporate rate renewal
· Special negotiated company rates
· Project-based corporate stays
· Corporate package rates
Applies to:
· Sales Manager
· Revenue Manager
· Reservation Executive
· Accounts Department

5️⃣ Responsibility
	Position
	Responsibility

	Sales Manager
	Negotiate and finalize rate agreement

	Revenue Manager
	Approve pricing structure

	Accounts
	Approve credit facility

	Reservation Team
	Load rate in PMS

	Front Office
	Follow billing instructions



6️⃣ Step-by-Step Procedure

PART A – CORPORATE AGREEMENT FINALIZATION

A. Rate Negotiation & Approval
1. Identify corporate demand potential.
2. Review past room night production (if renewal).
3. Define room rate and inclusions.
4. Define cancellation terms.
5. Define blackout dates (if any).
6. Obtain management approval.
No rate should be loaded without signed agreement.

PART B – CREDIT APPROVAL

B. Financial Verification
1. Confirm if corporate requires credit facility.
2. Review company financial documents (if required).
3. Define credit limit.
4. Define payment terms (e.g., 15/30 days).
5. Obtain Accounts approval.
Corporate credit must be approved before rate activation.

PART C – RATE CODE CREATION

C. PMS Configuration
1. Create unique corporate rate code.
2. Define room category applicability.
3. Set rate validity dates.
4. Configure meal inclusions (if applicable).
5. Configure tax structure.
6. Link corporate profile to rate code.

PART D – BILLING INSTRUCTIONS SETUP

D. Billing Structure
1. Define whether room only or room + meals billed to company.
2. Define handling of personal expenses.
3. Configure folio routing in PMS.
4. Record billing instruction in corporate profile.

PART E – DISTRIBUTION CONTROL

E. Channel Access
1. Restrict rate to corporate profile only.
2. Ensure rate not publicly visible.
3. Avoid loading corporate rate on OTA (unless agreed).
4. Verify rate code access control.

PART F – COMMUNICATION

F. Internal Briefing
1. Inform Front Office team.
2. Inform Reservation team.
3. Share corporate agreement summary.
4. Brief Accounts on billing cycle.

PART G – TEST BOOKING

G. System Verification
1. Create dummy booking under corporate profile.
2. Verify correct rate display.
3. Check tax calculation.
4. Confirm folio routing setup.
5. Cancel test booking after verification.

PART H – MONITORING PERFORMANCE

H. Monthly Review
1. Track room night production.
2. Compare contracted volume vs actual.
3. Review ADR impact.
4. Identify low-performing accounts.

PART I – RATE REVISION OR RENEWAL

I. Annual Review
1. Review contract expiry date.
2. Evaluate occupancy and revenue impact.
3. Adjust rate if required.
4. Issue renewal agreement.
5. Update rate validity in PMS.

PART J – RATE DEACTIVATION

J. Closure Process
1. Deactivate expired rate code.
2. Remove billing routing if contract ended.
3. Inform Front Office and Reservations.
4. Document closure date.

7️⃣ Do’s and Don’ts
Do’s
✔ Obtain signed agreement before setup
✔ Create unique rate code
✔ Configure billing instructions clearly
✔ Test rate before activation
✔ Monitor production regularly
Don’ts
✘ Don’t load rate without approval
✘ Don’t make corporate rate public
✘ Don’t exceed approved credit limit
✘ Don’t forget expiry update
✘ Don’t ignore production review

8️⃣ Operational Standards
· 100% corporate rates linked to signed agreement
· Credit facility approved before activation
· Rate code tested before going live
· Monthly production review conducted
· Expired rates deactivated on time

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Rate approval delay
	Management

	Credit risk concern
	Accounts Head

	System configuration error
	IT Support

	Corporate dispute
	Sales Manager

	Low production issue
	Revenue Manager



🔟 Documentation / Records Required
· Signed Corporate Agreement
· Credit Approval Form
· Rate Approval Sheet
· PMS Rate Code Setup Record
· Corporate Production Report
· Invoice & City Ledger Report

1️⃣1️⃣ Common Mistakes to Avoid
· Loading rate without signed contract
· Incorrect tax configuration
· Not defining billing instructions clearly
· Allowing public access to corporate rate
· Missing contract expiry date
· Not reviewing production performance


