
1️⃣ SOP Title
Event Booking Confirmation SOP – Advance Collection, Contract Finalization & Secure Date Blocking Procedure
2️⃣ Department
Banquet Sales / Events
(Co-ordination: Accounts, F&B, Kitchen, Front Office, Management)

3️⃣ Purpose
To establish a structured event booking confirmation process to ensure:
· Secure blocking of event date
· Proper advance payment collection
· Written agreement and clarity of terms
· Avoidance of double booking
· Clear operational preparation
No event is confirmed without documented advance and written confirmation.

4️⃣ Scope
Applicable to:
· Weddings
· Corporate events
· Social gatherings
· Conferences
· Birthday parties
· Cocktail events
Applies to:
· Banquet Sales Executive
· Banquet Manager
· Accounts
· Management

5️⃣ Responsibility
	Position
	Responsibility

	Sales Executive
	Process confirmation documentation

	Banquet Manager
	Approve booking & pricing

	Accounts
	Verify and record advance payment

	Management
	Approve special terms (if any)



6️⃣ Step-by-Step Procedure

PART A – VERBAL CONFIRMATION FROM CLIENT

A. Client Approval
1. Confirm client acceptance of quotation.
2. Reconfirm event date and time.
3. Reconfirm guest count estimate.
4. Reconfirm package and pricing.
Verbal approval must be followed by written documentation.

PART B – PREPARE BOOKING AGREEMENT

B. Contract Preparation
1. Draft formal event contract.
2. Mention event details clearly.
3. Include menu selection (if finalized).
4. Specify hall usage timing.
5. Mention setup and dismantling time.
6. Clearly state advance amount required.
7. Mention cancellation policy.
8. Mention balance payment timeline.

PART C – ADVANCE PAYMENT COLLECTION

C. Secure Financial Commitment
1. Collect agreed advance amount as per policy.
2. Accept payment through approved modes only.
3. Verify payment receipt with Accounts.
4. Issue official receipt immediately.
5. Update booking status to “Confirmed”.
Date must not be marked confirmed without advance.

PART D – DATE BLOCKING IN CALENDAR

D. Booking Entry
1. Update banquet master calendar immediately.
2. Block hall exclusively for event date and time.
3. Mark setup and dismantling time.
4. Inform Banquet Manager.
Avoid manual errors or overlapping bookings.

PART E – SEND CONFIRMATION LETTER

E. Written Confirmation
1. Send confirmation email to client.
2. Attach signed agreement copy.
3. Mention payment received.
4. Mention next coordination meeting timeline.
5. Provide contact details for event coordinator.

PART F – CREATE EVENT FILE

F. Internal Documentation
1. Open physical or digital event file.
2. Attach contract copy.
3. Attach payment receipt copy.
4. Attach proposal and correspondence.
5. Maintain updated communication record.

PART G – INFORM INTERNAL DEPARTMENTS

G. Cross-Department Notification
1. Inform Kitchen about tentative menu.
2. Inform F&B about event type.
3. Inform Front Office if guest rooms required.
4. Inform Security if large event.
5. Inform Engineering for special setup needs.

PART H – PAYMENT FOLLOW-UP PLAN

H. Balance Collection Plan
1. Inform client about balance due date.
2. Schedule reminder timeline.
3. Document payment commitment.
4. Avoid last-minute payment disputes.

PART I – SPECIAL CONDITION HANDLING

I. Custom Agreements
1. Document negotiated pricing clearly.
2. Obtain Management approval for special terms.
3. Avoid undocumented verbal promises.
4. Attach approved discount authorization.

PART J – PRE-EVENT REVIEW SCHEDULING

J. Planning Meeting
1. Schedule detailed planning meeting.
2. Finalize guest count deadline.
3. Confirm menu tasting (if applicable).
4. Confirm décor and AV requirements.

7️⃣ Do’s and Don’ts
Do’s
✔ Collect advance before confirmation
✔ Issue official receipt
✔ Send written confirmation
✔ Update master calendar immediately
✔ Inform concerned departments
Don’ts
✘ Don’t confirm without advance
✘ Don’t rely on verbal agreement only
✘ Don’t delay calendar update
✘ Don’t skip cancellation clause
✘ Don’t promise unauthorized concessions

8️⃣ Booking Control Standards
· 100% written contract for confirmed events
· Advance payment verified by Accounts
· Calendar updated same day
· All departments informed
· Event file maintained properly

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Discount beyond policy
	Management

	Payment delay
	Banquet Manager

	Date conflict
	Management

	Contract dispute
	Management

	Large high-value event
	Management



🔟 Documentation / Records Required
· Signed Event Contract
· Advance Payment Receipt
· Banquet Master Calendar Entry
· Discount Approval Form (if applicable)
· Event File Folder
· Internal Notification Record

1️⃣1️⃣ Common Mistakes to Avoid
· Confirming without advance
· Not documenting cancellation terms
· Poor inter-department communication
· Delayed calendar update
· Weak payment follow-up
· Verbal commitments without approval


