SOP: Recording Reservation Details in Reservation
System or Logbook

This SOP details the process of recording reservation details in the reservation system or logbook, ensuring accurate and
efficient documentation of guest information, reservation dates, special requests, and payment details. This procedure aims
to maintain organized records, prevent booking conflicts, and provide seamless service by updating entries promptly and
verifying all details before confirmation.

1. Purpose

To ensure all reservation details are accurately recorded and updated in the reservation system or logbook to facilitate
smooth operations and customer satisfaction.

2. Scope

This procedure applies to all staff responsible for managing reservations either through a digital reservation system or a
physical logbook.

3. Responsibilities

¢ Reception staff / Reservation agent: Accurately gather and record reservation details.
e Supervisor/Manager: Review and ensure records are maintained correctly.

4. Required Materials/Systems

Reservation system login credentials / Logbook
Guest information forms (if applicable)

Pens (for logbook entries)

Payment processing tools

5. Procedure

1. Receive Reservation Request
o Gather all necessary information from the guest via phone, email, online form, or in person.
2. Collect Required Details
o Full name of guest
Contact information (phone number, email)
Date and time of reservation
Number of guests/rooms/tables, etc.
Special requests or requirements
o Payment method/details (if required at booking)
3. Record Reservation
o Enter the collected details into the reservation system or neatly write them in the logbook.
o [fusing a digital system, ensure entries are saved appropriately.
4. Verify Details
o Double-check all entered information for accuracy.
o If necessary, confirm ambiguous details with the guest.
5. Check for Conflicts
o Review existing entries to avoid double-booking or errors.
6. Confirm Reservation
o Communicate confirmation to the guest with reservation details and a reference number (if applicable).
7. Update & Maintain Records
o Update the system or logbook for any changes or cancellations as soon as they occur.
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6. Documentation Format (Sample)

. Guest . Special Payment
Date and Time Name Contact Info Details Requests Status
-07- 555-1234, 2 guests, Table .
2024-07-01, Jane Doe 5 Window seat Paid

18:00 jane@email.com



7. Quality Assurance

e Supervisors should periodically review entries for accuracy and completeness.

e Errors should be corrected immediately and the guest notified if affected.

8. Revision History

Date Version Description

2024-06-12 1.0 Initial SOP creation

Note: Alvays safeguard personal data in compliance with privacy lavs.
This template should be adapted to fit company-specific procedures and systems.

Author

Admin
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