SOP Template: Guidelines for Checking Room
Availability

This SOP provides clear guidelines for checking room availability, detailing step-by-step procedures to verify and
confirm the status of rooms within a facility. It covers methods for accessing booking systems, coordinating with
relevant departments, updating availability records, and communicating confirmed room statuses to clients or staff. The
goalis to ensure efficient room allocation, minimize booking conflicts, and enhance overall operational workflow.

1. Purpose

To outline consistent procedures for verifying and updating room availability within the facility, ensuring accuracy and
reducing booking errors.

2. Scope

This SOP applies to all staff involved in room allocation, booking, and management, including front desk personnel,
housekeeping, scheduling coordinators, and administrative staff.

3. Responsibilities

Front Desk Staff: Initiate room availability checks and confirm with booking systems.
Housekeeping/Facilities: Update room readiness status.

Booking Coordinator: Oversee the booking calendar and resolve conflicts.

IT Department: Maintain booking system integrity and access.

4. Procedure

1. Access Booking System
o Log into the approved room booking or management system using assigned credentials.
o Ifthe system is unavailable, access the backup or manual booking log.

2. Search for Room Availability
o Select the required date(s) and time(s) for the booking.
o Filter by room type, capacity, location, or any other relevant criteria.

3. Verify Room Readiness
o Check with housekeeping or facilities to ensure rooms are clean and operational.
o Update any changes in room status in the system immediately upon notification.

4. Update Availability Records
o Reserve or block the room in the system as required.
o Ensure double bookings are avoided by cross-referencing manual and electronic records.

5. Communicate Confirmation
o Inform clients or staff regarding confirmed room allocation via email or other official communication

channels.
o Document all communications for reference.

5. Coordination With Other Departments

¢ Regularly update housekeeping regarding check-in/check-out schedules.
¢ Notify maintenance of any room issues that may affect availability.

6. Record Keeping

Maintain accurate and up-to-date logs of all room allocations and communications for at least 12 months, in line with
facility policy.



7. Review & Compliance

¢ Audit room allocation processes quarterly to identify and resolve discrepancies.
¢ Provide refresher training to relevant staff as required.

Note: Any changes to this SOP must be documented and approved by management before implementation.
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