APPENDIX G
PREFERRED HOTEL PROGRAM
TERMS OF PARTICIPATION

[bookmark: _GoBack]Hotels must agree to the following standards in order to be considered for acceptance into the Commonwealth’s Preferred Hotel Program: 
1. Rates should be equal to or lower than the GSA maximum allowable rate 
2. Rates must valid for single or double occupancy (Note: 98% of room nights are single occupancy)
3. Hotels are not permitted to offer lower rates directly to Commonwealth travelers to bypass the reservation system
4. Rates must be adjusted if the GSA per diem rate  decreases during the term of this agreement
5. Rates must be valid from October 1 to September 30 each federal fiscal year
6. Last room availability of standard “run-of-the-house” rooms
7. Hotels must accept the Commonwealth’s tax exempt form (Note: Travelers are exempt from all tax except the 6% state tax)
8. Must have ability to confirm rooms at the designated rate through SABRE GDS unless otherwise authorized by the Commonwealth’s contracted Travel Agent
9. No pre-payments or deposits required to confirm a room. Travelers will provide a credit card in order to guarantee the reservation
10. No cancellation penalties up to 4:00PM on the date of arrival
11. No early departure fees may be assessed
12. Hotels must accept Commonwealth designated corporate credit cards, Agency Lodging Cards with authorization, personal credit cards, or cash
13. Hotels must provide a detailed receipt (i.e. last four digits of payment, traveler name, etc.) to each Commonwealth traveler at the time of check out
14. Limited blackout dates are permitted; however, they must be stated on the application and cannot be added later
15. All confirmed reservations are to be honored, or the hotel is to provide comparable accommodations at a nearby hotel at no additional cost to the Commonwealth
16. Detail of amenities included in the proposed rate. (i.e. free internet access, free parking, free breakfast, etc.)
17. If your property provides free breakfast, include details of the type of breakfast offered
18. No additional non published fees are permitted such as: resort fees, green fees, etc. Fees for additional services such as parking must be included in the application
Application to the program is not a guarantee of final selection. Participation in the program is not a guarantee of business, nor guarantee that the selected hotel property will service all travelers in the vicinity of the participant’s location.
