SALES AND CATERING DEPARTMENT STAFFING UPDATE

Hotel Name:  





Today’s Date: 




# Hotel Rooms:  
    # Meeting Rooms: 


Max. Capacity (classroomstyle): _______
Competition: 














The following is an UPDATED listing of Sales and Catering Staff.

	Manager’s Name:
	 

	Manager’s Title:
	

	Specific parameters of assigned market segment:
	

	 

	Geographic Boundaries they cover:
	Guest room guidelines (i.e. size groups they handle)

	
	 

	Manager’s skill level: circle one
	Entry level/beginning
	Moderate experience/skills
	Extensive sales experience

	Manager has a Inquiry Day Schedule      Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 
   If yes, explain



	Tips on how best to reach this individual where he/she won’t spot it as a test call:
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