
 

           TRAVEL DESK WORKFLOW 

      START 

1. CHECK ALL CARS AVAILABLE 
2. CHECK ALL DRIVERS 
3. CHECK RATES 

FIND ALTERNATIVE TRAVEL  

VENDORS  FOR EMERGENCY  

IS CAR AND DRIVER 

QUALITY AND RATE 

APPROVED? 

NO 

YES 

SALES ENQUIRY UPDATE IN 

REGISTER 

ROOM RESERVATION 
DIRECT RESERVATION 

OTA STAYING GUESTS 

RECEIVED CONFIRMATION WITH DETAILS LIKE; 

1. NUMBER OF PERSONS 

2. LUGGAGE QTY 

3. DATE AND TIME 

ALLOCATION OF CARS - LOG BOOK  

ALLOCATION OF DRIVER - BRIEFING  

INSPECTION OF DRIVER - GROOMING 

INSPECTION OF CAR - INSPECTION CHECKLIST 

 
BILLING & POSTING - PAYMENT 

RECEIVED 

GUEST FEEDBACK 

STOP 


