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GROUP COMMISSIONS 
So you booked a group – YAY!  Your commission with a comma is coming soon but here are some important 
tips to know when registering and receiving payment on a Group booking.  

• Group Bookings should be registered according to the Group Registration List
• Group Bookings should have the Group Contract Uploaded when registered and adding the Final

Group Summary at Final Payment.

BOOKING DIRECTLY WITH A HOTEL OR RESORT 
When it is unavoidable for you to book a particular property with a Wholesale Partners and you needed to book 
directly, or a partner requires invoicing (Rail Bookers, Rate Hawk, Instant Breaks/Holiday/Packages, London 
Theater Direct, Major Travel), there is an extra step the Partner requires and we ask you take for us to track 
your commission.  

 Be sure the Partner is a brand that InteleTravel works with already.  Some small, privately owned, or
boutique properties will require our finance department reach out to them and get them set up properly
in our system so we will be able to receive payments. Ask the Partner at the time of booking “what
they need to pay InteleTravel commission”.

 If property needs an invoice submitted from InteleTravel to issue your commission. Then please ask
Where the invoice needs to be sent (Email address is required).

 Once you have this information from the property directly, go to your back office help desk>
commission drop down> and select invoice Request.  You will need to provide all the booking
information for this property and be sure to include the email address where the invoice should be sent
to as well as the currency issued.

https://www2.inteletravel.com/hubfs/_ftp/InteleBytes/emails/2023_Commission_Update/HOW_TO_REGISTER_A_GROUP.pdf



