
Co
Are
exp

COM










OK S
Whe
was 
little 
book
This 
your







omm
e you look
pedite you

MMISSION R
 All booki

We recom
 InteleTra

sooner.  
etc.). Thi

 All comm
very next

 Commis
commiss
immediat

 We stron
properly 
booking w
steps& la

SO YOU HA
en the system

paid by a Pa
or no  backu

king number
can be due 

r commission

 Contact t
date, che

 Open a c
commiss
details yo

 Your com
informati
commiss
ISSUE.T

missi
king for c
ur comm

REMINDERS
ngs must be
mmend Age

avel pays com
The reason 
s ensures yo

missions rece
t commissio

ssions are p
sion run date
tely following

ngly recomm
with our fina
with a whole
ate payment

AVE DONE A
m cannot au
artner, this c
up listing wh
r/reference c
 to several r
n if it is past 

the Partner a
eck numbe
commission 
sion inquiry. 
ou received 
mmission tick
on or status

sion team at 
This complica

ion T
commiss
ission an

S 
e registered 
ents register 
mmission 30
for this is of
ou are gettin
eived, travel 
n run. 

paid twice a
e falls on a w
g. 

mend using a
ance team a
esale partne
s.  

ALL THE AB
utomatically m
can delay yo
hat bookings
code slightly 
reasons and 
the 60 days

and simply a
r or ACH re
inquiry in yo
 Fill out all o
from the Pa
ket will start 
 will be shar
any time.  N

ates the proc

Tips 
ion? Plea

nd resear

in your Agen
all bookings

0 days AFTE
ften booking
ng paid the p
date has pa

a month on 
weekend or h

a Preferred P
nd will help 
r and not bo

BOVE. NOW
match your b

our commiss
s are include

when paym
the next ste

s of travel.  

ask if the com
eference cod
our back offic
of the importa
rtner.  
an email co

red with you
NOTE:  DO N
cess, clogs t

ase follow
rch proce

nt back offic
s at the time 
ER travel is
 change (pro
proper amou
ast and matc

the 15th& 2
holiday the r

Partner for A
with tracking

ooking direct

W WHAT? 
booking num

sion. Often ti
ed in this pay
ment is made
eps will assis

mmission ha
de and anyt
ce.  Go to he
ant informat

ommunicatio
.  You can u
NOT OPEN 
the system, 

w these b
ess.  

e site prope
deposit is m

s complete r
omotions, bo
unt.  
ched properl

28th of each
run date will 

ALL bookings
g payments 
tly with a hot

mber you reg
mes Partner
yment, or the
e which will n
st our team i

as been paid
hing else tha
elp desk, se
tion needed 

n thread wh
use this same
MULTIPLE 
and will dela

basic step

rly with the s
made to ensu
regardless if
onus commi

ly to an Age

h month. Ho
be shifted to

s as this ens
made.  Whe
tel or resort, 

gistered with
rs pay booki
eirfinance de
now not auto
is researchin

d.  If they sta
at will help u
lect commis
and include 

ere updates
e email to co
TICKETS F

ays your pay

ps to help

supporting d
ure it’s done
f the Partner
ission, nights

nt will be pa

owever, if th
o the first bu

sure they are
en possible w

to avoid add

h a booking n
ings in lump
epartment al
o match with
ng and track

ate yes pleas
us track it. 
ssion and se

any new or 

s, requests fo
ommunicate

FOR THE SA
yment furthe

p 

document.  
e timely. 
r pays 
s added 

aid on the 

he 
usiness day 

e set up 
we suggest 
ditional 

number that 
 sums, with 
lters the 
 our system

king down 

se ask for 

lect 
missing 

or more 
e back to the
AME 
er.    

.  

e 



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



