PROSES e-BOOKING
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1.1 Customer submits 1.2 Customer submits
beoking request the oline booking
through fax, phone, request form
letter or eMail, through Internet.
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2. Staff checks for availability of
the facility and verify
customer's request through
system,

Customer agree
suggestion?

4. Staff inform customer and
sugqgests an alternative type of
facilities or reschedule the
booking.

Facility
Available?

3. Generate formal Application
form for customer to sign and
for approval purpose. (For
internal usage)

// 6. Staff inform the customer that

Officer his/her booking had been

~ Approved? cancelled because of certain >
reason.

5. Generate and send booking 9
confirmation letter to customer
in order to get the
confirmation,

. System rerninder staff one
week before the event. Staff
reminders the customer to
comfirm the booking.

.Customer

Customer
Confirmed?

Cancelled?

7. Customer confirms booking by 8. Staff cancel the booking and
pay the deposit or settle the inform the customer that the

payment. Staff issues the booking had been cancelled. ol
invoice and T69 receipt.

Y

10, Staff assigns personel in
charge for the booking.
System reminds the staff one
day before event to get ready.




