Intern program preparation


	PLACE: Kamp Menina, reception 
	DATE: 

	NUMBER OF INTERNS: 

	LESSON: Training booking system

	LESSON TYPE: Explanation of our booking system

	CONTENT: Explanation of the booking system, how to make reservations, how to check people in/out, how to make a bill and how to cancel the bill, bill on the company

	Instructor:  




	GOALS:
	What do we want to achieve? 

	
	· Gain proficiency with the booking system: the intern should understand the basics of the booking system.
· Master the reservation process: the intern should understand how to make reservations
· Handle check-ins/outs effectively: the intern should be able to check the guests in and out and provide the necessary information (other training).
· Generate accurate bills: the intern should be able to make correct bills and apply additional costs. 
· Understanding of how to process the bills/refunds: the intern should be able to correctly void bills or issue refunds when necessary. 



	TEACHING METHODS: Explanation, demonstration, training









	WORKFLOW:
	
· Explaining/teaching them the booking system.
· Explaining/teaching them how to make reservations.
· Explaining/teaching them how to do check-ins/outs.
· Explaining/teaching them rules for check-in/out in low season
· Explaining how to make bills/storno/bill on the company.
· Explaining about the different tax rules.
· Explaining about the different campsite discount cards.
· Practice and repeat.





	EVALUATION: 



	NOTES:



	REVIEWED BY:




