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Shape Name Description

Task
Represents a manual activity of the

process.

Automatic Task
Represents an automatic activity of

the process.

Flow direction
Input or output of the task or

decision.

Systems Applicatio or Tool.

Start/End
Indicates the beginning or the end 

of a process.

Manual Process

Manual Business process composed

of tasks, decisions, flow directions,

documents and measured on a time 

Decision point
It is originated after one task and it

generates two or another decision.

Report or 

document

It is a physical or electronic file used

as input or output of a task.

Notifications External/Internal Notifications.
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Commissions (OTA, TTAA, TTOO)  Control & Reporting: Budget definition

HQ Commercial, BI and Controlling & 
Financial Planning 

BU Commercial and Controlling & Financial Planning Hotel
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Corporate 
Commissions Policy

Correct 
proposal?

Check given budget 
guidelines

2

Inform to BUs initial 
guidelines for 
annual budget

Review BUs changes 
proposals

4

Changes proposal

3

No

Inform to BUs 
guidelines for 
annual budget 
commissions

6

1

Correct 
proposal?

Yes

No
Discuss initial and 
changes proposal

5

Inform to hotels 
guidelines for 
annual budget 
commissions

7

Elaboration of 
annual budget 

(hotel level)

8

Yes

Elaboration of 
annual budget (BU 

level)

9

Elaboration of annual  
budget (Corporate 

level)

10

Annual opex 
budget 

definition

Budget follow-
up

Approval and 
communication of the 

annual budget

11

Approval and 
communication of the 

annual budget

12
Contract 

signature & 
upload
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Order Task Task Description When Responsible Frecuency Tools 


1
Inform to BUs initial guidelines 

for annual budget

Based on the budget guidelines for the following year, prepare and 

inform the Business Units the initial guidelines for calculating the 

commisions annual Budget, hould be based in clear assumptions like 

% /room revenue commissions will remain as previous year per hotel 

unless clear segmentation change like:

- Starts hotel upgrade 

- Brand hotel upgrade (From NH to Collection)

- Refurbish and repositioning.

- Commercial decision to change dramatically segmentation.

And taking into account:

- The expected growth per channel

- Hoteliers expected revenue

- The average cost per channel

Before the 

annual budget 

process

 HQ Departments:

Commercial, BI and 

Controlling & 

Financial Planning

Annually

(Business Inteligence) 

Commisions Aggregated 

Data Report 

2 Check given budget guidelines
Review whether these initial guidelines proposed by HQ fits to the 

calculations made by the BU

Before the 

annual budget 

process

 HQ Departments:

Commercial, BI and 

Controlling & 

Financial Planning

Annually

3 Changes proposal If there are criteria discrepancies, develop a proposal and sent to HQ

Before the 

annual budget 

process

BU Departments: 

Commercial, BI, 

Managing Control y 

F&A 

Annually

4 Review BUs changes proposals
Review the Business Unit proposals received. If it's correct/accepted, 

add the calculation of commissions to the budget.

Before the 

annual budget 

process

 HQ Departments:

Commercial, BI and 

Controlling & 

Financial Planning

Annually

5
Discuss initial and changes 

proposal

If the proposed changes are not accepted by HQ, a reviewing 

process is initiated to compare the calculated proposal vs the initial 

guidelines calculations.

Before the 

annual budget 

process

HQ and BU 

Departments: 

Commercial, BI and 

Controlling & 

Financial Planning

Annually
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6
Inform to BUs guidelines for 

annual budget commissions

After agreeing with all Business Units the commissions budget 

calculation, report the final guidelines for the commissions 

calculation to be included in the budget for the following year

Annual budget 

process

HQ Departments: 

Commercial, BI and 

Controlling & 

Financial Planning

Annually

(Business Inteligence) 

Commisions Aggregated 

Data Report 

7
Inform to hotels guidelines for 

annual budget commissions

Inform to the  hotels the guidelines for the calculation of 

commissions to be included in the budget for the following year

Annual budget 

process

BU Departments: 

Commercial, BI and 

Controlling & 

Financial Planning

Annually

8
Elaboration of annual budget 

(hotel level)
Prepare the annual budget based on the guidelines received

Annual budget 

process
Hotel Manager Annually

9
Elaboration of annual budget 

(BU level)

Check the Hotels individual budgets and prepare the annual budget 

of the BU

Annual budget 

process

BU Departments: 

Commercial and 

Controlling & 

Financial Planning

Annually

10

Elaboration of annual budget 

and approval by Steering 

Committee (Corporate level)

Review the Business Units aggregated budgets and prepare the NH 

Hotel Group annual budget.

Annual budget 

process

HQ Departments: 

Controlling & 

Financial Planning

Annually

11
Approval and communication 

of the annual budget

The annual budget must be submitted to the CFO for approval. 

Approved budget will be communicated to BUs.

Annual budget 

process

HQ Departments: 

Steering Committee 

and Controlling & 

Financial Planning

Annually

12
Identify budget commissions 

gaps

For new commercial contracts or amendments thereto, assess the 

impact on the budget committee and report to Managing Control 

departamet,  to study if the impact is significant enough to generate 

a budget amendment

After the 

signing of new / 

modified 

contract

 HQ Departments:

Commercial and 

Controlling & 

Financial Planning

New 

Commissions 

Contract 

Negociation

Contract signature & 

upload and Budget 

follow-up processes
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Id Responsible Deadline Date

1 Romain Dvorak

Issue

Confirm the tasks deadlines and documentation to 

be submitted to the Steering Committe and 

documentation to deliver to the BUs/ Hotels

Resolution 

Open Points 
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