The procedures of room reservations
· Reservations under the above rate plan have to be requested by original official document (signed and stamped by the representative person), or by fax in the number +355 4223 25 21 (signed and stamped by the representative person) or e-mail reservation@hoteltirana.com.al from the official e-mail address of the company.
· In the request sent by the company should be clearly stated the name of the individual or the company that will cover the accommodation costs or/and also the extras ( such as restaurant, minibar, telephone, bar, laundary, other bussness center services etc).
· Based on your request and hotel availability, a booking confirmation will be sent from our reservation office.
· In the offical request sent by your company should be written the VAT number, the exact address, the name of the contact person and phone number. 

Check in and checkout time

· The check in time is 14.00. 
· The check out time is until 12.00
· For late check out up to 18.00 will be charged 40Euro for the Single Room and 50Euro for  the Double Room. 
· For check out after 18.00, full night rate of the room will be charged.
· For Day Use (room use from 12.00-18.00) half the applicable rate per room will be
· Charged.
· 
Cancellation policy for Hotel Rooms:

· No fee will be charged if the cancellation for the individual reservation (maximum 1 person) will be done at least 24h prior to the day of arrival at 14h00.
· No fee will be charged if the cancellation for the individual reservation (maximum 9 persons) will be done at least 72h prior to the day of arrival at 14h00.
· No fee will be charged if the cancellation of the group reservation (minimum 10 persons) will be done at least 21days prior to the day of arrival.
· No fee will be charged for modifications of group reservations will be done at least 10 days prior to the day of arrival of the group.
· If the cancellation will be done after the deadlines specified in point above the full amount of the first night of the accommodation will be charged accordingly.
· In cases of No Show, the full amount of the first night of the accommodation will be 
· charged to the company.
· However the hotel reserves the right to ask for extension of the cancellation deadline due to very busy periods.


Payment of the Accommodation:

· In cases when the payment  for the reservations will be done by the Company, the full prepayment of the accommodation costs should be done at least 7 days prior to the arrival day of the guests (Cash, Credit Card or Bank Transfer at Raiffeissen Bank- transfer  commision should be paid by the client).
· In cases when the payment of the accommodation will be done by the guests themselves directly in the hotel ( during their check in or during their stay or during their check out), every reservation should be guaranteed with a valid credit card. The hotel reserves the right to preauthorize credit card.
Cancellation policy for Meeting Rooms:

· No fee will be charged if the cancellation of the reserved event will be done at least 14 days prior to the day of activity.
· If the cancellation of the reserved event will be done 7 to 13 days before the day of activity, 50% of the full cost of the arrangement will be charged to the company.
· If the cancellation of the reserved event will be done 7 days or less that 7 days before the day of  activity and in cases of “ no show”, the full cost of the arrangement will be charged to the company.
· 
	In order to confirm the event the company should send an offical request ( signed and stamped by the responsible person) where should be written the VAT number, the exact address, the name of the contact person, his phone number and there should be clearly written the company which will make the payment of the activity.



Payment of the Event:
· The payment of the event can be done in: Cash, Credit Card or Bank Transfer (transfer commision should be paid by the client). 
· Please note that as per the Hotel policies the payment of the event should be done at least 7 days prior to the day of activity ( or otherwise as per the conditions specified in the agreement between the Hotel and the Company). 
· In cases when the company has financial obligation toward the Hotel, the Hotel will not guarantee the organization of the event before the payment clearance confirmation.

[bookmark: _GoBack]We hope that our special offer will meet your expectations; however, should you have any queries, please do not hesitate to contact us.

With kind regards,	



