
How To Make Reconciliation
This’s the official reconciliation SOP, built and implemented for

 JA Resorts & Hotels by Ganna Kamel.

This is the official reconciliation SOP I built and implemented for JA Resorts &
Hotels.

This is a real version of the process used in the operation. I have only removed
client-specific cases, examples, and supporting information that contain

confidential details.
The process, structure, and operational approach remain based on the actual

workflow 

I implemented. The full presentation goes beyond the shared SOP and explains
the wider process, including documentation, supporting evidence, dispute

handling, follow-ups, and credit note tracking.



Step #1 Choose The property Step #2

Step #3

Step #4



Step #1 Choose The property 

Step #2 Step #3



  

Choose The property 
Go to “ Payments”
Click on “ Mark a Hotel Collect No-Show Or cancellation
(reconciliations)
Save the pdf file (ctrl +P ) and save it in the folder Daily task �
Reconciliation,The month folder , Ex 5-May 2025 
Check all the bookings to insure it’s on the system ( Same CI and CO
dates , Same Number of nights and the reservation status is CO in the
PMS ) 
Create an Excel sheet providing the reconciled bookings to be easy to
tracked and then click on reconcile and do the needful, If it cancelled
the commission will be “0” , for early departure check the PMS 

Choose The property 
Go to Finance ( top up ya Habibi )!!
Click on Reservation Statement 
Save the pdf file (ctrl +P ) and save it in the folder Daily task �
Reconciliation � The month folder , Ex 5-May 2025 
Check all the bookings to insure it’s on the system ( Same CI and CO
dates , Same Number of nights and the reservation status is CO in
the PMS ) 
Create an Excel sheet providing the reconciled bookings to be easy
to tracked and then click on reconcile and do the needful, If it
cancelled the commission will be “0” , for early departure check the
PMS 

Expedia Booking.com

All reservations for stays completed in any
month must be reconciled by the 4th day of
the following month



What After ?

The bookings reconciled should be saved in excel sheets for easy track , And should be 100%
accurate as it will be sent via email to the HOD’s, HM, OPS and accounting, Keep in mind that all
reconcile bookings will be compared to the credit notes afterwards 
The excel should look like below screenshots + a tap for each property 

Plus Total Dispute 



Disclaimer

Dear Amazing team !! 

Just a quick heads-up and a friendly reminder: the reason behind the reconciliation task is to make sure we’re
not spending money where we don’t need to. If a guest didn’t stay with us, we shouldn’t be paying any
commission or extra charges—simple as that!

So let’s channel our inner booking ninjas 🥷 and make sure that cancellations are handled smoothly—marked
as No-Show or Cancelled on time—to avoid any future headaches or surprise costs.
Think of it like this: every accurate update is a little “thank you” from the finance fairies. <3

In case if you are unable to cancel the booking or shortness the stay on time please contact booking.com 

             +971 44 35 8282 \ +971 44 35 8281 

           customer.service@booking.com   \ B.com ref No@ My.booking.com , ex( 1234567@ My.booking.com )

Please make sure to follow up with the leaders in after receiving the credit note and compare with the excel
sheet you created !! 

mailto:customer.service@booking.com


Cancellation daily\weekly check

- Filter by the dates -> click cancelled and No-show
-> check the bookings and waive the commission 

�

� �

�



Thank you

With Warm Regards 

Ganna Kamel
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