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Local Hotel Order Confirmation Procedure Info

Who Can Sign? Which Hotels?
Financial 

Responsibility

Representatives 
of R&V may 

sign if they are 
using R&V 

funds

There are 21 
local hotels with 

master 
agreements

1. Attrition and 
cancellation terms 
on the order form

2. Review executive 
summary of the 
contract

3. Department 
responsible for 
fees upon 
signature



Local Hotel Order Confirmation Steps
1. Contact hotel for availability and rates for your group/event

2. Hotel will enter the details on the Order Confirmation Document 

3. Department contact receives a DocuSign email with a copy of the OCD to 

review and sign electronically

4. Hotel receives a DocuSign email to countersign

5. Both parties receive a DocuSign email with the fully executed version of the 

OCD

• Document is available for download for 48 hours

Tips:
• Only agreements on the University-approved OCD are permitted to be signed by the 

department.
• The department is responsible for all associated attrition and cancellation fees upon signature.
• Mark attrition, cancellation, and rooming list deadlines on your calendar

• Send any reduction requests to the hotel in writing prior to the associated deadlines.



Accurate 
Data

Reduce 
Manual

Workload

Electronic 
Signatures

Consistent 
Format



Let’s See How It Looks!



Available Resources

1. Guide: Booking 
Groups at Locally-
Contracted Hotels

2. Executive Summaries 
on Travel Contracts 

3. More Questions? – 
Contact AskFinance!

https://uvafinance.virginia.edu/resources/booking-groups-locally-contracted-hotels
https://uvafinance.virginia.edu/resources/booking-groups-locally-contracted-hotels
https://uvafinance.virginia.edu/resources/booking-groups-locally-contracted-hotels
https://uvafinance.virginia.edu/resources/travel-contracts
https://uvafinance.virginia.edu/resources/travel-contracts
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