
Property Integration Flowchart 
Conversion/New Construction/Flip*

STEP 1

• Review your punchlist items 
(conversions and flips only)

•Introduce you to our Design 
and Procurement Services 
Department

• Discuss available vendors
• Review insurance information
• Assist with brand signage

- Ensure that your site is 
de-identified from appear-
ance as another brand prior 
to opening. (Excludes new 
construction)

• Discuss and coordinate the 
installation of your PMS (Prop-
erty Management System)

• Introduce you to your Fran-
chise Service Manager 

STEP 2

• Review the role of Fran-
chise Services, Integration 
Services, and the Director of 
Business Development

• Confirm Property Manage-
ment System selection

• Complete static information 
load for your property in the 
Central Reservation System 

• Review MyPortal, your one 
stop brand information 
resource

• Inform your Integration 
Service Manager to schedule 
your property for a visit 

STEP 3

• Scheduled a site visit to your 
property. Proposed Date: 
_____________________

• Review your punchlist (conver-
sions and flips only)

• Review TripRewards, our excit-
ing guest loyalty program

• Review Quality Assurance/
Medallia

• Review Smith Travel Research 
Information

• Review Lanyon/ available 
consortia’s/ RFP’s (Requests for 
Proposal)

• Conduct Revenue Management 
Training/ Forecasting

• Work with you to load a full 
year’s rates and SRP’s (special 
rate plans) in PRM (Property 
Reservation Manager) or your 
PMS (Property Management 
System)

• Notify Distribution once 
completed with your rates and 
SRP’s to have the database 
reviewed for accuracy 

STEP 4

• Review the content for your 
property in the Central Res-
ervation System

• Complete the GDS ( Global 
Distribution System) coding 
process and notify your 
Franchise Service Manager 
once complete 

STEP 5

• Officially open your property 
• Upon opening, it could 

potentially take up to 120 
days to be visible on all 
major 3rd party websites
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Will...
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Will...
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STEP 6

• Confirm your property’s 
opening

• Monitor your property’s 
presence on major 3rd party 
websites

• Verify your load in Lanyon 
and advise of the consortia/
RFP programs that are 
available to you

Day 1 -  7 Day 2 - 14 Day 15 - 28 Day 29 - 63 Day 35 - 93 Day 35 - 93

FSM: _________________________ 
Phone: ________________________

ISM: _________________________ 
Phone: ________________________

* The tasks and dates included in this flowchart are for the typical property opening. Specific tasks may vary 
depending upon the needs of your property. Completion times may vary depending upon demand for integration 
services, the availability of personnel, your accessibility and conditions beyond our control. 




