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WORKBOOK

Welcome to Historic Hotels of America!

Completion of this workbook marks the beginning of the implementation process for your hotel’s profile on
HistoricHotels.org, and will help ensure your hotel has optimal web presence. Please complete and return as soon
as possible. Failure to return in a timely manner will result in delaying your listing going live on HistoricHotels.org.

Please send the completed workbook to webmaster@historichotels.org.

Hotel Name

Website URL

Email Address Please provide an email address, which is monitored by Reservations or Front Desk 24/7. If connectivity fails, we will
for Reservations keep you informed about connectivity issues and deliver reservation information until connectivity is re-established.

Can we pull content from your website to assist Y N
with building your profile on HistoricHotels.org? O O
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Member Profile Content

As you complete the following sections, please include all available information you feel may be useful to the luxury
heritage traveler. Information from this workbook will be used to generate historic-centric, custom-written content
optimized for key search results.

Profiles on HistoricHotels.org contain original content and does not use duplicate content from existing websites or
sources. Please note all copy is subject to comply to the Historic Hotels of America brand style guide.

Overview

Please provide a brief description summarizing your hotel's highlights, including historic significance and recent awards.

Keywords

Help customers find your hotel by listing keywords for points of interest nearby. Categories may include: National Historic
Sites, museums, festivals, culinary destinations, landmarks, battlefields, monuments, train stations, airport codes,
educational institutions, and national parks.

Check-in Time:
Age Requirements/
Restrictions:

Airport Shuttle:
Cancellation Policy:
Cribs/Pack-in-Play:
Deposit Policy:

Eco-Friendly
Practices:

Early Check-in/

Late Check-out Policy:

Extra Person Fees:

Family Friendly
Program:

Gift Shop:

Check-out Time:

Nearest ATM:

Occupancy
Restrictions:

Parking Options:

Payment Types
Accepted:

Pet Policy:
Rollaways:
Seasonal Property:
Smoking Policy:

Taxes & Hotel/
Resort Fees:

Travel Agent
Commission:



Fun Fact

Please provide a fun fact about your hotel.

History

Please provide a detailed history of your hotel. This section may be written in paragraph or timeline format. Be sure to mention
architectural design and style, original uses and owners, any significant dates, special guests and visitors, major milestones, and
other notable moments.

Building Constructed:
Architectural Style: If Other:

Property Style: If Other:

Ghost Stories

Please detail any ghost stories or hauntings applicable to your hotel.



Accommodations

Please detail your hotel's accommodations, including a list and description of all available room types and available guestroom
amenities.

Number of Guestrooms: Adjoining Rooms:

Number of Suites: Handicap Accessible
Rooms:

Dining

Please provide information on all food and beverage options avaialble at your hotel.

Include a brief description of the venue, type of cuisine, dining style, dress code, hours of operations, chef information, and any dining
specials or events.

If available, please send menus, entertainment calendar, and any other relevant documents you would like to be included in the
dining sections. Information on sending files is available on page 8.

Spa

Please detail your hotel's spa facilities and services. Include a brief overview, descriptions on signature services and treatments,
hours of operation, and special offers or packages.

If available, please send spa menus and brochures to supplement the content. Information on sending files is available on page 8.



Golf

Please provide a brief description of your hotel's golf facilities, including hours of operation, facility amenities, and additional
recreational services.

If available, please send course brochures, maps, and any additional documents to help supplement the content. Information on
sending files is available on page 8.

Meetings & Groups
Please describe your hotel's meeting and event facilities and services.

Include descriptions of all available function space and venues, available audiovisual equipment, capacity charts, floor plans, catering
information, and any other business related services.

If available, please send capacity charts, floor plans, sample menus, and other relevant documents which will be included in the
Meetings & Groups section. Information on sending files is available on page 8.

Group Value Dates

Group Value Dates are those need, opportunity, or low-occupancy periods, when you are able to offer special group rates
and/or meeting packages as an incentive for meeting and event planners.

Please provide your hotel’s available group value dates and any special rates/packages.

Group Booking Policy

Please provide your hotel's group booking policy.

EXAMPLE: A group consists of any party requiring ten (10) rooms or more.



Weddings

Please detail your hotel’'s wedding facilities and services. Be sure to include a list and description of all available reception and
ceremony venues, catering services, wedding planner information, and other wedding related services.

Activities & Events
Please list and describe all the available on-site facilities, services, and activities at your hotel.

Examples include children's programming, pool facilities, complimentary receptions, history tours, and more.

Local Attractions

Please list and describe your hotel’'s recommendations on the area’s best cultural and historic attractions and activities.

Events Calendar

Please provide a link to a calendar of events for both the hotel and area.



Location

Please provide an overview of your hotel's location.

Seasonal Weather Conditions

Please provide an overview of your location's weather conditions, seasonally.

Airport

Please provide the name(s) of the closest airport(s) to your hotel.

Driving Directions

Please provide driving directions to your hotel.

Public Transportation

If applicable, please provide details on available public transporation available.

Special Offers & Packages

Please note, all rates must be loaded and mapped to the appropriate channels in order for your hotel to be
bookable on HistoricHotels.org.

All rates, special offers, and packages bookable through HistoricHotels.org will be listed under your profile’s Hot
Deals section.

Please visit the Member Portal for rate loading instructions, available in the Reservations section. Login: hha / Password: hotels


http://www.historichotels.org/members/reservations.php

Website Image Information & Tips

The better your images look, the better your hotel will look on HistoricHotels.org. Images will be used throughout
your hotel profile and its media gallery.

Below are tips and guidelines which will help ensure your hotel has the best visual presence on HistoricHotels.org.

REQUESTED IMAGES

RESOLUTION & FORMAT

IMAGE BEST PRACTICES

WEBSITE MASTHEADS & HERO IMAGES

Submitting Images & Files
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Historic HOTELS
of AMERICA HOTEL CONTACT FORM

National Trust for Historic Preservation™

Keep Historic Hotels of America up-to-date with every member of your team by completed the Hotel Contact Form.

Hotel Name Main Phone Number
Address Main Fax Number
City, State & Postal Code Hotel Website Address
Country Management Company

General Manager

Director
of Marketing

Director of Sales

Reservations Help
Desk (Required)

Corporate

Transient Sales
(Corporate RFPs)

Group Sales

Leisure Sales

Public Relations

Social Media

Hotel Historian

Accounts Payable

Controller

Director
of Housekeeping

Engineering/
Maintenance

Fitness Center/
Gym

Frequent Flyer
Program Contact




Food & Beverage

Front Office
Manager

Human Resources

IT/Technology

Owner

Purchasing

Revenue
Management

Revenue
Management

Spa




Next Steps

Submit Form. Please send this completed form to webmaster@historichotels.org. Retain a copy for your records.

Completed

Complete Room Type Description Form (needed for Open Hospitality hotels only). Please send completed form to
webmaster@historichotels.org.

Completed

Send Images. Review the instructions and guidelines, located on page 8, to complete this step.

Completed

Send Files. Review the instructions and guidelines, located on page 8, to complete this step.

Completed

Load Rates. Review the instructions and guidelines, located on page 7, to complete this step.

Completed

Future Updates

Members are encouraged to regularly review and update their hotel’'s profile to ensure it is displaying up-to-date
and relevant content and imagery is a priority.

For future updates to your member profile, please follow these instructions:
Packages

For requests to add offers and packages to HistoricHotels.org, please download the [Package Request Form|Once
completed, please submit to webmaster@historichotels.org.

Images & Files

Requests to add, delete, or edit current images and files currently being displayed should be emailed to
webmaster@historichotels.org. Please indicate in the email where changes should be made (i.e. media gallery, property
page, etc.). Do not send files directly in email messages due to file sizes being too large. Send all images through DropBox
or WeTransfer to webmaster@historichotels.org.

Website Content
Requests to add, delete, or edit content or events on your hotel’s profile should be sent to webmaster@historichotels.org. If

you are experiencing an issue with website functionality, please detail steps taken and provide screenshots if possible.
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http://phgcdn.com/pdfs/uploads/Member_Portal/HHA_Special_Offers_Form.pdf
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