Common Housing Terms 
Attrition: A group contracts a certain number of rooms, meeting space, and food/beverage.  When the contract is signed, they are agreeing to meet a certain amount of revenue (the standard attrition is 90% of the contracted revenue).  If they do not pick up enough rooms or fall short of the projected revenue, they must pay the remaining amount (attrition).

Audit: An audit finds members of a group who may have reserved outside of the block.  The purpose of an audit is to help a group reduce or prevent attrition. Which reservations they receive credit for outside of the block depends on the contract.

Cutoff: A group’s cutoff refers to the date that rooms within a block are released back into general availability.  The hotel no longer guarantees rooms for the group.

CSM: This stands for Convention Service Manager, which is the main hotel contact for a group once a contract is signed.  They are in charge of setting up any events while the group is in house, and is the main person a meeting planner will coordinate with.  Resumes are sent by CSMs.  
Elastic: This means that the group can reserve the rate outside of the block (based on general availability).  This is important if it is past cutoff and the hotel still has availability. 
Non-elastic: When a group is non-elastic, it means the group can only make reservations within the allotted rooms in their block.  Non-elastic is important when the hotel is almost sold out or is trying to limit the discounted rate of the group.  Any non-elastic overbookings must be approved through Steve or Camille.

Block status: The status of a block will show in Opera as: pro, initial, open, los, cancel, or reg.  Pro status means it is still in the contracting phase and nothing has been signed.  Initial is when the inventory is being pulled for the group. Open means the contract has been signed, inventory is set up, and we are ready to take reservations.  Los refers to a lost block, which could be due to something like a date change.  Cancel is self-explanatory, and reg means refused block- which usually means the other hotel was booked instead or another block was created.
PM: Post Master? This is the group’s master reservation that can be billed for the event.  When designated, room/tax or all charges may be routed for individuals in the group to this room.
Pre-con: This is the slang for pre-convention meeting, which is normally held within a few days of the group’s arrival.  Pre-cons range in size and formality, so housing only needs to attend when requested. Normally the major department heads involved with the group attend these meetings.  

Resume: This is sent about a week before the group’s arrival, and is a summary of important info for the group.  Housing reviews these resumes, paying special attention to billing and VIPs.  If billing does not match the notes in group reservations/accommodation notes, the CSM should be contacted to verify which information is correct (any changes for groups should be saved within the shared folder). VIPs should be reviewed for Little America and any traces added.  Amra takes care of VIP guests for Grand America.  
Turnover: A turnover refers to a group contract once it has been signed.  Turnovers are e-mailed from the sales manager and are reviewed by housing and CSMs. Housing reviews the contract for reservation method, billing, room grid, concessions/special considerations, cancellation policy, and cutoff date.  We verify all the information on the actual contract to make sure everything matches for the group block in Opera.  Anything different should be updated and a PM made for the group.
