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¢ AIRPORTS AUTHORITY OF INDIA

No. AAVCHQ/HOTEL/SOP/2025 9% " October 21,2025

To i
The Regional Executlve Director . The Executive Director : ]
Airports Authority of India Airports Authority of India 5 y
NR/SR/WR/ER/NER - 'RCDU/FIU
The Airport Director _ The Director :
Airports Authority of India .- . Indian Aviation Academy
i Kolkata / Chennai Airport . - New Delhi
- The Principal : The General Manager
; CATC Allahabad ’ CRSD/E&M Workshop

New.Delhi -

Sub: SOP for empanelment of Hotels — reg.
Sir/Madam ' T, i

Iﬁ order to ensure smooth and efficient éystem Competent Authority has
_ approved the SOP for empanelment of hotels for AAI officials while on
tour/trammg/transfer ete.

’

In this connection, Regions are advised to strlctly adhere to the SOP, placed at
Annexure — I, while empanelling the hotels. ? :

This comes into effect from the date of issue of this letter. : : -

- > vV K Gupta)
- 1 ‘General Manager(Admn.)
Encl; Annexe — ‘ A :

Distribution:
¢ OSD to Chairman, AAI
o ES to Member (ANS) / (HR) / (Oi)s) / (Fin) / (PIng) /CVO
-»  All Executive Directors / All GM (HR)s at CHQ
o GM (IT) for uploading on AAI website
o -GS, AAEU ‘ ' , :
oGS, ATCG(I) : ' ‘ ‘
o S,  AAI SC-STEWA / &S, AAI SC-ST-OBC (NE) EWA /GS, AAI OBC EWA
. Notlce Boards -
.» GM(IT) - for uploading on AAI website

AT B Wmmaﬁm 110003 : . G : 24632950
Rajiv Gandhi Bhawan At Safdaljung Airport, New Delhr-110003 . Phone 24632950
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Annexure — |

Standard Operating Procedure fgr empanelment of Hotels

. CHQ/RHQs/Stations shall empanel the hotels in different categories as per the

entitiements to accommodate the touring officials while on official tour/ training
etc.

. Proposal, room category-wise i.e Deluxe/Premier/Executive/Suite etc, may be
obtained from the hotels via email or physical mode in the below mentioned
format or as per requirement;

Hotel Room Rates in Rs. * Taxes Other
Name | Categories /IGST Total Complimentary
facilities
Single | Double
Room | Room

*The above rates are inclusive of MAP Plan (Breakfast & one Major Meal). No
taxes/GST to be paid on the MAP Plan as it is a complimentary facility. Taxes
will be extra on room rent.

. Acommittee consisting of minimum three executives from HR, Finance and any
other discipline be constituted o negotiate the rates and other facilities with the
hoteliers.

. The committee shall consider the following factors while recommending hotels
for empanelment;
a) Room Tariff offered

b) Location of Hotel.
c) GST Registration Certificate
d) Availability of rooms as per the entitement of various categories of officials.

e) The Rack Rate (room rent of Single room of Executive floor) of the Hotel
Ashok, be considered for deciding the eligibility of the touring officer. The
rack rate shall be available on AAIl website (copy enclosed).
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5. Based on the negotiation, the committee shall recommend the hotels to cater
different categories of entitlement.

6. An up-to-date list of region-wise empaneled hotels may also be uploaded on
official AAl Website regularly.

7. The empanelment shall initially be for two year, which may be extended on the
agreed terms & conditions of MoU.

8. The agreement shall be made with the hoteliers on the Rs.100.00 Stamp Paper
only.

9. AAl intend to claim ITC (Input Tax Credit) on GST, hence the hotel shali provide
the complete GST details in the invoice/bill.
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*J ROOM TARIFF ‘Q‘

(Velid from Bt October 2025 to 31* March 2026) ‘
Regular Room (Single Occupancy) INR 16,000
Regular Reom (Double Occupancy) INR 17,000 ‘
Executive Suite (Single/Double Occupancy) INR 25,000/
Luxury Sulte (Single/Double Occupancy) INR 30,000 i
Mini Deluxe (Single/Double Occupancy) INR 32,000 3
Deluxe Sulte (Single/Double Tecupancy) MR 70,000
Presidential Suite INR 1,70,000
Extra Bed INR 2,000

1. identification Reguirement
o Gusts et present valid photo idantificotion of chadi-in.

2 Age Reatricklont
o The primary guast checking in must be ot ieost 18 years old.
o Children aged 1=18 years must bo cccompanied by anvodult.
& Children nged 1=12 wears can stoy free of charge if nd extra bed i required,

3 Extra Bad Policy
5 Extra beds are provided as felding csdy or matireitay ond ara subject to
avarliobility.

4. Check+In and Chech-sut
o Standard check-in time: Zo0d BM,
o Stondard chech-cut time: 12000 Noon.
o Early thech-in o tate checkout & sublect to ovailobility and odditional
charges,

5. Rivect Puyment Pallcy
& Foe direct payment bookings, the hotel will blotk an omount equdd 10 your stay
il on your credit cord ot the time of arrival along with a refundoble degolt towards
odditionol chargas oumed during the stay.

& w19
THE ASHOK

Delomaic Enclays 508, Chanskyspir, New Delhi 110 021 iINDIA
Tal +84. 1128110101
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