
 

Forecasting Room Availability 

 
 
 

 

The most important short-term planning performed by front-office 

managers is forecasting the number of rooms available for sale on any 

future date. Room availability forecasts are used to help manage the 

reservations process and guide front-office in effective room 

management. Forecasting may be especially important on nights when 

a full house (100% occupancy) is possible. A room availability forecast 

can also be used as an occupancy forecast, since there is a fixed 

number of rooms available in the hotel, forecasting the number of 

rooms expected to be occupied forecasts the occupancy percentage 

expected on a given date 

 

Rooms occupancy forecasts can be useful to the front-office and other 

departments for scheduling the necessary number of employees for an 

expected volume of business. Obviously, a forecast is only as reliable as 

the information on which it is based .Since forecasts can serve as a 

guide in determining operating costs, every effort should be made to 

ensure forecasting accuracy. 

 

Various factors which play an important role while forecasting room 

availability 

 

1. A thorough knowledge of the hotel and its surroundings. 
 

2. Market profile of the constituencies the hotel services. 
 

3. Occupancy data for the past several months and for the same 

period of the previous year. 
 

4. Reservation trends and a history of reservation lead times(how far 

is advance reservations are made) 



 

 

5. A listing of special events scheduled in the surrounding 

geographical area. 
 

6. Business profile of specific groups booked for the forecast dates. 
 

7. The number of non-guaranteed and guaranteed reservations and 

an estimate of the number of expected no-shows. 
 

8. Group bookings and the cut-off date for room blocks held for the 

forecast dates. 
 

9. The impact of city-wide or multi-hotel groups and their potential 

influence on the forecast dates. 
 

10. Plans for remodeling or renovating the hotel that would change 

the number of available rooms. 
 

11. Construction or renovating plans for competitive hotels in the 

area. 
 
 
 
 
 
 

 

Forecasting Data 

 

The process of forecasting room availability generally relies on 

historical occupancy data. To facilitate forecasting ,the following 

daily occupancy data should be collected: 

 

 Number of expected room arrivals
 Number of expected room walk-ins


 Number of expected room stayovers(rooms occupied on previous 

nights that will continues to be occupied for the night in question)
 Number of expected room no-shows


 Number of expected room understays(check-outs occurring 

before expected departure date)



 

 Number of expected room check-outs


 Number of expected room overstays (check-outs occurring after 

the expected departure)
 

Over- all, the above data are important to room availability forecasting 

since they are used in calculating various daily operating ratios that 

help determine the number of available rooms for sale. 

 
 
 
 
 
 

 

Occupancy History of the ABC         

     Room Room Room Room 

 Day Date Guests Arrivals walkins  Reser. Noshow 

Mon 1/3 118 70 13 63  6   

Tues 2/3 145 55 15 48  8   

Wed 3/3 176 68 16 56  4  

Thurs 4/3 117 53 22 48  17 

Fri 5/3 75 35 8 35 8  

Sat 6/3 86 28 6 26  4  

Sun 7/3 49  17  10 12  5   

 Total 766  326 90 288 52  
                  



 

 Occupied Overstay Understay Room 

 Rooms Rooms Rooms Check-outs 

90 6 0 30  

115 10 3 30  

120 12 6 63  

95 3 18 78  

50 7 0 80  

58 6 3 20  

30 3 3 45  

558 47 33 346   
 
 
 
 
 
 

 

1. Percentage of No-shows. 

 

The percentage of no-shows indicates the proportion of reserved 

rooms that the expected guests did not arrive to occupy on the 

expected arrival data .This ratio helps the front office manager to 

decide, when and how many rooms can be sold to guests who come as 

walkins. The percentage of no-shows is calculated by dividing the 

number of room no-shows for a specific period of time(day, week, 

month, or year) by the total number of room reservations for that 

period. 



 

Percentage of No-shows = Number of Room No-shows 

 

Number of Room Reservation 

 

=52/288x 100=18.06% 

 

Some hotels track no-show statics in relation to guaranteed and non-

guaranteed reservations. Properly forecasting no-show rooms also 

depend on the hotels mix of business, eg corporate group generally have 

a much lower no-show %age than other types of groups or individual 

business .A hotel with a large corporate market will most likely have a 

very low no-show %age as compared to a hotel having little group 

business. The %age of no-shows can be controlled through a number of 

policies and procedures such as requesting deposit in advance from 

guests, call the guests before date of arrival to confirm arrangements, 

check the reputation of travel agents, tour operators ,duplicate 

reservations etc before confirming the reservations. 

 

Percentage of walk-ins 

 

The percentage of walk-ins is calculated by dividing the number of 

rooms occupied by walk-ins for a specific period by the total number of 

room arrivals for same period .The %age of hotel ABC can be calculated 

as follows. 

 

Percentage of walk-ins=  number of walk-in rooms x100 

 

Total number of room Arrival 
 

= 90/326x100 
 

= 27.61 % 



 

 

Walk-in guests occupy available rooms that are not held for guests with 

reservations. Often, hotels can sell rooms to walk-in guests at higher 

rates since these guests may have less time & opportunity to consider 

alternate properties. Front desk agents are asked to show a guestroom 

to a walk-in guest----which is much more effective than trying to sell 

rooms over phone. Walk-in guest sales help to improve both occupancy 

and revenue. Walk-ins also give a chance to find new guests who can 

prove CIPs in future. However, from a planning perspective , it is always 

considered better to have reservations in advance than to count on 

walk-in traffic 

 

Percentage of Overstays; 

 

It represents rooms occupied by guests who stay beyond their originally 

scheduled departure dates. Overstay guests may have arrived with 

guaranteed or non-guaranteed reservations or as a walk-in. 

 

Number of overstay rooms for a period by the total number of 

expected room check-outs for the same period. The %age of overstay 

for hotel ABC is calculated as under  

 

Percentage of Overstays = Number of Overstay Rooms 

 

Number of Expected checkouts 

 

= 47 x100 

 

346-33+47 

 

= 13.06 of exp. Checkouts 
 
(exp.checkouts= Actual check-outs-understay+under stay 



 

 

To help regulate room overstays , front-office agents are trained to 

verify an arriving guests departure date at the time of check-in. such 

verifications can be critical ,especially when the hotel is at or near full 

occupancy and there are no provisions for overstay guests. Overstays 

may also prove problematic when specific rooms have been blocked for 

arriving guests. This is especially important for suits or other rooms that 

may have special importance to an incoming guest. 

 

Percentage of Understays 

 

It represents rooms occupied by guests who check-out before their 

scheduled departure dates. Understay guests may have arrived at the 

hotel with guaranteed or non-guaranteed reservations or walkins. The 

percentage of understays is calculated by dividing the number of 

understay rooms for a period by the total number of expected room 

check-outs for the same period. Using the data given , the percentage 

of understays is calculated as under 

 

Percentage of understay= Number of Understay Room 

 

=Number of Expec.Check-outs 
 
 

= 33 x100 
 

346 -33 +47 
 

= 9.17 % of expec.check-outs 
 

Guests leaving before their stated departure date creats empty rooms 

that typically are difficult to fill. Thus , understay rooms tend to 

represent permanently lost room revenue. Overstays ,on the other 

hand, are guests staying beyond their stated departure date and may 

not harm room revenue .when the hotel is not operating at full 

capacity, overstay results in additional, unexpected room revenues. 



 

To regulate understay and over stay rooms ,front office staff should 

 

1. Confirm or reconfirm each guests departure date at registration. 

Some guests may already know of a change in plans, or a mistake 

have been made in the original processing of the reservation. 
 

2. Present an alternate guestroom reservation card to a registered 

guest explaining that an arriving guest holds a reservation for his 

or her room. Guests may be informed in advance about their 

scheduled check-out date. 
 

3. Review group history. Many groups ,especially associations ,holds 

large closing events for the entire group on the last day of 

meeting. 
 

4. Contact potential overstay guests about their departure date to 

confirm their intention to checkout. 
 

5. Room occupancy data should be examined each day, rooms with 

guests expected to check out should be flagged 
 

6. Guests who have not left by check-out time should be contacted 

and asked about their departure intention. 
 

Forecast Formula 
 

Once relevant occupancy statistic have been gathered, the 

number of rooms available for any given date can be determined 

by the following formula; 
 

Total number of Guestroom 

 

- Number of out-of-order Rooms  
- Number  of  Room stayovers  
- Number  of  Room Reservations  
- Number of  Room Overstays 



 

+ Number  of  Room reservations x %age of No-shows 
 
+ Number  of  Room Understays 

 

= Number of Rooms Available for sale 

Note the  above formula does not include walk-ins. The y are not 
 

included because the number of walk-ins a hotel can accept is  

determined by the number of rooms available for sale and  it various 

on daily basis.   

Following data is available about Hotel ABC, calculate number of 

rooms available for sale   
 

Total number of rooms 120, on April 1
st

. there are three out-of-order 

rooms, 55 stayovers, 42 scheduled arrivals (reservations) percentage of 

no-shows 18% .Based on the historical data ,six understays and fifteen 

over stays are also expected. The number of rooms projected to be 

available for sale on 1
st

. April can be determined as follows. 

 

Total number of Guestroom =120 

 
 
 

 

- Number of out-of-order Rooms = -3 

- Number of Room stayovers = -55 

- Number of Room Reservations= -42 

- Number of Room Overstays = -15 

 

+ Number of Room reser. x %age of no-shows=+8 

(42 x 18 % = 8 rooms) 
 
+ Number  of  Room Understays  = +6 



 

= Number of Rooms Available for sale = 19 

 

Therefore ABC hotel is having 19 rooms for sale on 1
st

. April once this 

figure determined ,front office management can decide 

 

1. Whether or not to accept more reservations  
2. Helps to determine its level of staffing.  
3. Helps to determine the number of rooms that cn be sold to walk-ins. 

 

Front-office planning decisions must remain flexible ,as they are 

subjected to changes and room availability forecasts are based on 

assumptions whose validity may vary on any given day. 

 
 
 
 
 
 

 

Sample forecast forms 

 

The front-office may prepare several different forecasts depending on 

its need. occupancy forecasts are typically developed on a monthly 

basis and reviewed by food & beverage and rooms division 

management to forecast revenue, project expenses, and develop 

labour schedules. These forecasts help hotel departments maintain 

appropriate staff levels for expected business volumes and thereby 

help contain costs. 



 

Ten—Day Forecast . 

 

It is developed jointly by the front-office and reservations manager . A 

ten-day forecast usually consists of : 

 

#. Daily forecasted occupancy figures, including room arrivals, room 

departures, rooms sold, and number of guests. 
 

#. The number of group commitments ,with listing a listing of each 

groups name, arrival and departure dates, number of rooms reserved , 

number of guests and quoted room rates. 

 

#. A comparison of previous periods forecasted and actual counts and 

occupancy percentages. 
 

First ,the current number of occupied rooms is reviewed, the 

estimated number of overstays and expected departures are noted. 

Next relevant reservation information is evaluated for each room by 

date of arrival, length of of stay ,date of departure and reconciled with 

reservation control data. After that actual counts are adjusted to 

reflect the projected percentage of no-shows, anticipated understays 

and expected walk-ins. These projections are based on hotels current 

history of specific groups scheduled to arrive. Finally, conventions, 

conferences etc are incorporated in the forecast form. 



 

 
 

 

SIMPLE TEN-DAYS OCCUPANCY FORECAST  
 Ten Day Occupancy Forecast 

Location---------------------------- #------------------------------------   -----------------------------------WeekEnding 

date-Ending----------------------------- prepared By--------------------------------------------------------------------         
To be submitted to all H.O.Ds at least one week before the first day listed on forecast 

            

1.Date & Day  Sat Sun Mon Tues Wed thur Fri Sat Sun Mon 

2.Estimated Departures            

3 Reservation Arrivals-group            

4.Reservation Arrivals indiv.            

5.Future Reservations            

6.Expected Walk-ins            

7.Total Arrivals            

8.Stay-overs            

9.TOTAL FORECASTED ROOMS            

1O.Occupancy multiplier            

11.FORECASTED NO.OF GUEST            

12.Actual rooms occupied            

13.Forecasted variance            

14.Explanation            

APPROVED-------------------------------- DATE---------------------------------------------------         

            



 

Three-days Forecast 

 

A three-day forecast is an updated report that reflects a more current 

estimate of room availability. It details any significant change from ten-

day forecast. The three-day forecast is intended to guide management 

in fine-tuning labor schedules and adjusting room availability 

information. 

 

 Sample Three-Day Forecast 
  

 THREE-DAY FORECAST 

Date of forecast -----------------------Forecast completed By----------------------   
Total Rooms in hotel---------------------------------------------------------------  

 
 

Tonight Tomorrow 
 

Day  
DATE  

 

Previous night occupied rooms  

 

- Exp.departures  
- Under stays  
+ Overstay  
+ unoccupied rooms   
= Rooms available for 

sale + Exp.arrivals   
+ Walkinns  
- No-shows 

 
- Occupied rooms 

= Occupancy %  
= Exp.House-count  

 
 

3rd  
Night 

 

 
1.Previous night occopied rooms is determined from either the actual number of rooms 
occopied last night or the forecasted number of rooms from the 

 

2. Exp.house-count equals the forcasted occupied rooms xmultiple occupancy %age for the 

day c.c =G.M, Front Desk,House-keeping,  



 

Room Count Considerations 

 

Control books, charts, computer applications, projections ,ratios ,and 

formulas can be essential in short and long term room count planning. 

Several physical counts of rooms occupied, vacant, reserved, and due 

check-outs, to complete the occupancy statistic for that day. A 

computerized system reduces the need for most final counts as the 

software continuously updates room availability information .The 

below given check list may be applicable to non-automated and semi-

automated operations . 

 

1. Make count of the rack and reservations. On tight days ,a count 

should be made at 7.00 am,noon,3.00 pm and 6.00 pm normal . On 

normal days, a 7.00 am and 6.00pm count will suffice. 
 
2. Check room rack against the folio bucket to catch sleepers and 

skippers. 
 
3. Check house-keeping reports against the room rack to catch 

sleepers and skippers . 
 
4. Check for rooms that are due outs, but still have balance on their 

folios.  
5. Check reservations for any duplications. 

 
6. Ensure that all amendments and cancellations have been 

incorporated.  
7. Check weather report for city.  
8. Check with other hotels for duplicate reservations. 

 
9. Check arrival dates on all reservation forms to be sure none were 

misfiled.  
10. Check the rooms cancellation list. 



 

 

11. Check if any reservation is held for any friend or known person of 

the staff member which can be helped to be roomed in some hotel 

if required. 
 
12. Close the property s cut-off time ,pull the reservations that are 

not guaranteed or prepaid. 
 
13. If any rooms are out-of-order or not presently in use, check to see 

if they can be made up. 
 
14. Before leaving work, convey in writing all pertinent information to 

the oncoming stall. Good communication is essential. 



 

Walking a guest 

 
 
 
 

 

Walking a guest with guaranteed /confirmed reservation 

can have serious side effects from a legal and public 

relations stand point. Therefore F.O.M must maintain 

proper records of all WALKING guests for future 

reference 

 

Walking a guest 

 

1. Some persons must not be walked ---returning 

guests, V.I.P and C.I.P guests, celebrities and 

persons whose presence is must e.g P.A of any 

official. 
 

2. If anyone is to be relocated ,do so early between 

5p.m to 7 p.m. 
 

3. Ensure minimum inconvenience caused to the 

guest who is being walked. 
 

4. Some senior person to explain situation briefly to the 

guest and extend sincere apologies  
5. Arrange car for the guest. 

 
6. Arrange flowers and fruit basket for the guest in the 

hotel where he is walked. 



 

 

7. Some senior person must escort the guest to the 

other hotel.  
8. The F.O.M must call the guest . 

 
9. Information about the re-allocation must be given to 

telephone operator, reservation department, 

reception of your hotel. 
 

10. Guest may or may not be charged----

depends upon the policy of the hotel. 
 

11. If reservation is for more than one day ,try to 

bring back the guest as soon as room is available 

in your hotel. 
 

12. If reservation is only for one day ,letter of 

apology letter from the desk of G.M or F.O.M 

should be sent to the guest before he checks out 

of the hotel. 
 

13. Keep record of the walking guests and take 

proper steps to avoid this in future. 



 

STATICSTICS Statistics are facts expressed in terms of 

 

rupees,numbers,figures etc and is the grouping of data 

in a orderly and usable manner. 

 

Occupancy Ratio 

 

1. Occupancy % = No. of rooms sold/occupied x100 

No. of rooms available 
 
 
 

2.Multiply occupancy /Double occupancy = 

 

No. of rooms occupied by more than 1 person x100 
 
 

No. of rooms occupied 
 

OR 
 

(House –count  -1 )  x100 
 

No. of rooms occupied 

 
 

 

2. Guest per room/averge guest per room = 

House- count /no. of guests  
No. of rooms sold 

 
 
 
 
 

t 

 

 

House –count=yesterdays H.C + Todays 

arrivals-todays departures 



 

 

3. Bed occupancy %age/ Guest occup. 

%age/sleeper occup. %age = No. of beds sold x 100 
 

No. of beds available 

 
 

 

4. Average Room rate (ARR)= Total room revenue 

No. of rooms sold 
 
 
 
 
 

5. Average room rate per guest= Total room revenue 

No. of guest/H.C 
 
 
 

 

5. Rev.PAR = Total room revenue No. 

of rooms available 
 
 
 

6. Yield %age = Actual room revenue x 100 

Potential room revenue



 



 



 

 


