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Distributed as part of the “Driving Green Fee Revenues” book 
and elearning course. 
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Navigation 
 
The Group Booking Forward Sales tool is comprised of 16 sheets navigated by the tabs along 
the bottom of the programme. 
 

 
 
Before starting to use the spreadsheet it must be set-up with the clubs own details. Click on the 
“Set-Up” tab to start this process. 
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Set-Up 
 
Club Name 
 
Enter the name of the club. 
 
Course Name 
 
If the club has multiple courses, you can use different group booking spreadsheets for each 
course. In this instance, you can specify which course this particular spreadsheet refers to. 
Alternatively, you can leave this blank if you wish to combine all courses group booking activity 
into one spreadsheet. 
 
Year 
 
Use the drop down menu to select the calendar year for which this spreadsheet refers to. This is 
a compulsory field – the forward sales report will not function correctly unless you have selected 
a year in this cell. 
 
VAT 
 
Enter the current VAT rate, if applicable to the club. 
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TARGET table 
 
This is the table in which you enter the clubs target, or budget, by calendar month. The five 
components required are: 
 

- Number of golf day events 
- Total number of participants 
- Total group booking related green fee revenue 
- Total group booking related catering revenue 
- Total group booking related other revenue 

 
The “Other” revenue refers to additional add-on income streams sometimes connected to group 
bookings such as course planners, welcome packs etc. 
 
All monetary figures entered here should be done so excluding VAT, if VAT is applicable to the 
club. 
 
The table automatically calculates the totals for the year at the bottom. 
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Entering a Group Booking Event 
 
Each group booking is entered into the sheet in which the event is actually taking place. The 
picture below shows the April sheet – this would be home to all group events taking place in the 
month of April only. 
 
Bookings do not have to be entered in any date or alphabetical order. Simply start on the top 
row with the first booking, completing the columns from left to right, then work downwards with 
additional bookings. 
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The example below shows one group booking entry. 
 
Date Booking Taken 
 
This is the date the booking was taken. In our example below, we can see this particular April 
event was booked on 2nd January 2015. 
 
Date of Event 
 
This is the actual date that the event is taking place. As already mentioned, it MUST be a date 
in the month sheet you’re in. Our example shows Wed 15 – which is of the month of April. 
 
Golf Day/Organisers Name 
 
Enter the group name and/or organisers name here – “VSOP Golf Society – Mr Peter Barnes” in 
our example. 
 

 
 
Notes 
 
This is a small column to type any short notes you may want to add about this particular 
booking. 
 
Sales Stage 
 
Use the drop down menu in this column to show at which sales stage the booking is currently 
residing – pipeline, provisional, confirmed or completed.  
 

 
 
Number of Attendees 
 
This is the anticipated number of people attending the event. 
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Total Green Fee Revenue 
 
This is the anticipated total green fee revenue expected from this event, inclusive of VAT if 
applicable to the club. 
 
Total Catering Revenue 
 
This is the anticipated total catering revenue expected from this event, inclusive of VAT if 
applicable to the club. 
 
We would strongly recommend using this column only for pre-booked catering spends - the food 
element that is included in the agreed itinerary and package price. Whilst you could anticipate 
that many participants of group bookings will spend more money on the actual day of the event, 
it’s almost impossible to predict with any accuracy how much.  
 
Total Other Revenue 
 
This is the anticipated total other revenue expected from this event, inclusive of VAT if 
applicable to the club. 
 
Our example below shows a pipeline booking for 45 participants expected to generate £1,350 of 
green fee revenue, £900 of catering revenue and £225 of other revenue.  
 

 
 
All group bookings will change as the date of the event draws closer. It’s important therefore to 
keep updating each booking with the latest sales stage, the expected number of participants 
and the anticipated revenues. If the tool is updated immediately as changes are received, the 
resultant forward sales report will give a real-time picture of the group booking business. 
 
Auditing the Report 
 
Mistakes can happen, either through simple typing error or oversight. The forward sales tool 
includes a number of “tests” to highlight some of the potential mistakes. 
 
In each month’s sheet, in the top right hand corner, it says “Data Audit Result – Pass”. This 
says that all the bookings within this sheet are correct to the following criteria: 
 

- Each event has a Date of Event within the month’s sheet. 
- Each event has a Date Booking Taken before the Date of Event. 
- Each event has a sales stage selected and anticipated revenues. 
- If after the event date the bookings sales stage has been changed to “Completed”. 
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If any of those criteria are not met the data audit result of the sheet will be marked “Failed” and 
an explanation as to why given at the bottom. 
 
In our example below, we haven’t entered a sales stage. The data audit has been changed to 
failed and the error message at the bottom reads “Booking exists with no “sales stage” or 
anticipated revenues”. 
 

 
 
The forward sales report itself also shows the combined data audit result for all months, again in 
the top right hand corner. If this is marked as failed, there is an error within one of the month’s 
sheets that needs to be corrected. 
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End of Year Data Dump 
 
The forward sales tool compares group bookings against a target (or budget) but also against 
the group booking performance of the prior year. 
 
The prior year data is made up from the very final report of the year, where all the bookings are 
marked as completed and all the revenues correspond with the ‘money in the till’. At this point 
(and only when you’re certain everything is correct and finalized) go to the far right tab entitled 
“DataDump”. The instructions on how to complete this ‘copy and paste’ job are shown at the top 
of the sheet. 
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Software Disclaimer 
 
The Microsoft Excel spreadsheets issued with the Promote Golf courses are provided 'as is' 
without warranty of any kind, either express or implied, including, but not limited to, the implied 
warranties of fitness for a purpose, or the warranty of non-infringement. Without limiting the 
foregoing, Promote Golf makes no warranty that: 
 
- the software will meet your requirements 
- the software will be uninterrupted, timely, secure or error-free 
- the results that may be obtained from the use of the software will be effective, accurate or 
reliable 
- the quality of the software will meet your expectations 
- any errors in the software issued with the Promote Golf courses will be corrected. 
 
Software and its documentation made available via Promote Golf’s courses or books: 
 
- could include technical or other mistakes, inaccuracies or typographical errors. Promote Golf 
may make changes to the software or documentation made available on its web site. 
- may be out of date, and Promote Golf makes no commitment to update such materials. 
 
Promote Golf assumes no responsibility for errors or omissions in the software or 
documentation available through it’s training courses or books. In no event shall Promote Golf 
be liable to you or any third parties for any special, punitive, incidental, indirect or consequential 
damages of any kind, or any damages whatsoever, including, without limitation, those resulting 
from loss of use, data or profits, whether or not Promote Golf has been advised of the possibility 
of such damages, and on any theory of liability, arising out of or in connection with the use of 
this software. The use of the software downloaded through the Promote Golf site is done at your 
own discretion and risk and with agreement that you will be solely responsible for any damage 
to your computer system or loss of data that results from such activities. No advice or 
information, whether oral or written, obtained by you from Promote Golf or from the Promote 
Golf web site shall create any warranty for the software. 
 


