eDesk Go Free Award Reimbursements

The following provides the instructions for submitting a go free award night reimbursement. You are en-
couraged to process reimbursement requests in eDesk within 60 days of the member’s check-out date to
ensure timely reimbursement. Reimbursement requests submitted over 180 days after the go free award

check-out date are subject to forfeiture.

Select Go Free Awards in the left navigation menu and complete the following steps:

1. Enter an Award Number or Confirmation Number for the member redeeming the go free
award. The Award Number and Confirmation Number are available in the member’s reserva-

tion.

2. Select Submit to retrieve the member’s information for the go free award.
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3. Go Free Award Reimbursement Error Message

The below error screen will appear if the Award Number or Confirmation Number is not found in the
eDesk system. If it displays, verify the Award Number or Confirmation Number in the member’s reserva-

tion and correct any mistakes.
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If you continue to have difficulties, contact Wyndham Rewards Billing and Reimbursement (see contact

information on page 3).



Details for the go free award, including member and hotel information, will populate.

4. Complete the following required fields:

Date of stay
Average Daily Rate
Currency Type
Total Rooms

Total Occupied Rooms

5. If the guest is a no-show, select No Show, then enter the required go free award details.

6. Use the Clear button to clear all fields on this screen.

7. Once all of the required fields are complete, select Add to submit the go free reimbursement request.

Go Free Award Reimbursement Calculation

Once you have submitted the go free award reimbursement request, eDesk will calculate the reimburse-

ment amount that will be appear as a credit on your monthly franchisee statement.
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Go Free Award Reimbursement Minimum

Regardless of ADR, the following minimum amounts apply to go free reimbursements as determined by a
property’s overall satisfaction score (“OSAT Score”) and redemption tier:

OSAT Score* Redemption Tier Minimum Reimbursement
7,500 points USS$30
>7.0 15,000 points Uss35
30,000 points Uss40
7,500 points USS25
<7.0 15,000 points USS25
30,000 points USsS$25

A go free award night reimbursement minimum amount is determined by (i) a property’s OSAT score as of
the first of the month in which the billing period begins, and (ii) the billing period in which the go free
award night is reimbursed, regardless of check-in/checkout dates. For example:

OSAT Score > 7.0 (September 1):

e Redemption Tier: 15,000 points
e Billing Period in which go free award night is reimbursed: September 22 - October 21
e Reimbursement Minimum: US$35

OSAT Score < 7 (September 1):

¢ Redemption Tier: 15,000 points
o Billing Period in which go free award night is reimbursed: September 22 - October 21
e Reimbursement Minimum: US$25

* For the reimbursement minimum amounts described above to apply, a property’s monthly OSAT Score must
be based on at least 30 surveys completed within the 12 months prior to the applicable month. If a property
has fewer than 30 surveys over the prior 12 months, then the property’s go free reimbursement minimum
will be USS$25.



Contact Information

Wyndham Rewards Member Services
e General questions from members: 1-866-996-7937 (U.S. & Canada)

(Please refer to the "Help" page on www.WyndhamRewards.com for phone
numbers outside U.S. and Canada.)

e General questions from franchisees:
1-800-967-8747 (U.S. & Canada); or

WRInquiries@wyndham.com

Billing and Reimbursement

U.S. and Canada: 1-866-272-7653
Outside U.S. and Canada: 00-888-297-1751
WR.Billing@wyndham.com

Member Services Hours
Monday—Friday: 9 am — 11 pm ET; Saturday and Sunday: 9am — 6 pm ET

Spanish and French speaking agents are available Monday—Friday: 9 am—-6p mET

Operations / Technology Support

Please contact the applicable number below with any questions about your hotel’s connectivity status.
U.S. and Canada: 1-855-849-3487

Outside U.S. & Canada: 1-320-321-0656

Wyndham Rewards Member Services is closed on:
e New Year’s Day

e Memorial Day

e Independence Day

e Labor Day

e Thanksgiving

e Christmas



