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Hotel Name:        (“Hotel”) 

Hotel Address:    

Phone/Fax  P:   F:  

Property Inn Code:    

Hotel agrees to participate in the Asia Pacific “scout” Hotel Group Opportunity Referral Program (the 

“Program”), which is further described in the Program Terms found at http://scout.hilton.com (the 

“Terms”).  This Participation Agreement (this “Agreement”) incorporates by reference the Terms, as 

they are amended from time to time.  

Hotel will begin participating in the Program on the date Hilton Domestic Operating Company Inc. 

(“Hilton”) accepts this Agreement. Hotel acknowledges that its participation in the Program is optional.  

However, if Hotel agrees to participate, it commits to remaining in the Program through at least 

December 31 of the calendar year in which it signs this Agreement.  At the end of each calendar year, 

Hotel may withdraw from the Program by requesting removal in a written notice to 

scout_apac@hilton.com at least thirty (30) days before the end of that year.  The Program is an annual 

program, subject to Hilton’s termination at any time in its discretion.   

Hotel agrees to pay all eligible scout award payments and to take steps enabling the employees of 

participating Hilton portfolio hotels and above-property employees of Hilton companies in the Asia 

Pacific region (excluding Japan, Korea & Micronesia) who made eligible referrals to receive awards in 

accordance with the provisions of this Agreement and the Terms.  Hotel further acknowledges and 

agrees that it and its employees do not represent referring hotels’ interests, or act as their agents. 

http://scout.hilton.com/
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Hilton may terminate or modify all or any part of the Program at any time by posting a notice to the 

Terms and/or modifying the Terms.  Hotel acknowledges its responsibility to (1) remain aware of, and 

compliant with, the Terms and (2) keep its employees fully notified of Hilton’s administration of the 

Program, and any changes, modifications or termination of the Program.  Hotel’s only recourse to any 

modification of the Terms is to terminate its participation in the Program by written notice to 

scout_apac@hilton.com with an effective date of termination at least thirty (30) days following the date 

of any such written notice.  Failure to request termination by Hotel following any modification of the 

Terms will constitute binding acceptance by the Hotel of the modification.  Hilton has no liability to any 

participating hotel or its employees and may terminate participation of any hotel that does not comply 

with this Agreement and/or the Terms, upon five (5) days’ written notice to such hotel.   

Hotel is responsible for paying all received but unpaid award payments to its eligible employees resulting 

from an opportunity that was booked while Hotel was a participant in the Program, even if Hotel is not a 

participant at the time the booking was actualized (i.e., event held and/or room nights consumed).   

Additionally, Hotel must make payments due pursuant to this Agreement (and the Terms) if an 

opportunity was booked at Hotel while Hotel was a participant in the Program even if Hotel is not a 

participant at the time the opportunity is actualized. 

Hotel acknowledges and agrees that non-compliance with the terms and conditions of the Program may 

cause non-compliance with other brand standards programs to which Hotel is subject.   
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By signing below, the undersigned certifies that he or she (1) is an authorized representative of Hotel’s 

licensee, owner or lessee (as the case may be), and (2) has the authority to bind the Hotel’s licensee, 

owner or lessee to the obligations described in this Agreement.   

FRANCHISE HOTELS SIGN HERE: 

[LICENSEE] 

 

By:          Date:       

Print Name:         Title:       

 

OWNED & MANAGED HOTELS SIGN HERE: 

[OWNER ENTITY] 

 

By:          Date:       

Print Name:         Title:       

LEASED HOTELS SIGN HERE: 

[HOTEL OPERATOR ENTITY],  

 

By:          Date:       

Print Name:         Title:       
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Received and acknowledged by Hilton Domestic Operating Company Inc. (“Hilton”)  

By:          Date:       

Print Name:         Title:       



Hilton 

scout–Hotel Group Opportunity Referral Program Terms 

 

               

I. PURPOSE  

Hilton Domestic Operating Company Inc.’s (“Hilton”) hotel group opportunity referral program, 

“scout” or the “Program”, is designed to build increased market share for group events, group tours 

and, meeting space at participating hotels.  The Asia Pacific Program encourages the employees of 

Hilton portfolio hotels and above-property employees of Hilton and its subsidiaries (“Hilton 

companies”) in Asia Pacific (excluding Japan, Korea & Micronesia) to refer business to participating 

Hilton hotels within the Asia Pacific Region (excluding Japan, Korea & Micronesia). 

 

BENEFITS TO HOTELS 

 Keeps revenue within Hilton portfolio hotels. 

 Provides Hilton’s customers increased service levels. 

 Capitalizes on the talent and energy of potentially hundreds of thousands of employees in the Hilton 

portfolio hotels and Hilton companies. 

 Builds market share at the expense of Hilton’s competition. 

 Encourages cross-selling and networking among Hilton portfolio hotels. 

 

BENEFITS TO YOUR EMPLOYEES - Rewards employees of participating Hilton portfolio hotels and 

above-property employees of Hilton companies with an incentive payment equal to 5%1 of Net 

Revenues associated with an eligible opportunity (“scout Award”), less any applicable payroll taxes 

and any other payroll-related expenses that may be due on or in connection with the scout Award.  

                                                 
1 4% for participating hotels in Greater China & Mongolia 
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“Net Revenues” means all revenues received by a participating hotel from the eligible opportunity, 

minus gratuities, commissions (other than the scout Award), rebates, refunds and other costs and fees 

associated with the eligible opportunity.   

II. OPPORTUNITIES QUALIFIED FOR SCOUT AWARDS 

The following business parameters and guidelines apply to eligible opportunities for scout Awards: 

ELIGIBLE OPPORTUNITIES 

1. Other than eligible Room-Only group opportunities described below, only opportunities 

for group events, group tours, and meeting space rentals that result in binding, definite 

commitments are eligible (e.g., individual or transient opportunities, non-contracted 

opportunities or mere rate agreements are not eligible). 

2. Room-only group opportunities must be less than thirty-one (31) consecutive nights in 

duration, with at least ten (10) rooms on at least one (1) peak night, to be eligible 

opportunities (unless otherwise excluded in these Terms).  

3. Group opportunities that include only food and beverage (i.e., no bedrooms or sleeping 

rooms) are eligible (if not otherwise excluded in these Terms), but only if the referred 

hotel confirms that its catering operations are used and catering is not outsourced.   

4. Referring employees at Hilton portfolio hotels are encouraged to include their own 

hotels for all relevant leads.  Opportunities that cannot be accommodated at the 

referring employee’s hotel are eligible to be forwarded to another participating hotel 

through the Program.  The Director of Sales or Commercial Director (or, if there is no 

Director of Sales or Commercial Director, the General Manager) from the referring 

hotel must receive a copy of the referral and all pertinent information.   
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5. The referred customer must consent to the referral. 

6. Only opportunities referred to Hilton portfolio hotels participating in the Program and 

referred through a fully completed scout referral form submitted through the Program 

website will be eligible.   

7. Commissionable opportunities or other opportunities requiring any payments or benefits 

to third parties (e.g., meeting planner bonus, search fees, etc.) are only eligible if the 

referred hotel accepts the referral and agrees to pay both the scout Award and any 

payment or benefit to the third parties. 

INELIGIBLE OPPORTUNITIES 

1. Any opportunity associated with an existing Hilton Worldwide Sales (“HWS”) account 

will not be eligible as an opportunity, but will instead be transferred to the applicable 

HWS account owner.  A list of HWS accounts and sales account owners can be found 

on Lobby.  The Senior Vice President and Commercial Director, APAC will determine 

the outcome of all disputes regarding whether a potential opportunity is associated with 

an existing HWS account and his or her determination shall be final. 

2. Opportunities referred by an employee who already receives an incentive or is 

responsible to actively promote and sell hotels, or manage sales accounts, including 

hotels within a group/cluster, to a hotel within such employee’s cluster are not eligible 

(e.g., a sales employee at the Hilton Sukhumvit cannot send a scout opportunity to the 

DoubleTree by Hilton Sukhumvit, an NSO Malaysia employee cannot receive a scout 

Award for a referral within Malaysia, and a HWS Singapore employee is not eligible).   

3. Opportunities sent by General Managers, Hotel Managers, Resident Managers and 

Assistant General Managers are not eligible.   
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4. Opportunities referred to a hotel by one of its own sales managers, catering sales 

managers or other employees of the same hotel who have booking goals and sales 

targets are not eligible.  However, if any such employee of a hotel refers to his or her 

own hotel a function involving the employee or his or her family, such as a family 

reunion or wedding, then the Director of Sales or Commercial Director or General 

Manager of such hotel may elect to approve the opportunity and payment of a scout 

Award to the employee.   

5. Opportunities may not be sent for a referring employee’s own event, e.g., his or her own 

wedding or holiday party, without the approval of the Director of Sales or Commercial 

Director or General Manager of such referring employee’s hotel.   

6. If the opportunity received by the referred hotel is already an established opportunity 

for that hotel, either because the opportunity has already been booked, or it is a repeat 

customer of the referred hotel (within the past two years), the opportunity is not eligible.   

7. Opportunities received after the customer has booked at the referred hotel are not 

eligible.   

8. Opportunities received on or after an individual’s or group’s arrival date are not 

eligible. 

9. A scout Award may not be granted in conjunction with any other award under any 

similar award program of Hilton or the participating hotels. 

10. Relocations (a definite group opportunity that is displaced to another hotel for any 

reason) are not eligible. 

11. Opportunities for “city-wide” events (as such term is defined in the participating hotel’s 

local market) are not eligible. 



Hilton 

scout–Hotel Group Opportunity Referral Program Terms 
 

5 

12. Opportunities booked at Go Hilton Team Member or Family & Friends rates are not 

eligible. 

III. HOTEL PARTICIPATION 

Hotels in the Hilton portfolio in Asia Pacific (excluding Japan, Korea & Micronesia) are invited to 

participate in the Program except where participation or termination of participation is restricted by 

law, subject to extraordinary taxes or otherwise restricted.  Participating hotels must submit a 

participation agreement in the form prescribed by Hilton, and receive Hilton’s approval.  Participating 

hotels must agree to adhere to all of the Terms, including all administration, billing and payment 

processes.   

A participating hotel’s participation in the Program and acceptance of an opportunity constitutes an 

agreement to pay all scout Awards and other costs and fees described in the Terms.  Participating 

hotels also agree to promptly pay all scout Awards earned by their employees after deducting any 

applicable payroll taxes and any other payroll-related expenses that may be due on or in connection 

with the scout Award, upon receipt of payment for the referred event or from referred Hotel, whichever 

is applicable.  Participating hotels also agree to obtain all necessary undertakings and agreements 

from their employees in regard to employment and benefits and participation in the Program.  Each 

referring hotel is responsible for paying all received but unpaid scout Awards to its eligible employees 

resulting from an opportunity that is booked while such hotel is a participant in the Program, even if 

the hotel is not a participant at the time the booking is actualized (i.e., event held and/or room nights 

consumed).  Additionally, each referred hotel must make the scout Award payments due pursuant to 

its participation agreement (and the Terms) if an opportunity is booked at the hotel while it is a 

participant in the Program even if the hotel is not a participant at the time the opportunity is actualized. 
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IV. EMPLOYEE ELIGIBILITY 

Employees of Hilton portfolio hotels in Asia Pacific that participate in the Program and above-property 

employees of Hilton companies in Asia Pacific who are not otherwise disqualified under the Terms 

may be eligible to receive scout Awards.  Eligible employees’ participation is subject to all applicable 

laws and collective bargaining agreements or other agreements.   

 

To qualify for a scout Award, the referring employee must not otherwise be disqualified, and must be 

employed at a participating hotel or in an above-property position with a Hilton company in Asia 

Pacific at the time the employee makes the referral.  The scout Award is earned at the time the 

booking is actualized (i.e., event held and/or room nights consumed and fully paid for).  Scout 

Awards may not be split between multiple employees.   

 

An employee who transfers from one participating hotel to another within the Hilton portfolio, from a 

participating Hilton portfolio hotel to a Hilton company, or from a Hilton company to a participating 

Hilton portfolio hotel, will continue to receive all scout Award payments due for opportunities 

provided while employed at the previous employer.  For the avoidance of doubt, a referring employee 

is not required to be employed at a participating hotel or in an above-property position with a Hilton 

company at the time the eligible referred booking actualizes in order to receive the scout Award.   

The Program, including the payment of any scout Awards, is not a term or condition of employment 

for any employee.  Employers are solely and directly responsible for their employees.  Employees 

are not beneficiaries of a participating hotel’s participation agreement or the Terms.  Employers agree 

to indemnify and hold Hilton and other participating hotels harmless from any claims of any kind 
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relating to or arising from their employees.  Hilton may terminate or amend the Program at any time, 

without advance notice.   

V. PROCESS AND PAYMENTS 

The scout administrator shall make the final determination as to whether a scout Award is due and 

payable.  This decision shall be based in part upon these Terms and the terms and conditions that 

govern the participation of employees in the Program.  In addition, in reaching this determination, the 

scout administrator will be guided by the overarching principles upon which the Program was 

designed.  

PROCESS 

1. The referring employee must submit all referrals through a completed scout web form 

through the Program website directly to the referred hotel(s).  The referring employee 

must also provide a print-out of the on-line referral or other written record of all of the 

information contained in the referral to the Director of Sales or Commercial Director of 

the referring employee’s hotel (or to the General Manager, if the hotel has no Director 

of Sales or Commercial Director).  A referring employee who is having technical 

difficulties submitting the scout referral form through the Program website should 

contact the scout administrator at scout_apac@hilton.com.  

2. Each referred hotel will respond to opportunities within one business day of receiving 

an opportunity.   

3. After receiving the opportunity, a referred hotel must update the status of the 

opportunity in the Hilton approved sales system. 

mailto:scout_apac@hilton.com
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4. Once a booking is made for an opportunity, the referred hotel will provide such other 

information to Hilton as Hilton may from time to time require, including information as 

to Net Revenues received from such opportunity using forms specified from time to 

time by Hilton.   

5. The referred hotel will not forward any opportunity without the prospective customer’s 

consent obtained in accordance with Hilton’s policies. 

6. No scout Award payment will be due for a booking that cancels for any reason. 

7. No scout Award payment will be due for a booking where the final bill has not been 

paid by the referred group. 

8. The referred hotel will report to Hilton all revenues and Net Revenues actualized from 

the opportunity, as soon as practicable following actualization of the event, but in no 

event later than the last day of the month in which the booking was actualized.  All 

reports must be made on forms approved by Hilton and submitted in the manner 

required by Hilton.   

9. Hotels will provide Hilton any additional information Hilton may require. 

10. For avoidance of doubt, Hilton’s obligations under this Agreement may be performed 

by its affiliates. 

PAYMENTS FOR PARTICIPATING HOTELS IN APAC 

1. Scout Awards and related payments will be invoiced as follows: 

 (a) For employees of Hilton portfolio hotels as well as above-property 

employees of Hilton companies, Hilton will send a payout summary (the “Payout 

Summary”) to each such referring employee’s hotel following the actualization of the 

applicable opportunity.  The referring hotel will invoice the referred hotel for an 
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amount equal to the scout Award in the currency principally used in the country where 

the referred hotel is located.  

 (b) For above-property employees of Hilton companies, the employing 

Hilton company will invoice the referred hotel for the amount of the scout Award in the 

currency principally used in the country where the referred hotel is located. 

 (c) Hilton will invoice each referred hotel for an amount equal to 1% of the 

Net Revenues generated from the applicable opportunity, in US dollars, to defray the 

costs of Program administration (the “Administration Fee”).   

2. The referred hotel shall remit payment of the scout Award and the Administration Fee 

to the referring hotel, Hilton companies, Hilton and/or Hilton’s affiliate as the case may 

be (“Recipient Parties”), in accordance with the terms of the applicable invoices, but in 

no event later than thirty (30) days from the date the referred hotel received the invoice. 

Payments of scout Awards shall be made directly to the referring hotel or Hilton 

company which employs the referring employee. Payments of the Administration Fee 

shall be via Hilton’s central payment system in US dollars. All fees and charges payable 

to Recipient Parties under this Agreement, including the Administration Fee and scout 

Award, shall be exclusive of any and all withholding, sales, use, excise, consumption, 

payroll, GST, VAT and other similar taxes or duties, levies, fees, assessments of any 

nature (collectively, “Taxes”). If referred hotel is required by any applicable laws to 

make any deduction or withholding on account of Taxes or otherwise, from any 

payment payable to Recipient Parties under this Agreement, referred hotel shall, 

together with such payment, pay such additional amount as will ensure that Recipient 

Parties receive a net amount (free from any deduction or withholding in respect of such 



Hilton 

scout–Hotel Group Opportunity Referral Program Terms 
 

10 

additional amount itself) free and clear of any such Taxes or other deductions or 

withholdings and equal to the full amount which Recipient Parties would otherwise 

have received as if no such Taxes or other deductions or withholdings had been 

required.  Recipient Parties may, where appropriate, provide an invoice to referred 

hotel for any other Taxes, deductions or withholdings that were deducted or withheld 

from any payment made to Recipient Parties under this Agreement, which invoice the 

referred hotel must promptly pay. Recipient Parties will reasonably cooperate to take 

steps to minimise the imposition of income tax withholding and will provide all 

necessary documentation, as required by any applicable law.   

3. The scout Awards will be paid in the currency principally used in the country where the 

referring employee is employed, subject to Hilton’s currency exchange policies where 

applicable.  

4. The referring hotel or Hilton company that employs the referring employee at the time 

the scout Award is earned will pay the employee the scout Award (less all applicable 

payroll taxes and any other payroll-related expenses that may be due on or in 

connection with the scout Award) at the next scheduled wages payment date after 

receipt of the scout Award from the referred hotel (provided any cut-off dates have not 

passed, in which case the payment would be made in the next pay period); provided, 

however, that the referring hotel or Hilton company shall remit payment no later than 

thirty (30) days of receipt of such payment.   

5. If the employee is no longer employed at a hotel or Hilton company at such time, it is 

the responsibility of the hotel or Hilton company that formerly employed the referring 

employee to locate the former employee and pay the scout Award to the former 
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employee, to the same extent as the hotel or Hilton company is obligated with respect to 

final wages.  

6. If the employee has moved to another Hilton portfolio hotel before a scout Award is 

paid, the scout Award will be sent to that hotel.  If the employee is employed by a 

Hilton company at the time of payment, the scout Award will be sent to that Hilton 

company.  It is the responsibility of the employee’s former employer to forward the 

Payout Summary or invoice, as applicable, to the employee’s current employer. 

 

VI. QUESTIONS AND DISPUTES 

Any questions concerning the Program’s operation or the Terms should be directed to the scout 

administrator at scout_apac@hilton.com.  Any dispute, uncertainty or disagreement regarding any 

payment should be promptly forwarded in writing via e-mail to the scout administrator for review.  

The Senior Vice President and Commercial Director, APAC will determine the outcome of all disputes 

of any nature arising under the Program and his or her determination shall be final. 

VII. PRIVACY POLICIES 

Each participating hotel is responsible for obtaining all consents required from its employees and from 

any referred customers, in compliance with the laws of the country in which the referred customer 

resides, before providing any information concerning its employees or the referred customer to Hilton 

or to any other participating hotel or other party. Each participating hotel is responsible for training its 

employees concerning applicable privacy policies and the importance of gaining customer consent 

(written consent where required) as a condition of sending any opportunities through the Program.   

mailto:scout_apac@hilton.com
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VIII. GOVERNING LAW/VENUE 

These Terms shall be governed by and construed in accordance with the laws of Singapore, without 

giving effect to any choice of law or conflict of law rules or provisions that would cause the 

application of the laws of any other state or country, and the parties irrevocably submit themselves to 

the non-exclusive jurisdiction of the courts of Singapore.   


