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August 3, 1999                                                                                                                      Number: CIB-003/99
Customer Information Bulletin (CIB) 

Accurate Revenue Posting When Guests Move between TDY and Guest House Facilities 



	Purpose:  The purpose of this CIB is to inform all Geac/UX ALPMS users of the procedures regarding transfers of customers from TDY to Guest House (GH) or vice versa and accurate posting of revenue between Billeting and IMWRF accounts.

	Discussion:   Do your customers move from one lodging type to another  (i.e. guest changes from a TDY customer to a GH customer, or vice versa)? If a guests moves from the TDY hotel to the GH hotel (or vice versa), it is essential the guest’s stay in each facility be treated as two separate financial transactions in order to ensure the appropriate distribution of revenues between the Billeting Fund (TDY) and IMWRF (Guest House).  As part of the guest’s relocation from the first type of lodging to the second (for example from TDY to Guest House), the guest must settle their bill for their first stay (i.e. TDY).  The move does not require completion of the entire check-out process rather a hotel move within the system and guest payment of the balance on the folio to $0 prior to the accrual of charges for stays in at the second location (i.e. Guest House).   If the full balances on the first hotel stay are not  cleared the guests total stay will be credited to the second or last hotel they occupied.   Front desk agents/cashiers should remind credit card guests that charges for each hotel stay will be reflected separately on their credit card statement.

	Procedure: When doing hotel moves, Front Desk Agents /Cashiers must request the guest pay their folio balance for the first hotel occupancy to a zero balance prior to moving the guest to the new hotel to be occupied in the Property Management System (PMS). This procedure ensures both hotels receive the correct revenue. 

	Example:

Mr. Jones stays in a TDY facility on  6 June  for 1 night moving to the Guest House for 1 night on  7 June.  When Mr. Jones moves on 7 June, the Front Desk Agent/Cashier should collect total payment for the TDY stay and then proceed with a hotel move to the Guest House for Mr. Jones in the PMS system.  On 8 June when Mr. Jones checks out of the Guest House the Front Desk Agent/cashier again reconciles Mr. Jones’ bill for the outstanding balance resulting from his Guest House stay.   
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Special thanks to Mr. Edward Bussee of Fort Myer for his work in identifying this solution!
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