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25 April 2000                                                                                                                            Number: CIB-011 /00
Customer Information Bulletin (CIB)

Additional Occupant Room and Other Ancillary Charges - Accurate Posting



	Purpose:  The purpose of this CIB is to detail procedures for separate posting of additional occupant and other ancillary charges such as breakfast, cots, cribs, etc. in accordance with AR 210-50, Chapter 2-36 a(2)(a).

	Discussion:  In order to ensure official travel primary occupant and additional occupant charge(s) are separated on the final bill (folio), the Special Services code must be used (see instructions below).  Special Services codes are also the appropriate method for ancillary charges such as meals, cribs, cots, kennels, etc.  Use of the alternative capabilities for additional occupant charges within the Room Rate Schedule does not provide clear separation of primary occupant and additional occupant charges inadvertently contributing to erroneous traveler claims for government reimbursement.  

Note:  The references to breakfast above do not include Continental Breakfast charges for the primary occupant as may have been implemented and included in the base room rate as per CFSC-AL, message, DTG 031223ZMAR00 Subject:  Waiver to AR 210-50 Housing Management. 

	Guidance: 

I. CREATING A SPECIAL SERVICE CODE FOR ADDITIONAL OCCUPANT OR OTHER ANCILLARY SERVICE SUCH AS BREAKFAST, CRIBS, COTS, etc.  (Example below is for additional occupant charges and includes a review of adjustments to Room Rate Schedules which may not be necessary if requirement is to account for the implementation of new Special Services or for adjustments to Special Services not previously included in the Room Rate charge.   
A.  Purpose:  To create an Additional Occupant Special Service code in order to post charges for additional occupants separate and apart from the primary occupant room charge.   

B.  Reference:  Geac Database Maintenance Manual, Section 15 – Special Services.

C.  Procedure

· Select “Special Service” from the Database Maintenance menu or type “spc” at any menu.

· Follow steps for creating a special service code called “Additional Occupant”.  The post flag should be set at “CM - post once per room on the calendar”.  The special service code for Additional Occupant should be applied once for each additional occupant.  

II.  EDITING THE RATE SCHEDULES

  A.  Purpose:  To adjust the Single, Double, Triple, and Quadruple rate to the standard single occupant rate.

B.  Reference:  Geac Database Maintenance Manual, Section 13 – Rate Schedule.

C.   Procedure:

· Pull up the Rate Schedule.

· Quick into the Rate Data field.

· Modify columns to the appropriate rate.

· SAVE!!!!

III.  IN-HOUSE GUESTS AND RESERVATIONS
· Ensure that in-house guest accounts are reconciled properly once the Rate Schedule is amended to remove the additional occupant charge.

· Run the In-House Guest list and Reservations in order to identify rooms that contain more than one occupant.

· For each guest with an additional occupant, go to Special Service window and apply the Additional Occupant Special Code.  

· To accurately post additional occupant room charges for additional occupant charges that fell under the “old” Rate Schedule methodology:

1. Calculate the total amount of revenue charged for additional occupants.

2. In the posting screen adjust that amount of revenue off of the folio with a notation of additional occupant charges

3. SAVE.

4. Pull the guest back up and re-post the additional occupant charge amount and note.  

This will break out the fees associated with additional occupant on the folio.
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