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Department of the Army

KENTUCKY ARMY NATIONAL GUARD

WENDELL H. FORD REGIONAL TRAINING CENTER
4675 STATE ROUTE 181 NORTH
GREENVILLE, KENTUCKY 42345

KG-TSC                                                                                             01 October 2007

MEMORANDUM: FOR SEE DISTRUBUTION. 

TITLE:  Wendell H. Ford Regional Training Center Chargeable Transient Quarters Standing Operating Procedures. 

PURPOSE:  This SOP prescribes policies and procedures Chargeable Billeting at the Wendell H. Ford Regional Training Center (WHFRTC).  It applies to all personal involved in the management and operations of the WHFRTC Billeting and to all users of the WHFRTC Billeting.
MISSION:  The mission of the Wendell H. Ford Regional Training Center Billeting Operation is to provide the best possible Billeting services to our guests with primary emphasis upon enhanced quality of life and priority support to the soldiers of the KYARNG in the performance of official duties.
REFERENCES: 
1.  Wendell H. Ford Regional Training Center Chargeable Transient Quarters Financial Management and Procurement Standing Operating Procedures dated 1 Oct 07. 

2.  Wendell H. Ford Regional Training Center Chargeable Transient Quarters Maintenance and Cleaning Standing Operating Procedures dated 1 Oct 07.

3.  NGR (AR) 37-109
4.  NGR (AR) 210-50. 

EXPLANATION OF TERMS XE "EXPLATION OF TERMS" :

Chargeable Transient Housing: Quarters, which provide material amenities to enhance the quality of life, and may or may not include maid service.
Maid service: The provision of maid service includes, but is not limited to the making of beds, general cleanup of rooms, bath facilities, and the general cleaning of common areas in accordance with established specifications.
Official user: An individual who is: On Official orders verbal or written for duty performed at the training site and attending a scheduled training assembly. This includes individuals who arrive prior to or remain after a scheduled training assembly for the convenience of the government. Orders, Identification Card, or alpha Roster will identify individuals.
Non-Official user: An individual who is: Not on official orders for duty performed at the training site.  Not subject to payment of Identifiable Incremental Costs (IIC) and Overhead Costs (OHC); and is not attending a scheduled training assembly. This includes individuals who arrive prior to and or remain after the scheduled training assembly for personal convenience.
Non-Official Use Surcharge: The additional daily charge, which is, assessed an individual who is classified as a non-official user and who uses chargeable housing. The additional charge is assessed to cover the utilities and recurring maintenance and repair, which become a cost to the federal government as a result of such non-official use. 

Room Service Charges: The daily charge assessed to an individual who utilizes chargeable housing when non-chargeable billets are available, or when not authorized non-chargeable billets.  Reimbursement of service charges is the responsibility of the patron.
1. ROOM SERVICE CHARGE XE "ROOM SERVICE CHARGE" /NON-OFFICIAL SURCHARGE:
a. The current Room Service Charge is $15.00 per single occupancy night. 
b. The room rate will be calculated annually and submitted to the USPFO for Kentucky for approval. 
c. The current Non-Official Use Surcharge is $5.00 per single occupancy night. The surcharge will be charged in addition to the Room Service Charge to Non-Official users.

2.  METHODS OF PAYMENT XE "METHODS OF PAYMENT" .  
a. Guests may pay with cash, check, Visa, MasterCard or Discover Card. The preferred arrangement is full payment up front for total stay. Other arrangements must be coordinated in advance with the Billeting Manager. Late Arrivals should report to the Billeting Office on the next day after arrival to settle account.
b.  Orders must be presented upon arrival.  Verification that the bill is covered is the responsibility of the guest, not the staff.  

3.  PRIORITY of ASSIGNMENT to HOUSING FACILITIES XE "PRIORITY of ASSIGNMENT to HOUSING FACILITIES" .  (THIS GUIDANCE IS PROVIDED FOR PERSONNEL INVOLVED IN ASSIGNING GUESTS TO SPECIFIC BUILDINGS/ROOMS).
a. Order of Assignment priorities:  Kentucky Army/Air National Guard personnel (military and civilian technician) in official status shall have top priority for assignment for quarters. Followed by Army Reserve, Active Army, other Active Military and reserve Components in official status, KYARNG personal in unofficial status, and KYARNG spouses;  other military components personnel (both military and civilian in unofficial status)

       b. Building /room assignments priorities are as follows:
	304, 305
312, 313
	E-1---E-6
	01---02
	WO1 – CW2

	322, 323
	E-7 & Above
	O-3 & Above
	CW4-5

	320


	Instructors
	Instructors with students in 321

	
	E-8 & Above
	O-3 & Above
	CW4-5

	321
	Students
	JROTC/ROTC/

ANCOC/BNCOC
	Overflow

	DVQs
	State and MACOM CSMs
	General Officers
	O-6s in position of director or command of BDE or larger element


c. The protocol officer assigns DVQs on the day of arrival.  Assignment priorities identified above may be adjusted on a case-by-case basis to maintain unit or class/student integrity, if approved by the Training Site Manager. Assignment priorities may also be adjusted to conserve energy.
d. Personnel who work at the site for the Department of Military Affairs and desire to stay in unofficial status will be limited to 30 consecutive days and must bring their account balance to zero every 30 days. The Training Site Commander/Manager may require all unofficial personnel to change rooms or vacate rooms on a weekly basis to accommodate using units in official status.  No personnel will stay in CTQ for more than 179 days in a calendar year.  Personnel who may require to stay for more than 179 days in CTQ must have approval from the TSC and BC.   

4.  RESERVATIONS AND RECEPTION PROCEDURES XE "RESERVATIONS AND GUESTS RECEPTION PROCEDURES" .
     a. Making Reservations:

· KY-Whfrtchousing@ky.ngb.army.mil
· Walk- in reservations may be made at Building 332.

· http://www.res-maker.com/whf/whf_res.htm
· Reservations must be made using the WHFRTC Billeting Request Form or using one of the links above with the proper information.  (Arrival Date, Departure Date, Bill Payer, Unit, Event, POC, Rank, Name of guest, email address, SSN).  Verbal reservations should be utilized for individual reservations only and still require all information.

· Improperly prepared request will be returned without action.
     b.  Unit Reservations:

· Unit Reservation must be made a minimum of 7 days prior to arrival.  In cases where less than 7 days notice, the units can check on availability as a walk-in guest on the day of arrival.  These units are responsible for making other overnight accommodations when chargeable housing is not available.

· Unit POC is responsible to confirm requirements prior to arrival to avoid assigning rooms to personnel who will not be on-site. This allows the billeting manager to accommodate all units on site without having to turn away guest.

· In the case of group/unit events, a single point of contact (POC) may be used as a liaison between group members and billeting staff for the purpose of issuing keys and receipts.  POC, and alternate POC (if applicable) must be determined and agreed upon prior to arrival date.

· Official users will be allowed to make reservations 90 days in advance of stay

· Reservations made more than 45 days out require confirmation every 45 days until arrival by the unit

· Rooms not occupied on arrival date will be re-assigned and will not be “held” for the soldier who did not show.  Keys will be immediately returned to the billeting office.  Failure to return these keys will result in the unit being charged for the occupancy. 
· Units should plan for E5 and below to stay in open bay barracks.  Exceptions to this is made through the billeting manager and training site manager and will be based on total occupancy on site.
     c. Individual Reservations:

· All individual reservations must be reserved by Credit Card or orders number. Credit cards/individuals will be charged if the room is not cancelled by 1630 on the arrival date.

· Reservations by individuals, ONLY, within 7 days of arrival will be made by telephone with immediate confirmation of availability. This is to allow for short notice duty and will not replace long term planning. Individuals should do everything possible to give at a minimum 7-days or greater notice to allow the maximum time by WHFRTC billeting staff to accommodate the request.  

· Group reservations of more than 1 person will not be accepted within 7 days, individuals only.  It is the individuals responsibility to find suitable accommodations if WHFRTC Chargeable Housing is full. (Open bays or economy).

· Non-Official users will be restricted from making reservations until 14 days in advance of stay.
    d. Block Reservations:  (Buildings 304, 305, 311, 312 Only)

· The POC can request a block a rooms based upon his anticipated needs up to 90 days in advance.

· The POC will provide billeting staff with complete name, rank, unit, and gender of all attendees a minimum of 7 days prior to arrival who will occupy the reserved block of rooms.  All units not assigned 7 days out will be removed and used for other events and soldiers.

· The billeting staff will try to locate the entire block of rooms in the same general area when possible.

· The POC is responsible for the issue and turn-in of room keys to the billeting office prior to checkout.
     e. Confirmations:

· WHFRTC billeting staff will send out confirmations of availability no later than 3 days prior to arrival.  Units/individuals are then responsible to make other arrangements if necessary to accommodate soldiers without rooms.  (open bays, statements of non-availibity).

· Billeting personnel will determine duty status, verify availability of quarters and make appropriate room assignments.  Reservation request information will be entered into the Automated Billeting Accounting System
     f. Key Pickup:

· Guests arriving during non-duty hours may pick up their keys at the security building unless other arrangements have been coordinated prior to arrival.  Such guests must report to the billeting office during the next business day for payment.

· Guests will verify accuracy of departure date upon arrival.  Early departure must be coordinated a minimum of one business day prior to departure.  Any guest departing after 1100 hrs without such coordination will be charged for one more night at the same rate as the previous night.
     g. Checkout:

· Checkout is 1100 hours for all units and soldiers on-site.

· Unit POC can bring all keys for their unit when they are the confirmed bill payer for the soldiers.

· Individuals must have orders that state “Government Quarters Directed” or must be prepared to pay by check, cash or credit card.

· Failure to checkout by 1100 hours will result in an extra days stay charged.

· Receipts will bear Request ID numbers corresponding to the reservations to which the payments are applied.  Guests will be provided with a copy of Billeting receipt.
       h. The WHFRTC Chargeable Housing Billeting Staff is not responsible for finding alternate accommodations for units and soldiers.  This must be coordinated by the unit or individual through the Logistics NCO or Supervisor located in bldg 332 or “on the economy”
       i. If quarters are not available, TDY personnel will provide the billeting clerk with orders and time/date of arrival/departure. Per the TSC and the soldier’s unit chain of command, if no bed is available on-site, including open bays, the billeting clerk can then provides the person a Certificate of Non-availability to be authenticated by one of the following training site personnel; training site manager, logistics chief, or training site OIC.  Other directorates may coordinate for Certificates of Non-availability through the Billeting Manager or Training Site Manager.
        j.  A POC will not be expected, or requested to make, transfer, or otherwise handle payments for guests. 

5.  ACCOMPANIED GUEST REGISTRATION. 

a. When staying in Chargeable housing in a “non-official status” it is required that the     military member register any guest who may be accompanying them.  Guests are not authorized in any other status. 
b. Additional charges will be applied to guests in this status; such as children and spouse. 

6.  Chargeable housing policies and enforcement. 

     a. No Smoking Policy: There is no smoking allowed in any building on WHFRTC; to include chargeable housing.  Any person suspected of smoking will be removed from Chargeable Housing and either placed in an open bay barracks or will be directed to find alternate lodging off post at their own expense. 
     b. Alcohol Policy:  Alcohol is authorized in the Chargeable Transient Quarters and open bay billets; and in the common areas immiediately around the CTQ.  Alcohol is not authorized anywhere else on post without the written authorization of the Training Site Commander.  Any violations will be reported to the TSC and the units involved. 
     c. Damage to Facilities:  Any damage cause to Chargeable Housing Facilities to include; interior, exterior and common area adornments.  All rooms are inspected after use.  It is the responsibility of the user to inspect the room after assignment and report any damage.  

d. Any tampering with safety devices such as smoke detectors or security lights will result in immediate suspension of CTQ privileges.  Military personnel will be reported to their chain of command for further administrative actions.  Civilian personnel will be permanently barred from WHFRTC. 

      e. Damages will be charged to the individual user within 24 hours of the damage being identified.  If needed in cases involving military personnel, a FLIPL will be initiated.  In cases involving civilian personnel that do not respond within 24 hours, a report will be filled with the local civilian law enforcement and a warrant for arrest will be issued. 

f. All violations to the CTQ polices will be recorded and maintained at the chargeable housing office for use in future requests for housing.  Two policy violations will result in lose of CTQ privileges for 1 year from the 2nd offense.  Repeated violations will result in permanent lose of privileges.  
      g. Lights out Policy:  2200 hrs local is Lights Out time.  

 h. All areas discussed in the memorandum are subject to change. 

 i. The POC for this memorandum is the undersigned at 502-607-7938. 









ANDREW J. SPENCER









CPT, CM KyARNG









LOGISTICS OFFICER

