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CHAPTER 1

GENERAL

1-1
PURPOSE.  This SOP prescribes policies and procedures, staff responsibilities, assignment priorities and management procedures for the operations and successful mission accomplishment of the Chargeable Transient Quarters (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 guests of the WHFRTC Billeting.

1-2
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.

1-3
CHANGES AND UPDATES TO SOP: This SOP will be updated by submitting requests to the Wendell H. Ford Regional Training Center Billeting Fund Advisory Committee. After approval by the committee and recorded in the minutes of the meeting, the changes may be posted to the SOP.

1-4
WENDELL H. FORD REGIONAL TRAINING CENTER FUND ADVISIORY COMMITTEE: This committee, appointed by the Adjutant General, is appointed to oversee and advise the Fund Manager on procurement actions, cash management procedures, business procedures and customer relations.   (Due to the day-to-day use of billeting property, continual approval for replacement items is not needed. Purchase of new items that are an addition should be brought before the advisory council.)

1-5
REFERENCES:
a. NGR 210-50.

b. AR 210-50.

c. Morale, Welfare and Recreation Update.

d. Billeting Fund Council Meeting Minutes.

1-6
EXPLATION OF TERMS:
a. Chargeable Transient Housing. Quarters, which provide material amenities to enhance the quality of life, and may or may not include maid service.

b. 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.

c. Official user. An individual who is--

(1) On Official orders verbal or written for duty performed at the training site.

(2) 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.

(3) Additional authorizations as approved by TAG or training center commander are: department of military affairs, forest services, department of corrections, police departments and local community non-governmental organizations as appropriate, and IAW Federal and State/Territory regulations and directives. 

a. Non-Official user. An individual who is—

(1) Not on official orders for duty performed at the training site.

(2) 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.

(3) Contractors that are working onsite.

(4) Non Official Use of DVQs for Hunting and Fishing events will be limited to DVQ 5 (DVQs 1-4 will not be used) only without prior approval by the Training Site Manager/Commander.  

a. 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

b. 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.

1-7
ROOM SERVICE CHARGE/NON-OFFICIAL SURCHARGE.
a. The current Room Service Charge is $13.00 per single occupancy night, and $15.00 per person, per double 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 and $3.00 per person in double occupancy per night. The surcharge will be charged in addition to the Room Service Charge.

1-8
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 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.
1-9
CURRENT AVAILABLE HOUSING. See Annex A to the SOP.

1-1             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 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, KYNG personal in unofficial status, and KYNG spouses; other military components personnel (both military and civilian in unofficial status)

 

                   Building /room assignments priorities are as follows:
 
	304, 305

312, 313
	E-1---E-6
	01---02
	CW1 – CW2

	322

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

	 

320

 
	Instructors
	Instructors with students in 321

	
	E-7& Above
	O-3 & Above
	CW4-5

	321
	Students
	JROTC/ROTC/

ANCOC/BNCOC
	Overflow (all ranks)

	DVQs
	General Officers

State CSM, Chief of Staff

O-6s in position of director, O-6s in command of BDE or larger element

Special Staff equivalent to 0-6s

BDE CSMs


 
         Protocol will be utilized up to 2 weeks prior to the event, within 2 weeks first come first serve.  
         Billeting Staff will try to put like ranks and grades in same rooms when utilizing building 321.

         Billeting Staff will try to avoid putting Males and Females in adjoining suites.

b.  The protocol officer assigns DVQs and Private Rooms at 1600 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.

c.  Personnel who work at the site for the Department of Military Affairs, Contract or State Employees  and 

desire to stay on site for their convenience will be in unofficial status and will be limited to 30 consecutive 

days and must bring their account balance to zero every 15 days (pay period).  The Training Site 

Commander/Manager may require all unofficial personnel to change rooms or vacate rooms to 

accommodate using units in official status. 

d.  Pre-mobilization activities take priority and in many times will result in confirmed reservations being 

cancelled.  In these situations the billeting staff will do everything possible to give prompt notice to 

individuals and units.

e.  Annual Training takes priority over IDTs.

1-11.
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 of 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.


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

a. 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.

a. 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.

a. 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”

b. If quarters are not available, TDY personnel will provide the billeting clerk with orders and time/date of arrival/departure. Per J3, if no bed is available on-site, including open bays, the billeting clerk 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 Certificate of Non-availability through the Billeting Manager or Training Site Manager.

c. A POC will not be expected, or requested to make, transfer, or otherwise handle payments for guests. 

CHAPTER 2

FINANCIAL MANAGEMENT

2-1.
PURPOSE. The Wendell H. Ford Regional Training Center Billeting Fund is established as a Non-Appropriated Fund instrumentality to support the provision of chargeable housing services. Billeting funds are maintained in a separate bank account.

2-2.
GENERAL Billeting funds shall be managed IAW established State/Territory Government’s procedures and guidance along with guidance/decisions provided by the Billeting Fund Advisory Committee.

a. The Billeting Fund Advisory Committee and Fund Manager will be appointed by The Adjutant General IAW NGR 37-109. The Billeting Fund Manager will be an added member and will be a non-voting member.

b. All funds received for guest billeting will be identified and accounted for on receipts reports and deposited at least weekly into the Billeting Fund Checking account.

c. The Billeting Fund will issue a check (Cashier’s Check or money Order) through the USPFO for KY, ATTN: Commercial Accts. To the Finance and Accounting Office, BNGC, Frankfort, KY quarterly for Non-Official use surcharges earned on a DD Form 11331, Cash Collection Voucher. These funds will then be credited back to the Installation Management, Real Property Maintenance Activities - Training Facilities account.

d.  Billeting Funds may be utilized to provide amenities desired, but not authorized IAW CTA 50-909, as well as the provision of maid service.

e. Billeting funds may also be used to provide furnishings authorized by CTA 50-909, for real property improvements, and to provide furnishings authorized in the absence of federal funds for such expenditures.

f. The Billeting Manager is authorized to approve expenditure up to $500.00 per item per quarter to allow for day-to-day operations. The Wendell H. Ford Regional Training site Manager and the Training Site commander are authorized to approve expenditures up to $1000.00 per quarter, per item to allow for day-to-day operations.  The Billeting Committee prior to commitment of Billeting Funds must approve expenditures in excess of $1000.00 per item, per quarter. The billeting manager will approve all fund expenditures prior to payment.

g. The Billeting Fund Manager, Wendell H. Ford Regional Training Center Manager, and the Training Site Commander are authorized to make payment from Billeting Funds. 

2.3  ANNUAL AUDIT:   The Billeting Manager for the WHFRTC is assigned the responsibility for record keeping and the filing of required reports.  The audit staff will audit the billeting account for the USPFO for Kentucky IAW current directives.

CHAPTER 3

PROCUREMENT

3-1.
SCOPE.
This section of the SOP covers general purchasing procedure for billeting operations.

3-2.
MISSION: Billeting funds are to be used to provide furnishings which would otherwise be provided as CTA 50-909 items and for real property improvements in the absence of federal funds for such expenditures, as specified in para 2-4d, NGR 210-50. They can also be used for “additional amenities desired, but not authorized IAW CTA 50-909, as well as the provision of maid service” as specified in para 2-4c, NGR (AR) 37-109. Expenditure of these funds for purposes other than these is not authorized.

3-3.
AUTHORITY

a. Reference: AR 37-109 and AR 215-1.

b. Provision is hereby established in the SOP to allow for day-to-day procurement operation in support of the above stated mission without continual approval form the advisory council. Therefore, the Billeting manager is authorized to approve expenditures up to $500 per purchase. The Training Site manager is authorized to approve expenditures up to $1000 per item, per quarter.  The billeting fund advisory council must approve expenditures in excess of $1000 prior to commitment of the Billeting Funds.

c. The Training Site Manager and the Billeting Fund Manager are authorized to make payments from the billeting fund. Purchases with an estimated amount exceeding $100 for a single purchase will require three telephone bids. Written bids will be required for amounts exceeding $500. These bids will be recorded on Military Department Purchase Request/Bid Abstract Form P5. 

d. Split purchases to avoid violation of spending limits are prohibited

3-4.
STATE CHARGE ACCOUNTS. These types of accounts may be established to support procurement of anticipated repetitive requirements IAW 37-109. These charge accounts should identify only personnel authorized to place orders. These charge accounts should not be confused with what is commonly referred to an “open account”. In day-to-day procurement operations, purchase orders will be issued for those vendors requiring them.  The expenditure amounts will be obtained if possible prior to a signed disbursement check being hand carried to the applicable vendor. The bank check amount will always be filled in. All purchases will be tax exempt and a State Government Exemption Certificate will be shown to the vendor or copy left for their file. It is necessary for all charge accounts that all purchases are billed monthly by the vendor. That practice differentiates charge accounts from “open accounts”.

3-5.
CLUB MEMBERSHIP CARDS. These types of club memberships such as SAM’S Club, etc. do not require a credit card but merely allow the member, for an annual membership fee, the authority to purchase in volume and thereby earning a volume discount.

3-6.
CREDIT CARD PURCHASES. This SOP hereby authorizes the use of credit cards for day today operation. Any such credit card obtained should be in the name of the facility and adhere to the purchase limit set by the Billeting Fund Council.

3.7
CONTRACTS.  Any services obtained with Billeting funds will be covered by a valid contract entered into prior to   expenditure of any funds. No Billeting funds will be expended through verbal contracts in compliance with para 3-13d, AR 215-1.

CHAPTER 4

PROPERTY ACCOUNTABILITY

4-1.
PROPERTY.  All non-expendable property procured from federally appropriated funds to support the billeting activity will be identified on the Wendell H. Ford Training Center Federal Property Book IAW AR 710-2 and DA Pam 710-2.

4-2.
PROPERTY BOOK. The billeting manager who identifies non-expendable billeting fund purchased items will maintain a separate property book account. DA Form 3328 will be used to maintain this property account. All items purchased from the billeting fund will be labeled as “WHFRTC Billeting Fund Property” so as to be readily identifiable from other federal or state property.

4-3.
BILLETING:

(1) Items of billeting property will be accounted for and a property book maintained to ensure accountability.

(2) Inventory of billeting property will be conducted annually.

4-4.
REAL PROPERTY REPAIR AND MAINTENANCE. All CTQ buildings, the Wendell H. Ford Regional Training Center manager is responsible for oversight of the readiness of the buildings. The billeting manager will report through the supervisory chain any deficiencies as they are discovered.  The Training Site Commander will make the decision and coordinate repairs, as the situation requires.

a. Major repairs will be the responsibility of the Training site Commander and ultimately the CFMO. This type of maintenance will consist of structural repairs; roofing, major appliances such as water heaters, hvac equipment, etc. Request for major repairs will be requested by submitting a facility work order.

b. Real Property damaged by occupant from misuse and abuse will be charged to the occupant through use of a “Statement of Charges”.  All property in disrepair should be immediately reported to the billeting office.  Any Charges to the occupant can be appealed through the Training Site Commander in writing.  Statement of Charges will only be utilized for intentional misuse or abuse of property that results in damages and especially when these damages are not reported.  This is not intended to punish a soldier for property the fails through everyday routine use.

CHAPTER 5

OPERATING PROCEDURES FOR HOUSEKEEPING STAFF

5.1
PURPOSE. The following policy is established for administration and hire of employees under the Billeting Fund. 

5.2
GENERAL:  The housekeeping staff will consist of temporary employees on assignment from Addeco temporary staffing service, or other staffing service which is IAW State/Territory laws.  The Billeting Manager and Wendell H. Ford Regional Training Center Manager are responsible for determining personnel requirements and the pre selection of individuals to meet the requirements. After approval by Addeco, the Billeting Manager will supervise these individuals.  All salaries, fringe benefits and other identifiable costs attributed to these employees will be paid directly from contractor (Addeco) on a weekly basis.  Funds generated through the Billeting account will be used to reimburse the service and pay any applicable fees on a monthly basis.  Off-season or lack of utilization by ADT/IDT units training may cause reduction in force:

5.3
RESPONSIBILITIY:  The Billeting Manager for the WHFRTC is assigned the responsibility for record keeping and the filing of required reports.  The audit staff will audit the billeting account for the USPFO for Kentucky IAW current directives.

5.4
DUTIES: Provide janitorial services in quarters. These services will include but not be limited to the following: making beds, sweeping, mopping, dusting, waxing floors, cleaning venetian blinds, cleaning and sanitizing bathroom fixtures and shower stalls and laundering linen, drapes and throw rugs. In the course of carrying out their assigned duties, employees are reminded that in no case will they enter an occupied room or enter any building unless accompanied by another employee.


5.5
ROOM CLEANING SCHEDULE: After each departure, rooms will be given a full service cleaning.  Standard cleaning schedule for a 15 day Annual Training stay:  Monday and Wednesday; towel exchange, empty trash, and refill condiments.  Friday; towel exchange, empty trash, issue clean linen and refill condiments.  Additional cleaning is individual responsibility and supplies can be requested through the billeting office or housekeeping staff.  A full service cleaning will be completed every 15 days.  Housekeeping staff will clean around individual clothing and equipment while performing the full service cleaning.  Housekeeping staff will not move/handle any equipment or clothing.            

5.6
WORK SCHEDULE: Employee work schedules will be posted no later than the Friday immediately proceeding each pay period and will reflect the current occupancy and turnover rate.  The general workweek is Monday, Wednesday, Friday, Saturday and Sunday. 

5.7
OVERTIME:  The Billeting Manager or the Wendell H. Ford Regional Training Center Manager may from time to time require that hours be worked in excess of the employees usual work schedule. This may then qualify the employee for overtime or an adjusted work schedule to prevent overtime.

5.8
INJURY REPORTING: Employees are covered under Worker’s Compensation for injuries sustained in the line of duty. All injuries (accidents) should be reported regardless of how minor. This is important in the event complications develop at a later date. When it becomes necessary to receive medical attention, the Billeting Manager and Wendell H. Ford Regional Training Center Manager must be informed either before the medical attention is received or as soon as practical thereafter. 

5.9
WENDELL H. FORD REGIONAL TRAINING CENTER HOUSEKEEPERS DAILY TASK LIST: This form will be completed by the Housekeeping Supervisor daily and turned into the Billeting Manager at the end of each workday.     

5.10
INCIDENT/DAMAGE REPORTING: Housekeepers will report immediately to the Billeting Manager, any incidents/damage to any billets and property therein.

5.11
LOST AND FOUND PROPERTY: Personal and Military items left in Billets by the patrons and found by the housekeepers will be secured (placed in plastic bag with date and room number) and all efforts made to notify the patron who left the personal items. If not claimed within 45 days the personal items will be donated to a non-profit, charitable organization if serviceable; or disposed of as trash if unserviceable.  The WHFRTC Logistic Officer will be notified and of all Government Property and the item held until further disposition can be determined.  All food items such as drinks, alcohol, chips and other food products will be disposed of immediately to ensure pest control.  Anyone found to be removing personal or military property from the facility is subject to discipline and termination.

5.12
LINE OF SUPERVISION:  See Organization Chart. 

ADDITIONAL DUTIES:  The training site commander or facility manager has the authority to assign additional duties to all billeting personnel as deemed mission essential.

CHAPTER 6

SUPPLIES AND MATERIALS

6-1.
BILLETING SUPPLIES
    a.   Cleaning Supplies:

(1) The Billeting Manager will purchase all required supplies.

(2) In as many cases as possible, bulk purchases will be make in order to save money.

a. Linen:

(1) All CTQ’s linen (sheets, pillowcases and blankets) will be cleaned by contract cleaners. The billeting manager may have linens laundered by housekeepers in cases where it is necessary to prevent adverse impact on services.

 
(2) Contractor will bill Wendell H. Ford Regional Training Center Billeting monthly.

a. Furnishings: Billeting Manager may purchase CTQ furnishing with a value of less than $500 for a single item, when needed.  The Training Site Commander or the Facility Manager may approve purchases with values of $500 to $1000.

b. The Billeting Committee will approve any purchases over $1000 before purchasing. All purchases will be picked up, if possible, to save delivery charges. Splitting purchases in order to exceed limits is not authorized.

ANNEX A

Available Housing:

	BUILDING
	SINGLE
	DOUBLE
	ALL ROOMS
	ALL BEDS
	Share Bath
	Private Bath
	HANDICAP

	304
	14
	0
	14
	14
	14
	0
	0

	305
	16
	0
	16
	16
	16
	0
	0

	312
	14
	0
	14
	14
	14
	0
	0

	313
	16
	0
	16
	16
	16
	0
	0

	320
	20
	0
	20
	20
	18
	2
	2

	321
	5*
	32
	37
	69
	32
	5*
	1

	322
	20
	0
	20
	20
	18
	2
	2

	323
	20
	0
	20
	20
	18
	2
	2

	
	123
	36
	157
	189
	146
	11
	7


* Distinguished Visitor Quarters

ANNEX B
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Billeting Maintenance


Bennie Morris Sr.





Housekeeping Staff





Billeting Clerks


Thelma Casey





Housekeeping Supervisor


Delores Bashem





 Billeting Manager


Cristy Streeter








Program Analyst


MSG Meriwether


SPC Howell





Training Site Manager


LTC McDaniel








