DEPARTMENT OF THE ARMY

HEADQUARTERS, 222D BASE SUPPORT BATTALION

UNIT 23746

APO AE  09034

AETV-BHR-CO                                                                                                                12 Mar 01

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Letter 7-13, Baumholder Army Lodging Reservations – Cancellations and 
No-shows 

1.  References: 

a.  AR 215-1, 29 Sep 95, Non-Appropriated Fund Instrumentalities and Morale Welfare and 

Recreation Activities, paragraph 2-1. 


b.  AR 210-50, 24 Apr 90, Housing Management, paragraph 3-45.


c.  Army Lodging Directorate Standards for Service, Operations, and Facilities, Feb 98.

2.  Purpose.  To establish procedures for making reservations, cancellations, and processing 

no-shows at the Lagerhof Inn, Army Lodging Facility, Baumholder, Germany. 

3.  Applicability.  All personnel assigned on temporary duty (TDY) or permanent change of station (PCS) orders to the Baumholder Community, the 222d Base Support Battalion (BSB), or to tenant agencies to include Department of Defense Dependent Schools requesting reservations at the Lagerhof Inn, Army Lodging Facility, Baumholder, Germany. 

4.  Policy.  


a.  Reservations for the Lagerhof Inn lodging facility will be automatically canceled at 1800 on the day of arrival if not guaranteed for late arrival. 


b.  Late arrivals are those reservations that are guaranteed by credit card or cash payment made in advance. 


c.  Room keys will be taken to the 222d BSB staff duty, at Bldg 8698, for arrival of guests after the normal Lagerhof Inn reception desk operating hours.


d.  Reservations will not be accepted longer than 30 days prior to arrival.
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2.  Procedure.


a.  Reservations:



(1)  Reservations will be taken 24 hours a day, seven days a week.  After normal front desk operating hours, reservations can be made on the Lagerhof Inn answering machine at 
DSN 485-1700, fax at 06783-9993455, or email at lagerhofinn@104.mwr.army.mil. 



(2)  A confirmation number will be provided at the time the guest makes a reservation.  
If reservations are made using the answering service, fax or email confirmation numbers will be telephoned, faxed, or emailed the next duty day.



(3)  If Army lodging quarters are not available, a statement of nonavailability (SNA) control number will be issued.  Customers will be assisted in finding lodging in the local community. 



(4)  Customers are required to come to the Lagerhof Inn prior to accepting off-post lodging to pick up the hard copy of their SNA and to check for possible cancellations. 



(5)  Customers making reservations are advised that the reservation is held until 1800 unless the reservations are guaranteed for late arrival with a credit card of advance cash payment.  Cancellation must be made prior to 1800 of the arrival day. 



(6)  Customers are advised that one night’s occupancy rate is guaranteed when requesting late arrival.



(7)  Guaranteed late arrivals must be canceled or changed prior to 1800 to avoid no-show fees being charged.



(8)  Cancellation confirmation numbers will be provided at the time of cancellation.  


b.  Cancellation of reservations.  Customers who fail to cancel their guaranteed reservations prior to 1800 will be automatically logged by the reservations system as no-shows and will be charged one night single occupancy rate of the room type they reserved.
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SUBJECT:  Policy Memorandum No. 7-13, Baumholder Army Lodging Reservations – Cancellations and No-shows 

3.  Proponent for this policy is the 222d BSB DCA office, DSN 4581550.

                                                                              /S/ 




HENRICUS F. WAGENAAR




LTC, IN




Commanding
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