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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Guidance for Booking Lodging During Official Travel

1. Privatized Army Lodging (PAL) hotels are now available to book through the Defense
Travel System (DTS). Army travelers are expected to maximize compliance with the
Joint Travel Regulation and the DOD Integrated Lodging Pilot Program (ILPP) by using
the DTS to book transportation and lodging. Instructions for booking lodging at PAL
hotels are enclosed.

2. The Army has made great strides in improving the on-post lodging inventory over the
past 5 years. Over $510M has been spent to renovate/construct lodging facilities to
include 14 Holiday Inn Express hotels and 6 new Candlewood Suites.

3. Please ensure widest distribution of this guidance. My point of contact for this action
is Rhonda Hayes, 703-614-4601.

Sincerely,

Encls AUL D. CRAMER
Deputy Assistant Secretary of the Army
(Installations, Housing and Partnerships)
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DIRECTIONS FOR BOOKING PAL HOTELS USING DTS

1. WHEN GOING TDY FOR BUSINESS ON AN ARMY INSTALLATION, TRAVELERS (BOTH MILITARY AND
CIVILIAN) ARE REQUIRED TO SPECIFY THE INSTALLATION AS THE DESTINATION, NOT NEARBY
COMMUNITIES. AUTHORIZING OFFICIALS MUST ENSURE THAT THE APPROPRIATE DESTINATION IS
USED.

2. TRAVELERS TO A DOD INTEGRATED LODGING PROGRAM PILOT SITE WILL BE DIRECTED TO USE
EITHER GOVERNMENT, PRIVATIZED, OR DOD PREFERRED COMMERCIAL LODGING BEFORE USING OTHER
COMMERCIAL LODGING OPTIONS. IF TDY TO ONE OF THESE SITES AND AVAILABLE DIRECTED LODGING
IS NOT USED, LODGING REIMBURSEMENT IS LIMITED TO THE AMOUNT THE GOVERNMENT WOULD
HAVE PAID IF USED.

3. IN THE “TRAVEL” SECTION OF DTS, TRAVELERS* TDY TO A GOVERNMENT INSTALLATION WILL FIRST
BE DIRECTED TO “GOVT DOD” (GOVERNMENT-OWNED) LODGING ON THAT INSTALLATION, IF
AVAILABLE.

NOTE THAT OFFICIAL LODGING ON ARMY INSTALLATIONS IN CONUS, HI, AK AND PR HAVE BEEN
PRIVATIZED, SO THE “GOVT DOD” TAB WILL NOT DISPLAY WHEN TDY TO MOST ARMY INSTALLATIONS.
SERVICE MEMBERS MUST USE GOVT DOD LODGING IF AVAILABLE, OR THEIR LODGING REIMBURSEMENT
WILL BE LIMITED TO THE AMOUNT THAT THE GOVERNMENT WQOULD HAVE PAID IF USED.

*LIMITED LODGING REIMBURSEMENT ALSO APPLIES TO CIVILIANS WHO ARE TDY TO AN INTEGRATED
LODGING PROGRAM PILOT SITE AND DECLINE AVAILABLE “GOVT DOD” LODGING.

4. IF “GOVT DOD” LODGING IS NOT AVAILABLE, THE SECOND PRIORITY IS GOVERNMENT PRIVATIZED
LODGING LOCATED ON OR NEAR THE INSTALLATION WHOSE MISSION IS TO SERVE OFFICIAL TRAVELERS.
THESE FACILITIES ARE AVAILABLE IN DTS ON THE “GOVT PRIVATIZED” TAB. AT ARMY INSTALLATIONS
THAT ARE PARTICIPATING IN THE INTEGRATED LODGING PROGRAM PILOT, THESE ARE THE PRIVATIZED
ARMY LODGING (PAL) FACILITIES THAT ARE OPERATED BY THE INTERCONTINENTAL HOTELS GROUP
(IHG). IF “GOVT PRIVATIZED” LODGING IS AVAILABLE *AT AN INTEGRATED LODGING PROGRAM PILOT
LOCATION, SERVICE MEMBERS *AND CIVILIAN EMPLOYEES MUST USE IT OR THEIR REIMBURSEMENT
WILL BE LIMITED TO THE AMOUNT THAT THE GOVERNMENT WOULD HAVE PAID

NOTE: ONLY GOVERNMENT PRIVATIZED LODGING THAT HAS BEEN INSPECTED AND CERTIFIED TO MEET
SPECIFIC DOD ADEQUACY STANDARDS WILL BE AVAILABLE ON THE “GOVT PRIVATIZED” TAB. IN SOME
CASES, THERE MAY BE OTHER PAL HOTELS ON AN INSTALLATION THAT ARE HISTORIC OR HAVE NOT YET
COMPLETED A FULL RENOVATION. THESE FACILITIES MEET ALL FEDERAL EMERGENCY MANAGEMENT
AGENCY (FEMA) STANDARDS, BUT MAY NOT HAVE THE FULL COMPLEMENT OF SERVICES TO WARRANT
DISPLAY ON THE “GOVT PRIVATIZED” TAB. THESE HOTELS MAY BE BOOKED IN DTS AS OUTLINED IN
PARAGRAPH 5 BELOW.

5. IF NEITHER “GOVT DOD” LODGING NOR “GOVT PRIVATIZED” LODGING IS AVAILABLE FOR THE TDY
TRAVEL DATES, TRAVELERS *TO DESIGNATED INTEGRATED LODGING PROGRAM PILOT SITES WILL BE
DIRECTED TO THE “"COMMERCIAL DOD PREFERRED” TAB. FACILITIES UNDER THIS TAB ARE PART OF THE



DOD INTEGRATED LODGING PILOT PROGRAM (ILPP) AND ARE REQUIRED TO MEET STRICT DOD
STANDARDS FOR QUALITY, SAFETY AND SECURITY, AND OFFER ROOMS AT RATES BELOW PER DIEM. IF
“COMMERCIAL DOD PREFERRED” LODGING IS AVAILABLE, ALL TRAVELERS MUST USE IT OR THEIR
LODGING REIMBURSEMENT WILL BE LIMITED TO THE AMOUNT THAT THE GOVERNMENT WOULD HAVE
PAID IF USED. TRAVELERS MAY DECLINE COMMERCIAL DOD PREFERRED HOTELS, ACCEPT THE
REIMBURSEMENT LIMITATION AND BOOK HOTELS AS PER STEP 6 (INCLUDING PAL HOTELS). IF THE
RATES OF THOSE HOTELS ARE AT OR BELOW THE REIMBURSEMENT LIMITATION TRAVELERS WILL BE
REIMBURSED IN FULL.

6. IF DOD PREFERRED COMMERCIAL LODGING IS NOT AVAILABLE, TRAVELERS WILL BE DIRECTED TO
THE FOURTH PRIORITY LODGING TAB, “COMMERCIAL FIRE SAFETY ACT COMPLIANT.” THIS TAB LISTS
HOTELS, INCLUDING OTHER PAL HOTELS ON THE INSTALLATION AND COMMERCIAL HOTELS IN THE
AREA THAT MEET THE FEMA STANDARDS. LODGING OPTIONS ON THIS TAB CAN BE SORTED BY TDY
LOCATION, CITY LOCATION, HOTEL NAME, AIRPORT LOCATION, AND ZIP CODE. IN ORDER TO FIND THE
ADDITIONAL PAL HOTELS ON THIS TAB, CHOOSE “SORT BY HOTEL NAME” IN THE “MODIFY SEARCH”
SECTION ON THE LEFT SIDE OF THE SCREEN AND TYPE THE WORD “PAL.”

7. THE FINAL CATEGORY OF LODGING IS “COMMERCIAL OTHER PUBLISHED RATES.” HOTELS ON THIS
TAB SHOULD ONLY BE BOOKED WHEN NO OTHER LODGING IS AVAILABLE. THESE PROPERTIES ARE NOT
MONITORED AND ARE NOT CERTIFIED BY FEMA.

NOTE:

TRAVELERS EXPERIENCING DIFFICULTY BOOKING PAL HOTELS IN DTS STILL HAVE THE ABILITY TO BOOK
ONLINE AT WWW.IHGARMYHOTELS.COM OR BY CALLING 1-877-711-TEAM (8326). WHEN THE PRE-
AUDIT FLAG STATING THAT NO LODGING WAS BOOKED APPEARS, SELECT REASON CODE “L10 — EXEMPT
IAW JTR” AND NOTE IN THE REMARKS SECTION THAT THE PAL HOTEL WAS BOOKED. COMMERCIAL
TRAVEL OFFICES (CTOS) MAY ALSO ASSIST WITH BOOKING PAL HOTELS, HOWEVER, A HANDLING FEE
WILL BE ASSESSED ON THE ORDER.

TRAVELERS SHOULD NOTE THAT A FEE IS CHARGED TO THE HOTEL FOR EVERY CANCELLATION OR
CHANGE MADE IN DTS. ROOMS SHOULD NOT BE BOOKED UNTIL THE TRAVEL IS CERTAIN.



