APPENDIX D:
State Park Reservation System Business Rules
POLICY DECISIONS & BUSINESS RULES
PENNSYLVANIA STATE PARKS RESERVATION/REVENUE SYSTEM (PRRS)
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OBJECTIVE: 

The following policies decisions have been were made in order to proceed with the implementation of an updated reservation/revenue management system.  This document will guide the policies that the software solution will meet and enforce.  This document includes, but is not limited to the PA State Parks operational requirements for reservations/registrations, Point of Sale (POS) items, Internet usage, and revenue handling.  These policy decisions and business rules maybe modified or added to in the future.  Therefore, the software must have some flexibility to change business rules periodically.  These include, but are not limited to: prices, maximum, and minimum reservation periods, number of reservations allowed, etc. 
RESERVABLE FACILITIES THROUGH THE CALL CENTER & INTERNET: 

This list is what has been established in the reservation program and is subject to adjustment by BSP.  Seasonal adjustments are to be expected with the majority of facilities designated as reservable for the summer season.  Numbers listed below are the number of facilities and then the estimated percentages, which will be reservable facilities.

· Campsites (CCC will not collect money for second car parking) 
6,628
 95%

· Organized Group Tenting Areas (sites)

   171
100%

· Family Cabins 
   282
100%

· Pavilions 
   246
100%

· Yurts 
      34
100%

· Walled tents 
       5
100%

· Camping Cottages 
      67
100%

· Deluxe Cottages
12
100%

· Picnic Groves 
      16
100%

· Ohiopyle State Park White Water Boating Launch Times 
   960
100% 

· Call center shall have POS capabilities to charge/waive fees for certain items as determined by the Project Manager, such as: pet fee, white water boating season pass waiver, discounts, travel trailer for OGT, etc.

NOTE: A person may call the Central Call Center using the toll free number or go on line and reserve a specific facility at most any park.  Specific site/cabin reservations will be made, but a disclaimer should always appear that state parks might change the site/cabin for a comparably sized site/cabin if needed.

White Water Launch Time Reservations:

Reservations for white water launch times at Ohiopyle State Park will only be taken for Saturdays, Sundays, and the three (3) summer holidays (Memorial Day, Labor Day, and July 4th when 4th falls on either Monday or Friday).  Reservations will be taken from the first weekend in April through the Columbus Day weekend in October, primarily at the call center.  However, the reservation program will permit the park to make reservations.  The call center and internet is permitted to make reservations until 2:00 pm the day prior to the requested launch date.

Parks wishing to totally exempt facilities from this site-specific reservation system must have prior approval from the Regional Manager and the Director’s Office and coordinated with the Project Manager.  As of January 1, 2010, the following parks are exempt from being site specific on the reservation system and are classified first come first serve.

· Colton Point State Park 

· Penn Roosevelt State Park 

· Cherry Springs State Park 

· Patterson State Park 

· S B Elliott State Park 

· Ravensburg State Park

FACILITIES “RESERVED” THROUGH THE INDIVIDUAL PARKS, CALL CENTER & INTERNET: 

These facilities are the only ones that will be available to be reserved by the individual parks and on the Internet.  Listed below are the numbers of backpacking sites and the estimated percentages, which will be reservable facilities.
· Backpack/River Camping Sites
82
100%

· Nature Inn Rooms
16
100%

Note:  Software shall have functionality to send confirmation notices (emails, letters, or faxes) for reservations and provide a view of the itinerary of various backpackers reserving several shelter areas along the trail.  

Backpacking Reservations:

Reservations will be made by calling the individual parks or over the Internet.  Park offices at the Laurel Ridge, Oil Creek, and Raccoon Creek State Parks will be able to make reservations for their respective parks and are to be accommodated in evening and on weekends as staffing allows.  The Central Call Center will not be permitted to take reservations and will direct any customer inquiries to the appropriate park offices’ administering the backpacking trails.  Internet reservations will be permitted.  In addition to the regularly collected information on the customer/group the following will also be required to make a reservation.  Multiple vehicles and parking locations can be entered if appropriate.

· Vehicle’s make and model

· License number and state of registration

· Departure location/parking location

· Comment field (used for route of travel additional vehicle information, cell phone numbers, etc.)

Reservation system will provide the option of displaying a pegboard (grid) display and a map of all the areas in the displaying of which sites are reserved and open.  The display on the entire complex areas is needed to allow for easy transferring of the customer to different shelter areas.  The maps should be interactive to indicate the amenities available and provide information on frequently asked hiking questions (distance to next shelter/parking areas, difficulty of trail, etc.).  The capacity designated for each individual shelter and tent site will be the determining factor on the number of people permitted in the area.
FACILITIES “RESERVED” THROUGH THE INDIVIDUAL PARKS ONLY: 

This list contains the various types of reservable facilities handled by the individual parks.  The numbers listed below are the number of facilities and then the estimated percentages, which will be reservable.

· Kings Gap Mansion
   15
100%

· Organized Group Cabin Camps
   14
100%

NOTE:  Five State Parks have Organized Group Cabin Camps (Each park receives applications by a publicized date and awards reservations based on eligibility criteria)

· DCNR Lodges
      2
100%

NOTE: These two (2) facilities are reserved through Black Moshannon and Promised Land State Parks through established seasonal lottery approved by the Bureau.

· Marina Slips
3,800
100%

· River Campsites
       2
100%


· Shoreline Mooring
4,123
100%

· Canoe Racks (spaces)
   521
100%

· Off-Shore Mooring
   180
100%

· Private Boat Docks
   988
100%

· Seasonal Boat/Trailer Storage
1,134
100%

· Camper Storage (First-come, first-served)
     74
100%

· Meeting Rooms 
     23
100%

NOTE:
At a later date, these reservable facilities (all or some) may be added to those that the Central Call Center can make.  In addition the Bureau may decide to permit parks to make reservations for Internet and call center reserve able facilities.  
POINT OF SALE ITEMS: 

Customer will get a computer-generated receipt.  Reservation program will track the sale, maintain an inventory of item most items, allow for tax exemption, and collect appropriate sales tax.  The following list of items are not intended to be all encompassing, but represent the more common point of sale items handled by the parks.
· Swimming pool -- swimming pool revenues for parks that directly collect money will be done using existing receipting procedures or improved at the option of BSP.  Pertinent information will be inputted to the PRRS system in a timely manner (at least daily) to show the various types of pool charges (season passes, daily passes, youth admission, adult admission, etc.)
· Boat launching permits

· Gift Cards/Certificates (includes call center)

· Book sales

· Donations

· Whitewater Season Discount Pass (include call center)

· Firewood

· Firewood Permits

· T-shirt, sweat shirt and other clothing sales

· Souvenir sales

· Map and brochure sales

· Environmental Education programs

· Other items including all revenue code items such as concessionaire payments (not to be done via credit card), housing payments, etc.

Purchasing Launch and Mooring Permit – VISITOR RECEIVES: --

· Sticker

· Receipt 

· Separate preprinted form with rules and policy

· Or combination computer printed receipt and form with rules and policy
INTERNET GUIDELINES:


New inventory will be reservable at the same time throughout the reservation program, for both phone and Internet requests.  New inventory will open to coincide with the Central Call Center hours of operation.  New inventory will not be made available on Sundays.


Once inventory becomes available on the Internet, it will remain available 24 hours a day, seven days a week.

Reservations can be made and canceled.  Transferring or modification of a reservation will not be permitted, to do so a customer must contact the Central Call Center to accommodate the request.

· During a logon session, once a site is chosen it will only be held for 20 minutes.  If the reservation is not completed and paid in full after 20 minutes, the customer will have the option to extend the time and complete the reservation, release the site and continue shopping or to disconnect the session.  If an extension of time is requested, it will be a one-time offer per reservation for an additional 20 minutes.  A session that is idle for more than 20 minutes will be terminated and the site released.   
· Reservations must be paid in full; credit card or check card payments will be the only options available.  To make a reservation and pay by check, customer must contact the Central Call Center for that request.
REVENUE NOT BE HANDLED THROUGH THE RESERVATION PROGRAM:  

Directly invoiced billing from the Comptroller’s Office such as:

· Leased campsites (all payments, but first year)

· Houseboats at Presque Isle (all payments, but first year)

· Rights-of-ways (all payments, but first year)

· Re-occurring land rents such as Wapiti Archers at Fort Washington State Park (all payments, but first year)

First year payments for the above listed revenue sources will be processed through PRRS.  Revenue from these sources is to be added after the fact to PRRS so that PRRS accurately accounts for all revenues and donations.  
LIST OF POLICIES FOLLOWED BY PARK STAFF:  

The Bureau of State Parks operates under a number of policies and guidelines to include, but not limited to those listed below:

· State Park Rules and Regulations

· State Park Policy Decisions on the Parks Reservation/Revenue System

· State Park Bureau Management Directive Bulletins

· General Accepted Accounting Principles

DEFINITIONS: 

· RESERVATION -- advanced booking of a reservable state park facility, usually done by a park visitor.  All Central Call Center reservations will require full payment.  The only reservation that takes a deposit is an organized group camp handled by parks with group camps.  For organized group camps, deposits are taken, so the PRRS must have the functionality to handle deposits.

· REGISTRATION -- payment in person for use of a state park facility for some period of time.  Not done in advance based on when the call center can’t take a reservation (Cabins & Yurts within two (2) days of the arrival).  Not a reservation.
· CHECK-IN – process (es) done at park to make final arrangements for use of park facilities such as campsites.  May involve identification checks, issuing permits, car passes, etc.  A check-in could be part of both a reservation and registration.  However, some check-in routines could either involve park staff contact or be “self-service”

VISITOR PREFERENCE FOR SIZE OF CAMPSITE:

Campers may request any site available when making a reservation.  For example, a camper with a small tent could reserve the largest site available.  Camper’s choice of campsite is not restricted by size of camping equipment.  Reservationists are not to keep tenting customers from taking large trailer sites, if the customer so desires.

SITE SPECIFIC RESERVATIONS: 

The reservation system will be designed for site-specific reservations for pavilions, picnic groves, Yurts, cabins, campsites, inn rooms, walled tents, camping cottages, Organized Group Tenting Areas, and specific launch times at Ohiopyle.  All publicity and reservation confirmation letters will include a disclaimer that BSP reserves the right to reassign facilities to maintain efficient operations.

For non-summer season campsites, including leaf season, trout season, and other events where campgrounds are at capacity or near-capacity, parks need to be site specific to allow all campers the ability to fit into campsites that can accommodate their needs (such as ADA or electric sites).
PARK AREAS NOT LISTED: 

The parks listed below will not have a live network connection.  Revenue and/or reservations for these parks will be handled by the respective park complex administrative office.

	Region 1

State Parks
	Administrative Office

(Park Handling Their Reservations)
	X =  Reservable Facilities in these Areas

PARK = First Come, First Serve

	
	
	Camping
	Cabins
	Group

Tents
	Pavilions

	Elk 
	Bendigo
	
	
	
	

	Kinzua
	Bendigo
	
	
	X
	X

	Colton Point
	Leonard Harrison
	PARK
	
	X
	X

	Hyner View
	Little Pine
	
	
	
	

	Upper Pine Bottom
	Little Pine
	
	
	
	

	Denton Hill
	Lyman Run
	
	
	
	

	Cherry Springs
	Lyman Run
	
	
	
	X

	Patterson
	Lyman Run
	PARK
	
	
	

	Prouty Place
	Lyman Run
	PARK
	
	
	

	S. B. Elliott
	Parker Dam
	PARK
	X
	
	X

	Ravensburg
	R. B. Winter
	PARK
	
	
	X

	McCall Dam
	R. B. Winter
	
	
	X
	

	Sand Bridge
	R. B. Winter
	
	
	
	X

	Poe Paddy
	Poe Valley
	X
	
	X
	

	Milton
	Shikellamy
	
	
	
	

	Susquehanna
	Shikellamy
	
	
	
	


	Region 2

State Parks
	Administrative Office

(Park Handling Their Reservations)
	X = Reservable Facilities in these Areas

PARK = First Come, First Serve

	
	
	Camping
	Cabins
	Group

Tents
	Pavilions

	Hillman
	Raccoon Creek
	
	
	
	

	Laurel Summit
	Linn Run
	
	
	
	X

	McConnell’s Mill
	Moraine
	
	
	
	

	Point
	Region 2 Office
	
	
	
	


	Region 3

State Parks
	Administrative Office

(Park Handling Their Reservations)
	X = Reservable Facilities in these Areas

PARK = First Come, First Serve

	
	
	Camping
	Cabins
	Group

Tents
	Pavilions

	Big Spring
	Colonel Denning
	
	
	
	X

	Buchanan’s Birth.
	Cowans Gap
	
	
	
	

	Fowlers Hollow
	Colonel Denning
	PARK
	
	
	X

	Mont Alto
	Caledonia
	
	
	
	X

	Penn Roosevelt
	Greenwood Furnace
	PARK
	
	
	X

	Samuel Lewis
	Gifford Pinchot 
	
	
	
	X

	Susquehannock
	Gifford Pinchot
	
	
	X
	X

	Warriors Path
	Trough Creek
	
	
	
	X

	Whipple Dam
	Greenwood Furnace
	
	
	
	X


	Region 4

State Parks
	Administrative Office

(Park Handling Their Reservations)
	X = Reservable Facilities in these Areas

PARK = First Come, First Serve

	
	
	Camping
	Cabins
	Group

Tents
	Pavilions

	Ralph Stover
	Delaware Canal
	
	
	
	X

	Lehigh Gorge
	Hickory Run
	
	
	
	

	Nescopeck
	Hickory Run
	
	
	
	

	Archbald Pothole
	Lackawanna
	
	
	
	

	Salt Spring
	Lackawanna
	
	
	
	

	Swatara
	Memorial Lake
	
	
	
	

	Benjamin Rush
	Region 4 Office
	
	
	
	

	Gouldsboro
	Tobyhanna
	
	
	
	

	Big Pocono
	Tobyhanna
	
	
	
	


RECEIPTS FOR MONEYS COLLECTED: 

All people transacting business in person will receive a receipt.  Bureau employees will continue to use existing receipting systems (pool cash registers, pre generated receipt for future entering in to the system) for moneys collected when a computer-generated receipt cannot be given.  If multiple “cashiers” are employed at the same time, software is to be able to follow each employee.  Park must use separate cash boxes and change funds if individual employees are to have the highest level of fiscal accountability.  

WRITTEN RESERVATION REQUESTS: 

Publicity will not mention that written requests will be processed.  People will be encouraged to use the toll free telephone number.  Unless complete information is present, the Central Call Center will return the written request with a form letter and reservation brochure asking the person to call for a reservation.  Parks receiving written requests will return the request to the sender, unless they can make reservations (future) and wish to obtain any additional information by telephone.

WAITING LISTS: 

The CCC will not maintain any waiting lists for cancellations.

WHEN RESERVATIONS WILL BE TAKEN:

Reservations will be taken for facilities that are open and reservable.  Some facilities may be reservable for a portion of the year, but unreservable at other times of the year.  

WHEN CENTRAL CALL CENTER & INTERNET WILL TAKE RESERVATIONS: 

Software functionality shall be present for BSP to change business rules in this area.    The following guidelines are to be used for reservations and payment of fees for Central Call Center and Internet reservable facilities, as established under Title 17, Chapter 11, Sub section 11.224.

· Reservations may be made up to 11 months in advance through the call center and Internet with the exception of River Camping.  River Camping is reservable at the park and can be reserved up to 11 months in advance.
· Inn room’s reservation may be made up to 24 months in advance through the call center, park and Internet. 

· Unreserved facilities will be available on a first-come, first-served basis and at the appropriate rate with the exception of pavilions and picnic groves.  Unreserved pavilions and picnic groves will be available on a first-come, first-served basis and at no cost to the customer.
Campsites and Walled Tents reservations will be taken by the Central Call Center and Internet until noon the day of arrival up to 11 - months in advance.  After noon on the day of arrival (initially after close of business the day before arrival), callers will be told that campsites may be available on a first-come, first-served basis.  

Organized Group Tenting, Cabins, Camping Cottages, Yurts, and Pavilions reservations will be taken by the Central Call Center and Internet anytime from 2-days in advance prior to the day of arrival, to 11-months in advance.  If within two full days of the callers desired arrival date, the Central Call Center shall refer calls to parks if organized group tenting areas, cabins, camping cottages, yurts, or pavilions are available.  

Therefore, the no cabin reservation by Central Call Center if 2-days or less prior to the arrival date policy example would be if a person calls the Central Call Center on Tuesday, they will be able to make a reservation for Friday, but not for the Wednesday and Thursday.  If the person calls the call center on Friday they would not be able to make a reservation for a cabin with an arrival on Saturday or Sunday, but could arrive on Monday. 

A person can reserve a facility on May 30th, no earlier than June 30th of the previous year.  A person wanting to reserve a facility for May 31st will not be able to reserve it on June 30th, but will have to wait until July 1st of the previous year.

White Water Boat Launch Time reservations will be able to taken up to 2:00 pm on the day prior to the launch day.  Inquires for next day launch times after the cutoff time the Central Call Center will direct the customer to check with the park to handle.

Backpacking reservations to obtain a camping permit are required for use of the backpacking facilities in the park.  Reservations will be taken in advance up to 11 months out from the current date.  A customer is restricted to a one-night stay per shelter/tent area in the park.  Organized groups are limited in the various parks based on the facility as follows:

Laurel Ridge State Park

· 1 night per shelter area with the maximum number of sites per reservation:

· 1 shelter, capacity of 5 

· 1 tent area, capacity of 25

· Maximum number of visitors of 30

· Maximum number of nights that can be reserved is one (1) night per shelter area for a maximum of 8 nights

Moraine State Park

· 1 night per shelter area with the maximum number of sites per reservation:

· 1 shelter, having a total capacity of 6 

· Maximum number of visitors of  6

· Maximum number of nights that can be reserved is 1

Oil Creek State Park

· 1 night per shelter area with the maximum number of sites per reservation:

· 2 shelters or 2 tent pads or combination, each having a capacity of 4 

· Maximum number of visitors of 8

· Maximum number of nights that can be reserved is 4

Raccoon Creek State Park

· 1 night per shelter area with the maximum number of sites per reservation:

· 1 shelter and 2 tent pads or 3 tent pads, each having a capacity of 4 

· Maximum number of visitors of 12

· More than 12 visitors, campers must use the Organized Group Tenting Area. 

· Maximum number of nights that can be reserved is 4

Nature Inn facility reservations will be taken by the Central Call Center and Internet anytime from 5pm on the day of arrival, to 24-months in advance.  If arriving after 5pm the customer must call the parks if rooms are available.  

WHEN PARKS CAN PROCESS RESERVATIONS: 

Within the “two” days prior to the arrival date all participating parks may take organized group tenting, cabin, yurt, camping cottages, and pavilion reservations within the last two days of the arrival date provided payment is made via credit card or if in person, immediately.  After noon of the arrival date, no camping and walled tents reservations will be made by the Central Call Center or on the Internet and only walk in registrations will be made at the park level.

If system must have a block of time where no park access to the master database is allowed, to perform the needed daily backup routine, this “blackout” time must be between 1 a.m. and 5 a.m. and should be scheduled when parks are not inconvenienced.  If a “blackout” time is needed, starting time and duration should be made known to park field offices.  In all cases, the duration of the “blackout” will not last past 5 a.m.

CALL CENTER AND INTERNET VERSUS PARKS DEALINGS WITH RESERVATIONS!

	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY

	#1

Up to 11 months prior to the arrival date
	CALL CENTER  & INTERNET makes all reservations through this day for Cabins, Yurts, Pavilions, Cottages & Group Tenting Areas
	PARK makes the registration for Cabins, Yurts, Pavilions, Camping Cottages & Group Tenting Areas.  
	DAY OF

ARRIVAL
	PARK must handle all changes or additions to a registration that is in effect.  Can modify up to 90 days in the past

	#2
	Up to 11 months prior to the arrival date
	CALL CENTER & INTERNET makes all reservations and changes through this day for Walled Tents and Campsites
	DAY OF ARRIVAL

PARK makes the registration & changes for Walled Tents, and Campsites with CALL             CENTER & INTERNET handling until noon


	

	#3
	Up to 11 months prior to the arrival date
	CALL CENTER & INTERNET can do CHANGES & CANCELLATIONS

(FEE CHARGED)
	DAY OF ARRIVAL

PARK does modifications for every type of facility


(FEE CHARGED)
	


#1 = Cabins, Pavilions, Yurts, Camping Cottages, Observatories, and O.G.T (changes can’t be done until day of arrival) 

#2 = Campsites and Walled Tents, Exception = Nature Inns reservations can be made & change by all channels up to 2 years prior to arrival.

#3 = All CANCELLATIONS

Revised January 1, 2010
WHEN PARKS WILL MAKE REGISTRATIONS: 

Parks will make registrations for “walk-ins” up to the maximum occupancy allowed based on the facility.

RESIDENTS AND NON-RESIDENTS: 

Residents and non-residents will be treated alike in regards to when they can make reservations.  They may pay different prices.

TYPE OF PAYMENT ACCEPTED:

The following payments will be accepted by the parks for payment of any of the services handled through the reservation system.  Check payments will not be permitted for reservations made on the Internet.  The Central Call Center will accept checks, money orders, gift certificates/cards, and credit cards:
· Cash

· Personal checks (in person with proper personal identification),

· Personal checks (including those with out-of-state addresses) by mail

· Electronic check 

· Traveler’s checks

· Cashier’s checks

· Money Orders

· Gift Cards 

· Fee waivers -- PRRS will have ability to accept special waiver of prices (free service) as approved by authorized personnel of BSP in accordance to Bureau policy.

· Credit cards: VISA, MasterCard, Discover, Diners Card, and American Express 

All checks and money orders are to be made payable to Commonwealth of Pennsylvania.  When credit cards or electronic checks are not used, payment will normally be sent to the PA State Parks Call Center, PO Box 8885, Lancaster, PA, 17604-8885.  The Call Center will not except any check at the physical location of the call center building.  
If payment is not made by credit card, gift card, or electronic check, the Reservationists shall instruct them to send a single check.  Reservationists should discourage people from sending in two (2) checks for one (1) cabin.  If they send the wrong amount into the Central Call Center, the Central Call Center will call for payment to correct mistakes.

If people send in payment to the Central Call Center and it is not marked, the staff at the Central Call Center will try to check databases to match up person with reservation.  Central Call Center script and brochures must list how to make payment by check and encourage credit card payment.  Central Call Center script should tell person to write the computer generated tentative reservation number on their check if payment is made by check.

Internet made reservations will be paid in full prior to the completion of the transaction on line.  Payment will be accepted on line using any of the authorized credit cards, gift cards, or check cards.
HONOR SYSTEM CAMPING: 

Parks will have the option to use, or not use, the honor system envelops for one night camping registration for reservable sites and the entire stay for state parks that have campsites on a first come first serve basis.  

Reservable sites -- For parks using honor system camping registration envelopes, registration for reservable campsites will be limited to a single night (Software functionality will allow a report to be generated which can be posted to clearly guide people if the campsite is available for one night), unless otherwise posted.  Park will post instructions for honor system users.  Instructions will limit them to one night.

Non-reservable sites -- Honor system registration will be available for periods from the minimum (1- night stay) to the maximum (14 - nights during summer season, 21- nights during non-summer season.)  Caution must be exercised to not overlap into the reservable period each Spring.

Parks can also print their own envelopes and POMD will coordinate larger orders of honor system envelopes.

Receipts for honor system envelopes and revenue may be “batch” loaded, rather than by envelope, at the option of the State Park.  Batch loaded should allow for cash and checks to be entered by the park.  Parks must realize that entering funds using the batch method will not count when running utilization reports.

RESERVATION CANCELLATIONS: 

If a facility has to be closed and reservations are already made for the time period affected, BSP will want to notify the people with reservations.  If time of cancellation is less than 2-weeks from the arrival date, the Central Call Center will call people with reservations and advise of the change.  The Central Call Center will try to relocate displaced visitors to other State Park facilities before referring to non-State Park locations.

When a customer or the Commonwealth requests a cancellation, the fee will be charged in accordance with PRRS Management Manual, Volume VII, “Charges for Transfers And Refunds Related To Reservation System Facilities”.

A summary of the cancellation policy is a follows with additional details and examples in the Management Directive.  These apply to reservations/registrations made at the Central Call Center, Internet, or state park.

· All reservable facilities with the exception of boating facilities will be charged a cancellation fee of $10.00 if canceled more than 7 days prior to arrival.  If canceling less than days a one night fee or $75.00, whichever is lesser will be assessed.  Group Cabin Camps will be charged a one-night deposit no matter when the reservation is canceled.

· Reservations that are canceled as a result of the Bureau of State Parks requesting the canceling will not be charged a fee for the cancellation.

· If the cost of the reservation is less than $10.00, then that amount will be considered the cancel fee and parks will not attempt to the additional revenue.

· Boating facilities will be charged a $10.00 administrative fee when canceling after arrival and prior to August 1.  August 1st and on will not receive a refund and not be charged the administrative fee.

CHANGE/TRANSFER FEES:

When a customer requests a change to their reservation a fee will be charged in accordance with PRRS Management Manual, Volume VII, “Charges for Transfers And Refunds Related To Reservation System Facilities”.  Changes are not permitted on the Internet at this time.  A summary of the change fee policy is a follows with additional details in the Management Directive. 

· All changes/transfers requested by the customer at the Central Call Center that involve changing dates, sites, parks, or shorting the stay will be assessed a $10.00 fee for this service.  
· If the customer only wishes to add days on to an existing reservation by calling the Central Call Center, there will be no change fee assessed.

· No change/transfer fee will be charged if the Commonwealth requires the changing or moving of the reservation.

· On the day of arrival the customer wishes to change the dates or transfer the reservation to another park and contacts a park do this; the customer will be charged $10.00.  Central Call Center is not able to cancel or change/transfer a reservation on the day of arrival.

· If the customer is at the park and wishes to change sites or transfer the reservation to another park there will be no fee assessed in this situation without changing the arrival date by more than 1 day.  This will only be permitted on the day of arrival or after the customer is in the middle of their reservation.
NUMBER OF CAMPSITES THAT WILL BE RESERVABLE: 

Summer Season -- Essentially 100 percent of the campsites will be reservable for the summer season by the Central Call Center.

Exceptions:

· The Park Manager, the Regional Park Manager and the Director’s Office can agree:

· upon either a lesser percentage

· or elimination of a campground from the reservation system.

· A limited number of special “predicament campsites”, (up to 5-sites in each campground), shall be held from the reservation system and only used to accommodate a special circumstance such as a double booking.  These “predicament” sites may be unmarked “locations” in the vicinity of the campground.  They can be regular campsites if no better option exists.  These “predicament campsites” should be able to accommodate various types of camping equipment.  The reservation system should not display these sites to the call center operators through the Facility Availability screen or the pegboard.

Non-Summer Season -- In the non-summer season, Regional Manager can approve reducing the number of reservable sites to between 25 and 100% of the available campsites.  Different signs will be needed for campgrounds.  Regions and parks will monitor reservations in the off-season to see that enough sites are reservable.  If too low a percentage has been selected, more sites should be made reservable.  These sites will be restricted from the call center and Internet by blocking them and having a message that the sites are available on a first come first serve basis.  If a reduction of the number of sites that are reservable is approved and implemented the park manager must notify the Project Manager to work with the contractor on updating the call center operation.

Exceptions:

The Park Manager, the Regional Manager and the Director’s Office can agree:

· Either to a lesser percentage of reservable campsites, or

· Elimination of a total campground from the reservation system for the non-summer season

CAMPGROUND HOST CAMPSITES: 

Unless exempted by the Regional Manager, each campground is to have at least one campsite for the volunteer campground host.  This site will not be reservable or seen by the Central Call Center and Internet.  Parks are encouraged to install utility hookups to these sites to make them more attractive to volunteers.  Software will permit the park manager to put a reservation in for the campground host extending beyond the limitations for normal reservations.
RESERVED FACILITIES NOT OCCUPIED: 

Park may call people with a paid reservation, but are a “no-show,” and then re-rent facility after knowing their plans.  Software functionality shall allow specified users to override the system after noon of the second day of the stay, to allow for re-renting a reservable facility that becomes available before an earlier rental of that facility is over or mark the reservation as a no show.  Software should contain a check out button for this that provides an option to permit a refund of the remaining unused nights or prevent refunding of the reservation.
NUMBER OF RESERVATIONS ALLOWED:

The number of reservations that can be made by the Central Call Center per call or on the Internet will be permitted as follows:

· Camping: -- Unlimited number or reservations per call or on line with the Internet provided the customer has complete information (group or individual name, address, number of people, check‑in date, check‑out date) for each site reserved when they call.  A person will be permitted to reserve two or more campsites for the exact same time period under one name as long as the person making the reservation has the name of the responsible occupant for the other sites.  Software shall permit the multiple reservations by one person by using a group name and the responsible occupants name per site.  The group name would be assigned to the VIP number and the person that paid for the site getting the refund if the reservation is canceled.  Software should allow for modifying the responsible person at a later time or at time of check in.
· Walled Tents: -- same as camping, same policy for residents and non-residents

· Group Tenting Areas: -- same as camping, same policy for residents and non-residents

· Camping Cottages: -- same as camping, same policy for residents and non-residents

· Pavilions: -- same as camping, same policy for residents and non-residents

· Cabins: -- There will be no limitation on the making of cabin reservations provided the person has all of the information for each cabin.  Full information must be needed such as name, address, city, etc. for each reservation.  The group option will not be permitted for cabin reservations.  A person cannot reserve two cabins for the exact same period under one name -- two separate names will have to be supplied with full information.
· Inns: -- There will be no limitation on the making of inn room reservations provided the person has all of the information for each room.  Full information must be needed such as name, address, city, etc. for each reservation.  The group option will be permitted for the inn facilities.  A person cannot reserve two rooms for the exact same period under the same occupant and information; two separate names will have to be supplied with full information.
· Yurts: -- same as cabins, same policy for residents and non-residents

· Backpacking: -- same as camping, same policy for residents and non-residents

Reservations cannot exceed maximum or minimum stay limits listed elsewhere.

CENTRAL CALL CENTER TO REFER DETAILED QUESTIONS TO PARK:

If the Central Call Center receives questions that it cannot answer about park facilities, they should direct the caller to the park.  They can make a tentative reservation and the caller can make the final decision after consulting with the park.  Tentative reservations will be canceled after two weeks for non-payment.  The Central Call Center is not to make three-way connections.

      Callers will also be directed to 1-800-VISIT-PA for general information.

CONFIRMATIONS of a RESERVATION:

Reservation confirmations will be issued as follows:  Central Call Center staff, Internet users, or park staff (depending on who makes reservation) will issue a unique computer generated confirmation number (or tentative reservation number) over the telephone or on line for all reservations.  

When payment is received, the reservation will be confirmed by:

a) Confirmation letter to the customer once the reservation is paid in full, transferred, or canceled and reservation date is 4 days or greater in advance.

b) Or if the customer provides an email address, a confirmation email will be sent regardless of the time.  Email confirmations will be the preferred method of notification and used for reservations, transfers, and cancellations.  However, the software must permit mailing a confirmation if requested by the customer. 

c) Confirmations made on the Internet will receive an email upon completing or canceling the reservation; regardless of the date the reservation is made.

d) If requested by the customer, a fax confirmation may be sent.

e) Confirmations of reservations with less than 4 four days of arrival date and the customer does not have an email or fax number, will not receive a confirmation.

The following is the basic information that is required to be sent to the customer.  If a facility has specific standard information to be added it is identified below.  Additional information may need to be added at a later date, based on the facility and/or changes in policy.

Standard Confirmation Information:

· “Alcoholic beverages are not permitted in Pennsylvania State Parks”

· Arrival date and time

· Reserved facility identification number or name

· Departure date and time

· Disclaimer that the park, “has the right to reassign the site, although usually not done”

· Facility directions

· Cancellation, administration, and/or Transfer Fees identified for the facility

Cabins & Yurts:  
After full payment is received, cabin renters will have a confirmation letter sent (mailed, faxed, or E-mailed) by the Central Call Center including:

· Statement that by payment and receipt of this letter, visitor agrees that they are responsible for damages to the park facilities that they may cause

·  “Pets are not permitted in the cabin areas of Pennsylvania State Parks”

· Cabin or Yurt number

· Where to get the key (park may need to have several registration points)

· What to bring

· Normal park office hours are 8 am to 4 p.m. Monday to Friday.  For arrival at other times, contact park office for arrangements (list park phone number)

· What is in the cabin

Pavilions:  
Pavilion renters will have a confirmation letter/card sent (mailed, faxed, or E-mailed) by the Central Call Center when full payment is received.  Internet reservations will receive a confirmation by email.  The confirmation will specify:

· Capacity of the pavilion 

· Statement that additional tables will not be brought in to accommodate additional people.

Organized Group Tenting: 
A person making a reservation will have a confirmation letter sent (mailed, faxed, or E-mail) to them by the Central Call Center, in addition to being issued their confirmation number over the telephone.  Internet reservations will receive a confirmation via email.  The State Park may send roster sheet if they desire one prior to arrival.  The confirmation will specify:  

· Identify if group may bring sleeping campers or if facility is a tent only.  If permitted to have a camper advise customer that they will need to be charged at the park for the units.

Campsites:
A written confirmation will be sent (mailed, faxed, E-mailed), after payment has been received to them by the Central Call Center, in addition to being issued their confirmation number over the telephone.  Internet reservations will receive a confirmation by email.  The confirmation will specify:  

· Statement to customer on whether or not additional vehicles are permitted on the site

Camping Cottages & Walled Tents:
A written confirmation will be sent (mailed, faxed, E-mailed), after payment has been received to them by the Central Call Center, in addition to being issued their confirmation number over the telephone.  Internet reservations will receive a confirmation by email.  

· Where to get the key (park may need to have several registration points)

· What to bring

All Boating Facilities: 
A person making a registration for any boating facility (marina slips, mooring spaces, canoe racks, trailer storage spaces, etc.) will have the appropriate agreement mailed to them.  This agreement will have all the appropriate information completed based on the reservation database.  The information required is based on the associated agreements.  

Organized Group Cabin Camps: 
A person making a reservation will have a confirmation letter/card sent (mailed, faxed, or E-mail) to them by the park.  Information included will be based on the parks needs and requirements for the group cabin camps.

Receipts will be able to be printed at the park for each transaction.  This receipt can be used as a car pass and will have a site permit on the bottom portion that can be torn off and placed in a permit holder, if the park wishes to do so.

The park when making reservations with in the software will handle confirmation for park-based reservations, such as Organized Group Cabin Camps, inn rooms, and meeting rooms.  

INFORMATION AVAILABLE FROM THE CENTRAL CALL CENTER:

· State Recreational Guides (limit 2 sent per inquiry)

· mini-maps (limit 10 maps sent per inquiry)

· campground maps (limit 10 maps sent per inquiry)

· cabin maps (if available)

· organized group tenting maps (if available),

· Rules and Regulation summary

· Snowmobile directory (limit 2 sent per inquiry)

· Cross-country ski directory (limit 2 sent per inquiry)

· Mountain biking information sheet (limit 2 sent per inquiry)

· Stay the Night brochure

· PA Visitor’s Guide supplement
MINIMUM/MAXIMUM RENTAL PERIODS: 

The minimum rental period for park facilities that are reserved via the Central Call Center or Internet will be as follows.  The minimum stay requirement will not apply to any park made reservations or registrations.  The park will have the option to allow a person to stay more than the maximum period if another site is open.  The customer is required to change to a different site and will not be permitted to remain on the initial site.  Customer will not be permitted to make a reservation in excess of the maximum time period on the same site.

Seasons:

Summer Season -- Is defined as the 2nd Friday in June through the 3rd Thursday in August.  

Winter Season -- Is defined as the Friday before Thanksgiving through the Thursday prior to the first Friday in March.

NOTE: If the facility has been approved to charge the higher rate for a listed season, as defined by the Price Guide, the higher rate will be charged during the same time frames.
Cabins and Yurts:  

Minimum cabin/yurt reservation period – 

· Summer season --

· One (1) week and only on a Friday to Friday rental (Friday after Memorial Day to Friday before Labor Day inclusive)

· Non-summer season --

· Two (2) nights minimum for all other periods

· Anytime within the 11 months, but never more than two days prior to the arrival date the park may rent cabins for one (1) night.  Parks can set their own policies for rentals within two days of the arrival night for one-night reservations.  The Central Call Center and on line (Internet) will not be able to rent cabins for just one (1) night.
Maximum cabin/yurt reservation period -- 

· Summer season – 7-nights maximum stay 

· Non-summer season – 14-nights

NOTE: Both the seven-day required stay and summer pricing will use the same time period.  All state parks’ having cabins will comply with this policy.  The winter season does not require a seven-day stay, but has the same prices as the summer season.  State Parks with Cabins and/or Yurts will have the option on whether or not the facility will use the higher prices during this time period.  Parks wishing to charge a higher winter season price will need approval of the region and bureau director before it will instituted in to the reservation program.

Camping and Walled Tents: 
Minimum – 

· 1-night -- Any time of year the campground is open with the exception for Saturday nights.  
· 2-night -- Any time of year the campground is open and available for reservations includes that a customer requests an one night reservation on Saturday, from Memorial Day weekend through Labor Day weekend, the customer must make it for two (2) consecutive nights resulting either Friday & Saturday or Saturday & Sunday reservation.  This applies to the Central Call Center and Internet only; park made registrations for Saturday night only will be permitted. 

Maximum -- 

· Summer season – 14-nights maximum reservation period 

· Non-summer season – 21-nights maximum reservation period

Camping Cottage:

Minimum – 

· Two (2) night minimum at all times

Maximum -- 

· Summer season – 14-nights maximum reservation period (arrival day between the Friday after Memorial Day to Friday before Labor Day)

· Non-summer season – 21-nights maximum reservation period

Organized Group Tenting:

Minimum -- 

· 1-night -- Any time of year campground is open with the exception for Saturday nights.  

Maximum -- 

· Summer season – 14-nights maximum reservation period (arrival day between the Friday after Memorial Day to Friday before Labor Day)

· Non-summer season – 21-nights maximum reservation period

· Pavilions & Picnic Groves: 

Minimum --  

· One day 

Maximum --

· No maximum

· White Water Launch Slots: 

Minimum --  

· One person reservation  

Maximum --

· The number of spaces allotted per time slot and no limit on the number of launch times or days.

· Backpacking Shelters: 

Minimum --  

· One day per shelter area

Maximum --

· One day per shelter area

· Nature Inn Rooms: 

Minimum --  

· One night except for designated special events and football games

Maximum --

· 14-nights maximum reservation period

WHEN MONEY IS DUE FOR RESERVATIONS:

All Central Call Center and Internet reservations, along with reservations made by the park for facilities that are available for reservations at the Central call Center and Internet, must be paid in full prior to arrival at the park.

The payment due date in the reservation program will be fourteen (14) days from the date the reservation is made.  However, customers will be advised and the computer must display the due date of ten (10) days from the date the reservation is made.  This will permit four days for mailing delays for the Central call Center to receive the payment. 

· If reservations are made more than 15-days ahead of arrival date:

· Software will display the payment due date.  This payment due date will be ten (10) days from the day the reservation was made.  The payment due date must be no later than the day prior to the arrival date.  Persons paying by check will be told that the check must be received the day before the day of arrival.

· If reservations are made 14-days or less ahead of arrival date: 

· Computer reservation screen should signal Call Center Customer Service Representative in some manner, such as by flashing, “payment by credit card or verify check only”, when making reservations by telephone within 15-days of arrival.  People will not have the option of paying on arrival.

· If/when the park does take advanced reservations, the park computer screen shall flash, “Payment by credit card or verify check only” when making reservations by telephone within 15-days of arrival.  People will not have the option of paying on arrival.  People making reservations in person at the park will be able to pay by credit card, cash, check, or other acceptable means.

· If a reservation is changed in 14 days or less of arrival date:

· Computer reservation screen should signal Call Center Customer Service Representative in some manner, such as by flashing, “payment by credit card or verify check only”, when making reservations by telephone within 15-days of arrival.  People will not have the option of paying on arrival.
ACTIONS FOR NON-PAYMENT BY DUE DATE:

Note – software shall be designed to automatically cancel for non-payment and keep track of which reservations were canceled due to non-payment.  System cancels reservation for non-payment and frees facilities for reassignment.  People have two weeks to pay (includes the grace period for mailing) and after 15-days the system can automatically or by call center manager action cancel non-paid reservations.  Call Center cannot cancel reservations for non-payments until they have processed all checks arriving on the due date.  Cancellations for non-payment may occur at night by a computerized, automated process.

Software is to be able to generate and send letter (by mail, fax or email) for non-payment.  

HOW TO HANDLE DIFFERENT PROBLEMS:

· Person arrives saying that they paid and park cannot verify they have paid – Staff is to collect money from patron and contact Park Reservations and Revenue Section to investigate.

· Power failures – Receive/deliver copies from neighboring park or call center, or as a last resort, fall back to old receipt system.

· Parks must have ability to pull list for other parks.

· Get help 24-hours a day – Contractor will provide a support line at 24-hours a day year round.  Also, will be able to reach a PRRS Section member, who is on 24-hour call.
· Central Call Center will make every attempt to resolve problems, within their capabilities.  Those that cannot be resolved will be referred to the BSP.
CHECK IN AND CHECK OUT TIMES: -- 

There will be no renewal time.

	Facility type
	Check in time
	Check out time

	Inns
	3 p.m.
	11 a.m.

	Cabins
	3 p.m.
	10 a.m.

	Yurts 
	3 p.m.
	10 a.m.

	Campsites
	3 p.m.
	3 p.m.

	Walled Tents
	3 p.m.
	3 p.m.

	Camping Cottages
	3 p.m.
	10 a.m.

	Organized Group Tenting
	3 p.m.
	3 p.m.

	Pavilions 
	When Gates open or Sunrise
	Sunset

	Picnic Groves
	When Gates open or Sunrise
	Sunset

	Organized Group Cabin Camps
	Variable
	Variable

	Backpacking 
	3 p.m.
	11 a.m.


NOTE: The software should allow for entry of a check in and out time for the Organized Group Cabin Camp facilities.
ADA FACILITIES: 

The Bureau and Central Call Center will not normally reserve accessible facilities to persons without disabilities until the non-accessible facilities are reserved that meets the caller needs.  If a customer identifies himself as a person with a disability the Reservationists may rent the cabin, Yurt, walled tent, camping cottage, or campsite.  If the person tells the Reservationists they do not have a disability, but request an ADA site the operator may only reserve the site if all of the regular sites are reserved.  If non-ADA cabin, Yurt, walled tent, camping cottage, or campsite is available the operator may not reserve an ADA site unless the customer states that they have a disability.
ADA accessible cabins will be held until all non-accessible cabins are reserved.

ADA accessible pavilions will be held until all non-accessible pavilions are reserved unless the caller, for any reason, requests the specific pavilion.

Regarding the partially accessible ADA facility the Call Center Customer Service Representative must tell customer that facility is not 100% ADA accessible, but only partially accessible.  Call Center operators should have information to generally tell applicant what is accessible and what is not accessible.  Callers will be directed to call the park for details on specific questions they cannot answer (paving, light switch height).  These partially accessible facilities will not be rented to persons without disabilities until all non-accessible facilities are rented.

Campsites – Each campground should have a number of fully accessible campsites that meet all ADA standards.  If they are not rented in advance to a person with a disability, they may be rented to persons without disabilities on a first-come, first-served basis.

DISCOUNTS: 

Campsites:

ADA (American with Disabilities Act) or Senior Citizen


Qualifications:

· Senior Citizen – 62 or older

· ADA – 

Procedure to offer discount:

· Call Center & Internet Reservations:  At time of making a reservation, operator will acquire the discount eligibility of the party involved.  If yes to ADA, a certification/identification number should be input into the VIP profile.  This would install a discount for that VIP for all future campsite reservations.  Call center script should read:  “Are you 62 years of age or older?”  “Do you or anyone in your party need an accommodation for an ADA defined disability?”

· Park Registrations:  At time of registering a customer, park staff will acquire the discount eligibility of the party involved.  

White Water Launch Times:

· The “Season Pass” terminology that was used with this discount prior to January 1, 2006, will be changed to “Frequent Paddlers Discount”.  This discount permit will be calculated to allow the customer to purchase fifteen- (15) launch time bookings for the cost of ten (10) launch time bookings.  This option of having 15 launch bookings will not be specific to a VIP number.  It will be transferable (maybe credited towards other customers launch times).

BLOCKING CHECK-IN DATES: 

The bureau will allow parks to block check-in dates for any park facility.  For example, a park could ask not to allow Sunday check-ins as custodial staffs may not be available to clean cabins from Sunday morning departures.  This may also apply to Thanksgiving Day or Christmas Day check-ins.  Software developed shall be able to block facilities and dates from check-ins. 
DEFINE RESERVATION POLICIES/PROCEDURES:

· Park will not reserve for other parks or park complexes (will have option in time to reserve for parks in complex)

· For special events such as the Cherry Springs Woodsmen Show, the Central Call Center will handle sites normally reserved.  The overflow sites will be handled totally by park.

DEFINE CHECK-IN POLICIES/PROCEDURES:

· Additional forms to fill out

· Roster (optional)

· Cabin damage form for cabin parks,

· Vehicle license plate number 

· Check ID if question whether under 18 or over 62, and other times on an as-needed basis

· Camper may get receipt, car pass, and/or campsite post marker 

· Camping receipts – computer generated – software shall provide receipts on a customized 8 ½ x 11 sheet 

· Print “No pets, No alcoholic beverages, No firearms,” information on car pass

· Blank forms for park staff to put on posts with site number, due out date 

· Blank forms for car pass and second car pass; issue and receipt as needed

· Park may put items out on campsite marking posts before-hand 

· When site-specific reservations are taken, all parks will post control sheet in campground every night with instructions.  Posted control sheet will list current date, campsite number, first initial of camper, and last name of camper.  Instructions will tell arriving campers how to check to see if sites are available and shall tell arrivals with/without reservation that site’s without names may be available for limited 1-night occupancy only.

· Display posting behind glass, if possible.
AFTER HOURS POSTINGS:

Heading: 

· Date of report

· The campsites listed without a name will be available for occupancy for one-night only, but may be occupied longer by checking with the Call Center or the Park Office as soon as possible.

· Columns, either last name, first initial, available for one-night, site number.

Campers With Reservations:

· “Below is a list of reservations.”  Last Name, First Initial, and campsite.  This list is to be sorted by last name.

· Park will insert park specific instructions as needed.

Campers Without Reservations: 

· Software shall produce daily reports that can be printed at the park clearly showing which sites are available.  Reports shall be able to insert park specific information.  Some concepts to include are:  “Due to reservations, you may be limited to one-night at this site.  Additional nights may be available by consulting the Call Center or the Park Office, as soon as possible.”

· In off-season where less than 100% of campsites may be reservable, a BSP sign should say something like:  “Attention campers -- do not set up on sites 1-12, they are for advanced reservations only.”

· These lists are to be printed by the park staff and posted after the office or contact station is closed for the day.

PARK ACTIONS TO TAKE IF LOST CONNECTION TO CENTRAL DATABASE: 

The following procedures should be part of the software program supplied to BSP:

· Parks will only process registrations and/or reservations for one night stays for overnight facilities, and same day or next day registrations and/or reservations for picnic pavilions.
· If a computer-generated receipt cannot be generated, the present receipts will be given to paying visitors.
USER ACCOUNT GUIDELINES FOR USERNAME AND PASSWORD 

Username: 

· Maximum length = 10 characters

· Tie employee number to the username account

· User to be assigned a primary park/location with capabilities of multiple other locations/parks that they are permitted to access

Password:

· Must be changed every 90 days, NOTE: Regional IT staff should be able to reset a password to a specific password.
· Should get a message starting in 14 days stating it must be changed 

· Minimum length of eight (8) characters

· Same password can't be used over the next 12 months

· Lock account after five (5) unsuccessful tries

· Password must meet three (3) of the following 4 inclusions

1. Lowercase alphabetic

2. Upper case alphabetic

3. Numeric values

4. Special characters

 

	Description
	Examples

	Upper case letters
	A, B, C, …Z

	Lower case letters
	a, b, c, …z

	Numeric characters
	0, 1, 2, …9

	Non-alphanumeric characters (special characters)
	# , Punctuation marks


 

Example: Goodluck#2u (do not use this example)
Example: Iam&25yrsold (do not use this example)
	
	Central Reservation System Business Rules per Site Type 



	Business Rule Category
	Camping/Walled Tents
	Camping Cottages
	Cabin/Yurt

	Reservation Definition
	Single site reserved up to 14/21 consecutive nights depending on season.


	1 cottage reserved up to 14/21 consecutive nights depending on season.
	Single site reserved up to 7/14 consecutive nights depending on season.  Summer Season:  1 cabin reserved for 7 consecutive nights; Maximum/Minimum number nights/reservation:  7

Non-Summer Season:  14 consecutive nights

	Length of Stay
	Minimums: 1 night Sunday through Friday; 2 nights if reserving a Saturday (no Saturday-only stays) during the Summer Season, except for Saturday day of arrival, non summer season 1 night on Saturdays allowed 

NOTE: 2-night minimum not required for walk in registrations or reserving on Saturday when arriving on that Saturday.
· Summer season:  14 consecutive nights (arriving the Saturday before Memorial Day to Labor Day)

· Non-summer season:  21 consecutive night’s maximum reservation period.  
	Minimums: 2-nights year-round

Maximum: 

· Summer season:  14 consecutive nights (arrival the Saturday before Memorial Day to Labor Day)
· Non-summer season:  21 consecutive night’s maximum reservation period.  
NOTE: 2-night minimum not required for walk in registrations
	Summer season Minimum: 1 week and only on a Friday-to-Friday rental (second Friday in June to the day before the third Friday in August).

Off/Winter season Minimum: 2-night minimum 

NOTE: 2-night minimum not required for walk in registrations

DCNR Cabins are park level entry only and not available at the call center/public site

	Method of Payment
	Call center: credit card, personal check, money order, and gift card.

Internet: credit card and gift card only

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card

Banking: Vendor deposits all money into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: credit card, personal check, money order, and gift card

Internet: credit card and gift card only

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card

Banking: Vendor deposits all money into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: credit card, personal check, money order, and gift card

Internet: credit card and gift card only

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card

Banking: Vendor deposits all money into State account.  Park Collected Cash and Check deposited by park in local bank and then transmitted.

	Discounts
	Senior Citizen/camping only

ADA/camping only
	N/A
	N/A

	Fee Policies

(Change refers to Call Center and Transfer refers to Field)
	Cancellation/Notification: $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR only permitted to change within 2 days of arrival or upon arrival.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fees for all other changes.  
	Cancellation/Notification: $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR only permitted to change within 2 days of arrival or upon arrival.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fees for all other changes.  
	Cancellation/Notification:  $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR only permitted to change within 2 days of arrival or upon arrival.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fee for all other changes.  

	Reservations per transaction
	Unlimited reservations allowed per contact (call center/public site/park).  Each reservation requires different occupant name per site
	Unlimited reservations allowed per contact (call center/public site/park).  Each reservation requires different occupant name per site
	Unlimited reservations allowed per request (call center/public site/park) provided the contact has all required information for each cabin.  Group reservations are not permitted.  

	Reservation Season
	April – October (variable): site specific.  Property Mgr. can adjust season with regional approval.

NOTE: Some parks open year round on a limited basis and site specific.  
	April through October (variable); site specific 

Property Mgr. can adjust season with regional approval
	Summer Season:  2nd Friday in June through the Thursday before the 3rd Friday in August.  

Winter Season:  Friday before Thanksgiving through the Thursday prior to the first Friday in March.  NOTE: Optional, decision to have the summer price per night without the 7-day requirement, with central office approval.

Off season: all other periods

DCNR Cabins (Black Moshannon & Promised Land State Parks) are handle by the park and done by four seasons.

	Reservation/ Change Window
	Maximum = 11 mo. prior

Minimum = until noon on the day of arrival.
Internet opens with call center; 24x7 thereafter follows the above standards.
	Maximum = 11 mo prior

Minimum = until noon of the day of arrival.

Internet opens with call center; 24x7 thereafter follows the above standards.
	Maximum = 11 mo. prior

Minimum = 2-days in advance of arrival date.  Cutoff is 12:00 midnight.
Internet opens with call center; 24x7 thereafter follows the above standards.

	Walk-in Rentals
	Entered into system at property level on 1st come 1st served
	Entered into system at property level on 1st come 1st served
	Entered into system at property level on 1st come 1st served

	Check-in / Check-out Time
	Check-in:  3:00 PM

Check-out:  3:00 PM
	Check-in:  3:00 PM

Check-out:  10:00 AM
	Check-in:  3:00 PM

Check-out:  10:00 AM

	Transaction Fees
	Each reservation/site incurs transaction fee.  No Transaction Fee/Reservation Fee for extensions.  A Change Fee is incurred when change is requested by the customer and is not the fault of Spherix or DCNR
	Each reservation/site incurs transaction fee.  No transaction fee/Reservation Fee for extensions.  A Change Fee is incurred when change is requested by the customer and is not the fault of Spherix or DCNR
	Each reservation/site incurs transaction fee.  No Transaction Fee/Reservation Fee for extensions.  A Change Fee is incurred when change is requested by the customer and is not the fault of Spherix or DCNR


	Business Rule Category
	Deluxe Cottages
	Backpacking/Rivercamping
	Organized Group Cabin Camps

	Reservation Definition
	Single site reserved up to 7/14 consecutive nights depending on season.  Summer Season:  1 deluxe cottage reserved for 7 consecutive nights; Maximum/Minimum number nights/reservation:  7

Non-Summer Season:  14 consecutive nights
	Reservation taken for a One-night stay only, per shelter/tent/campsite area.  
	Reservation made for a single group cabin areas are reserved up to the number of nights in the particular parks season.

	Length of Stay
	Summer season Minimum: 1 week and only on a Friday-to-Friday rental (second Friday in June to the day before the third Friday in August).

Off/Winter season Minimum: 2-night minimum 

NOTE: 2-night minimum not required for walk in registrations


	Minimums: 1 night per shelter/tent/campsite area.

Maximum:  1 night per shelter/tent/campsite area up to the number of shelter areas at that the respective park.  The maximum shelter area use per group are noted below per park:

Laurel Ridge State Park - 1 night per shelter area with the maximum number of sites per reservation:

· 1 shelter, capacity of 5 

· 1 tent area, capacity of 25

· Maximum number of visitors of 30

· Maximum number of nights that can be reserved is one (1) night per shelter area for a maximum of 8 nights

Moraine State Park -1 night per shelter area with the maximum number of sites per reservation:
· 1 shelter, having a total capacity of 6 

· Maximum number of visitors of  6

· Maximum number of nights that can be reserved is 1

Oil Creek State Park -1 night per shelter area with the maximum number of sites per reservation:

· 2 shelters or 2 tent pads or combination, each having a capacity of 4 

· Maximum number of visitors of 8

· Maximum number of nights that can be reserved is 4

Raccoon Creek State Park - 1 night per shelter area with the maximum number of sites per reservation:

· 1 shelter and 2 tent pads or 3 tent pads, each having a capacity of 4 
Cook Forest/Clear Creek State Park Complex -1 night per camping area with the maximum number of sites per reservation:

· 1 Campsite, capacity of 10

· Maximum number of nights that can be reserved is one (1) night per camping area for a maximum of 1 night
	Minimums: 1 night minimum 

Park Manager has the option to enforce a 3 night minimum based on the operational needs at the park

Maximum:  Seasonal Limit



	Method of Payment
	Call center: credit card, personal check, money order, and gift card.

Internet: credit card and gift card only

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card.

Banking: Vendor deposits all money into State account.  Park Collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: N/A

Internet:  Full payment, credit card, and gift card only
At park: Payment prior to and after-the-fact.  

Window: N/A

Banking: Vendor deposits credit card revenue into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: N/A

Internet: N/A

Due on reservation: One night’s deposit.

Window: N/A

Banking: Vendor deposits credit card revenue into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.

	Discounts
	N/A
	N/A
	 N/A

	Fee Policies

(Change refers to Call Center and Transfer refers to Field)

	Cancellation/Notification:  $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR only permitted to change within 2 days of arrival or upon arrival.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fee for all other changes.  
	Cancellation:  A refund is given on any money paid in excess of $10.00 on a reservation.

Notification: N/A

Change request: N/A

Transfers:  No fees for modifications to a reservation.  The park can only make transfers.
	Cancellation: The one night deposit fee will be charged if cancelled at anytime

Notification: N/A

Change request: N/A

Transfers: No fees for modifications to a reservation 



	Reservations per transaction
	Unlimited reservations allowed per request (call center/public site/park) provided the contact has all required information for each deluxe cottage.  Group reservations are not permitted.  
	Unlimited reservations allowed per contact (public site/park).  Each reservation requires different occupant name.
	Unlimited reservations allowed per request (park) provided the contact has all required information for each group cabin area.  Each registration requires occupant name per cabin area.  The occupant data includes address, phone, etc.

	Reservation Season
	Summer Season:  2nd Friday in June through the Thursday before the 3rd Friday in August.  

Winter Season:  Friday before Thanksgiving through the Thursday prior to the first Friday in March.  NOTE: Optional, decision to have the summer price per night without the 7-day requirement, with central office approval.

Off season: all other periods
	Year-round.  Property Mgr. can adjust season with regional approval.
	French Creek: Year-round

Hickory Run, Raccoon Creek, and Laurel Hill: Mid-April through Mid-October

Blue Knob: May 1 through September 30

Property Mgr. can adjust season with regional approval

	Reservation - Change Window
	Maximum = 11 mo. prior

Minimum = 2-days in advance of arrival date.  Cutoff is 12:00 midnight.
Internet opens with call center; 24x7 thereafter follows the above standards.
	Maximum = 11 mo. prior

Minimum = until noon on the day of arrival.
Internet opens with call center; 24x7 thereafter follows the above standards


	Calendar year- same agreement set up as boating, park initiates letter

	Walk-in Rentals
	Entered into system at property level on 1st come 1st served
	Entered into system at property level on a 1st come 1st served.  
	Entered into system at property level on a 1st come 1st served

	Check-in / Check-out Time
	Check-in:  3:00 PM

Check-out:  10:00 AM
	Check-in:  3:00 PM

Check-out:  11:00 AM
	Variable: Park designates check in/out time when making reservation

	Transaction Fees
	Each reservation/site incurs transaction fee.  No Transaction Fee/Reservation Fee for extensions.  A Change Fee is incurred when change is requested by the customer and is not the fault of Spherix or DCNR
	One transaction fee for each shopping cart.  (Per reservation number with continuous stay)
	Each reservation per group cabin area incurs one transaction fee.  No Transaction Fee/Reservation Fee for extensions.  


	Business Rule Category
	Pavilions/Picnic Groves
	Organized Group Tenting Areas (OGT’s)
	Meeting Rooms

	Reservation Definition
	Single facility reserved for 1 day up to 5 consecutive days

When gate opens to sunset
	Single site reserved up to 14/21 consecutive nights depending on season.
	Single facility reserved for 1 day up to 5 consecutive days

	Length of Stay
	 Minimum: 1 Day

Maximum: 5 Days
	Minimums:  1 Day

Maximums:
· Summer Season: 14 consecutive nights (arrival the Saturday before Memorial Day to Labor Day). 

· Off Season:  21 consecutive nights.
	Minimum: 1 Day

Maximum: 5 Days

	Method of Payment
	Call center: credit card, personal check, money order, and gift card

Internet: credit card and gift card only

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card.

Banking: Vendor deposits all money into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: credit card, personal check, money order, and gift card

Internet: N/A

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card.  

Banking: Vendor deposits all credit card revenue into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: N/A

Internet: N/A

Due on reservation: Full payment 

Window: <15 days prior to arrival require credit card and/or gift card.

Banking: Vendor deposits all money into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.

	Discounts
	N/A
	 N/A
	N/A

	Fee Policies

(Change refers to Call Center and Transfer refers to Field)
	Cancellation/Notification:  $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR only permitted to change within 2 days of arrival or upon arrival.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fee for all other changes.  
	Cancellation/Notification: $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR only permitted to change within 2 days of arrival or upon arrival.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fee for all other changes.  
	Cancellation/Notification:  $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: N/A  

Transfers: A $10.00 fee assessed by the park for changing dates, rooms, or shortening the stay.  No fees charged for changes.  A $10.00 fee assessed by the park for changing the arrival date by more than one day.  

	Reservations per transaction
	Unlimited reservations allowed per contact (call center/public site/park).  If reservation made by group or Party (i.e. Snyder Reunion), a responsible occupant must be listed.


	Unlimited reservations allowed per contact (call center/ park).  Contact must follow organized group guidelines and have a responsible occupant listed
	Unlimited reservations allowed per contact (park).  

	Reservation Season
	Year-round for most.  Property Mgr. can adjust season with regional approval
	Year-round for most.  Property Mgr. can adjust season with regional approval
	Year-around for most.  Property Mgr. can adjust season with regional approval

	Reservation - Change Window
	Maximum = 11 mo. prior 

Minimum = 2-days in advance of arrival date, cutoff time is 12:00 midnight for the internet.
Internet opens with call center; 24x7 thereafter follows the above standards.
	Maximum = 11 mo. prior

Minimum = 2 days prior to arrival date, cutoff time is 12:00 midnight for the internet.
Internet = Opens with call center; 24x7 thereafter follows the above standards.


	Maximum = N/A

Minimum = N/A
Internet N/A

Call Center = N/A

	Walk-in Rentals
	On a 1st come 1st served, no charge for unreserved shelters or picnic groves.  
	Entered into system at property level on a 1st come 1st served basis
	Entered into system at property level on a 1st come 1st served basis

	Check-in / Check-out Time
	Check-in:  When gates open or 8:00 am

Check-out:  Sunset 


	Check in:  3:00 PM

Check out:  3:00 PM
	Variable: Park designates check in/out time when making reservation

	Transaction Fees
	One transaction fee for any continuous stay and/or multiple of pavilions.  This includes extensions.  If stay is split in half, each separate group, require separate transaction fees.  


	Three sites under one cart is one transaction fee (one reservation number).  If a call is placed to add another, the Transaction Fee applies.
	One transaction fee for any continuous stay.  This includes extensions.  If stay is split in half, each separate group, require separate transaction fees.  




	Business Rule Category
	Marinas – Transient/Seasonal
	Mooring and Other Boating
	Astronomy Observatories

	Reservation Definition
	Transient:  Single slip reserved up to 30 consecutive days.
Seasonal:  Reserved at the park from January for the upcoming boating season.  Reservations are priced by the season with a daily price to be used for early departure or reservations made after season opening.  
	Transient:  Single slip reserved up to 30 consecutive days.

Seasonal:  Reserved at the park from January for the upcoming boating season.  All reservations subject to 1/5 pricing rule (each season has 5 rental periods).  Pricing dependent upon date of arrival.  
	Single site reserved up to 7 consecutive nights.

	Length of Stay
	Transient: 

Minimums: 1 night 

Maximums: 30 consecutive nights.

Seasonal:
Minimums:  N/A

Maximums:  None

Seasons

April 1 through November 30 (243 days)

· Nockamixon 

April 1 through October 31 (213 days)

· Codorus

· Pymatuning 

April 15 through October 31 (200 days)

· Moraine

May 1 through October 31 (183 days)

· Presque Isle

· Prince Gallitzin 

· MK Goddard 

May 15 through October 31 (169 days)

· Bald Eagle

Based on closing date of the last Sunday in September (approx. 140 days)

· Shikellamy
	Transient: 

Minimums: 1 night 

             Maximums: 30 consecutive nights 

Seasonal:
Minimums:  N/A

Maximums:  None 

The below pricing structure applies to:  Boat Racks, Docks, Private Docks, Storage, and Shoreline and Off-Shore Mooring.  Exception of Presque Isle Boat Storage area flat rate for season.

· April/May:  seasonal rate as quoted in the price guide/

· June:  price calculated at seasonal rate X .80

· July:  price calculated at seasonal rate X .60

· August:  price calculated at seasonal rate X .40

· Sept/Oct:  price calculated at seasonal rate X .20
Winter Season:  Priced as seasonal flat rate for November 1 through end of each particular state park’s storage season.  
	Minimums: 1 night Sunday through Friday; 2 nights if reserving a Saturday (no Saturday-only stays).

NOTE: 2-night minimum not required for walk in registrations.

	Method of Payment
	Call center: N/A

Internet: N/A

Due on reservation: Full payment prior to March 1st if renewing from previous year or upon checking in if a new reservation.

Transient: Full Payment 

Window: N/A

Banking: Vendor deposits credit card revenue into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: N/A

Internet: N/A

Due on reservation: Full payment prior to March 1st if renewing from previous year or upon checking in if a new reservation.

Window: N/A

Banking: Vendor deposits credit card revenue into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	Call center: credit card, personal check, money order, and gift card

Internet: credit card and gift card only

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card

Banking: Vendor deposits all money into State account.  Park Collected Cash and Check deposited by park in local bank and then transmitted.

	Discounts
	N/A
	N/A
	N/A

	Fee Policies

(Change refers to Call Center and Transfer refers to Field)
	Cancellation: After payment and prior to August 1, $10.00 administrative fee assessed.  After August 1, no refund given and no administrative fees charged.  Seasonal: Refund is based on the number of unused days in the marina season at the daily rate.  No refunds given for boats removed after August 1. 

Notification: N/A

Change request: N/A

Transfers: no transfer fee charged 
	Cancellation: After payment and prior to August 1, an administrative fee (1/5) will be assessed.  After August 1, no refund given and no administrative fees charged. 

Seasonal: Refund is based on the unused rental period left in the mooring season at the 1/5 rate schedule.  No refunds given for boats removed after August 1.  

Winter Storage:  No refund given.    

 Notification: N/A

Change request: N/A

Transfers: no transfer fee charged
	Cancellation/Notification:  $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR only permitted to change within 2 days of arrival or upon arrival.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fee for all other changes.

	Reservations per transaction
	Unlimited reservations allowed per contact (park).  Each reservation requires different boat information per slip.  


	Unlimited reservations allowed per contact (park).  Each reservation requires different boat information per slip.  
	Unlimited reservations allowed per request (call center/public site/park) provided the contact has all required information (name, address, and phone number) for each res. Group reservations are not permitted.  

	Reservation Season
	April 1 – November 30 (variable); slip specific
	April 1 – Oct. 31 (variable); slip specific
	Year-round.  Property Mgr. can adjust season with regional approval.

	Reservation – Change Window
	Maximum = N/A
Minimum = N/A
	Maximum = N/A
Minimum = N/A
	Maximum = 11 mo. prior

Minimum = 2-days in advance of arrival date.  Cutoff is 12:00 midnight.
Internet opens with call center; 24x7 thereafter follows the above standards.

	Walk-in Rentals
	Entered into system at property level on a 1st come 1st served basis.  Once assigned a slip, customer has rights the following year.

Transients: Entered into system at property level on a 1st come 1st served basis.
	Entered into system at property level on 1st come 1st served.  Once assigned a slip, customer has rights to it the following year.

Transients: Entered into system at property level on a 1st come 1st served basis.
	Entered into system at property level on a 1st come 1st served.

	Check-in / Check-out 
	Transient  = Check-in:  12:00 PM  

Check-out:  12:00 PM
Seasonal = N/A
	Transient  = Check-in:  12:00 PM  

Check-out:  12:00 PM
Seasonal = N/A
	Check-in:  3:00 PM  

Check-out:  12:00 PM

	Transaction Fees
	One reservation number for same person with two or more boats.  If 2 people with 2 boats, 2 reservations numbers therefore 2 transaction fees.  If one person with 2 boats, then it is 1 reservation number and 1 fee.
	One reservation number for same person with two or more boats.  If 2 people with 2 boats, 2 reservations numbers therefore 2 transaction fees.  If one person with 2 boats, then it is 1 reservation number and 1 fee.
	Each reservation/site incurs transaction fee.  No Transaction Fee/Reservation Fee for extensions.  A Change Fee is incurred when change is requested by the customer and is not the fault of Spherix or DCNR


	Business Rule Category
	Inns
	Whitewater Rafting
	

	Reservation Definition
	Single room reserved up to 14/21 consecutive nights depending on season. 

Summer Season:  1 room reserved for 14 consecutive nights
Non-Summer Season:  21 consecutive nights
	Reservations taken only for Saturdays, Sundays, and the three summer holidays (Memorial Day, Labor Day, Independence Day (only if the 4th on Friday or Monday).
	

	Length of Stay
	Minimums: 2-nights during the summer season and other designated special event time periods.

Maximum: 

· Summer season:  14 consecutive nights (2nd Friday in June through the Thursday before the 3rd Friday in August.)
· Non-summer season:  21 consecutive night’s maximum reservation period.  
NOTE: 2-night minimum not required for walk in registrations
	Minimums: 1 person reservation.

Maximum:  The number of spaces allotted per time slot and no limit on the number of launch times or days.  
	

	Method of Payment
	Call center: credit card, personal check, money order, and gift card

Internet: credit card and gift card only

Due on reservation: Full payment

Window: <15 days prior to arrival require credit card and/or gift card if payment at the call center or on the public site.  Field application will allow 0 payment up to the day prior to arrival.  Day of arrival on will require full payment of credit card, personal check, money order, and gift card.

Banking: Vendor deposits all money into State account.  Park Collected Cash and Check deposited by park in local bank and then transmitted.


	Call center: credit card, personal check, money order, season pass, and gift card.

Internet: credit card, season pass, and gift card only

Due on reservation: Full payment.

Window: <15 days prior to arrival require credit card and/or gift card
Banking: Vendor deposits all money into State account.  Park collected Cash and Check deposited by park in local bank and then transmitted.
	

	Room Types
	Single Room – 1 bed

Double Room – 2 beds

Basic Suite – 1 bedroom, and a pull-out

Small Suite – 1 bedroom, a pull-out, and a kitchenette

Large Suite – 2 bedrooms, a pull-out, and a kitchenette
	N/A
	

	Discounts
	Discounts will be established based on the sales channel along with a use of percentage off the rack rate or flat rate discount on a per night basis.  Innkeeper to have additional discounts to offer to customer to increase over night occupancy.

Discounts that will be available across all sales channels include, but not limited to the following:

· AAA

· Governmental

· Corporate

· AARP
	Annual Season Pass
	

	Reservation/ Change Window
	Maximum = 24 month prior to day of arrival

Minimum = 2-days in advance of arrival date for changes.  Cutoff for reservations is 5pm on day of arrival.
Internet opens with call center; 24x7 thereafter follows the above standards.
	Maximum = 11 mo. prior  

Minimum = 1 day prior to arrival.

NOTE: Reservations can be made up until 2:00 PM the day prior to arrival.
Internet opens with call center; 24x7 thereafter follows the above standards.
	

	Fee Policies

(Change refers to Call Center and Transfer refers to Field)
	Cancellation/Notification:  $10.00 cancellation fee if cancelled >7 days prior to arrival.  If <7days, customer is charged one night’s fee or $75.00, whichever is lesser.  Call Center and web cancellation permitted to day prior to arrival, from day of arrival cancellation must be done by the field.

Change request: $10.00 fee assessed for change in dates, sites, parks, or shortening stay requested at the call center.  There will be no fee for adding days to existing reservation.  No fees charged for changes requested by DCNR.  Central call center cannot cancel reservations on day of arrival and thereafter.  Internet cancellations are not permitted on day of arrival and thereafter   

Transfers:  DCNR is permitted to change anytime after a reservation is made.  A $10.00 fee assessed by the park for changing the arrival date by more than one day at the same park or transferring the reservation to another park.  No fee for all other changes.  
	Cancellation: Maximum of $10.00, or the amount paid, whichever is lesser.  Reservations made with the seasonal pass and then cancelled will only incur a fee for any reservations that have money collected.  

Notification: N/A

Change request: $10.00 fee assessed for change in dates or launch times requested at the call center.  There will be no fee for adding/removing people to a launch time or for DCNR requested change.  Central call center cannot cancel reservations on day of arrival and thereafter.    

Transfers: DCNR only permitted to change within 2 days of arrival.  A $10.00 fee assessed by the park for changing dates by more than one day.  No fees for all other changes.


	

	Reservations per transaction
	Unlimited reservations allowed per request (call center/public site/park) provided the contact has all required information for each room.  Group reservations are not permitted through the call center and web.  Groups wishing to reserve must contact the inn.
	Unlimited reservations allowed per contact (call center/public site/park).  Each reservation requires an occupant name per launch time
	

	Reservation Season
	Summer Season:  2nd Friday in June through the Thursday before the 3rd Friday in August.  

Other Peak Season:  Penn State special events, holiday weekends, and designated special events.

Off season: all other periods
	 April 1 – Oct. 15 (variable): launch time specific.  Property Mgr. can adjust season with regional approval.
Reservations will be taken from the first weekend in April through Columbus Day Weekend in October.  
	

	Walk-in Rentals
	Entered into system at property level on 1st come 1st served.  No minimums apply to first come first serve.
	Entered into system at property level on a 1st come 1st served
	

	Check-in / Check-out Time
	Check-in:  3:00 PM

Check-out:  11:00 AM
	Check in: Launch time slot, hard boating on the hour starting at 8:00 and soft boating on the ½ hour starting at 7:45
Check-out:  Variable
	

	Taxes
	In addition to the 6% lodging tax there maybe county and local taxes that need to be collected for each inn.  These will vary between inns due to the locations being in different counties and townships.
	N/A
	

	Transaction Fees
	Each reservation/site incurs transaction fee.  No Transaction Fee/Reservation Fee for extensions.  A Change Fee is incurred when change is requested by the customer and is not the fault of InfoSpherix or DCNR or when done at the park by modifying the date by more than one day.
	Multiple launch times that are the same or a consecutive day is one transaction fee.  Multiple season passes under one reservation is one transaction fee.
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