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V2. March 2016 

Hotel Rooming Requirements 

 
Allocating single rooms  
 
As you will know it is common on any trip to need to accommodate clients in single rooms - for two different 
reasons:  
 

• Paid Singles. Those customers who have paid the single supplement to guarantee themselves a single 
room. 

• Forced Singles. Those who have not paid a single supplement but must be accommodated in a single room 
due to an uneven split of male and female customers on a twin-share basis. 

 
It is important that those customers who have paid for a single room do not get a lower standard of room 
than those who have not paid.  
 
This is often a problem when a hotel has a few designated single rooms (usually smaller than a twin or double), but 
may also use a twin or double room on a single occupancy basis for some single room bookings. Clearly those 
customers who have paid the single supplement should be the ones accommodated in the better rooms (often the 
larger twin or double room), and those who have not paid should be in the inferior rooms (often the single room). 
 

• Your reservations staff should ensure that when making bookings they ask the hotel to allocate the better 
or larger rooms to clients who have paid a single supplement.  

• Your leaders should ensure they check the rooming list with hotel reception staff on arrival and re-allocate 
the single rooms as needed before handing out keys.  

 
 
Booking double or twin beds  
 
While Exodus does not offer any guarantees that couples will be given a room with a double bed, we realise that 
this is preferable and we need to aim to accommodate this wherever possible. Therefore, your reservations staff 
should use the following rules when making room reservations: 
 

• Reserve double rooms for all bookings with 1 man and 1 woman unless there is an accommodation note 
on the Exodus manifest requesting a twin room  

• Reserve twin rooms (two beds) for all bookings containing 2 people of the same gender unless there is an 
accommodation note on the Exodus manifest requesting a double room 

• Always reserve twin rooms for customers booking the trip alone on a twin-share basis   
 
Your leaders should always ensure that customers are happy with the type of room they have been provided and 
changes should be made with hotel reception staff if required.    

 
 
Non-smoking rooms for all 
 
Some hotels have smoking and non-smoking rooms. Please ensure that when booking rooms for any Exodus group 
you always request non-smoking rooms.  
 

 


