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Wildland Fire Training & Conference Center

3237 Peacekeeper Way

McClellan, CA  95652

Voice (916) 640-1112 

Fax (916) 640-1191

wftc@fs.fed.us
Dormitory Request Form
All Fields are required.  This form will not be considered if these fields are not filled out in its entirety.

	COURSE:
	     


	Name:       
	Male  FORMCHECKBOX 
      Female  FORMCHECKBOX 


	Date of Arrival:       
# of Nights Needed:     
	Weekend Arrival?

Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

Will you be attending class before checking in?

Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	Employing Agency:  FORMDROPDOWN 

Agency Unit:      
Phone # (where you can be reached):      
	Work Address:      
E-mail:       

	Billing Code: 

     
	OR
	FS Job Code/Override:

     

	Remarks:     

	· Mail, Email or Fax this completed form to one of the numbers listed at the top no later than 2 weeks prior to the course start date.
· Rooms are booked on a first come, first serve basis and are not guaranteed
	· Cost:  $50 per night

· Cancellations:  By noon, the Friday prior to the date of arrival.

· $50 late cancellation fee.

· Checkout time:  before your class/meeting starts on its last day. Keys must be received by 1000.
· $50 late checkout fee.  

	
Date received:


	Room #

Card # 

Key Logistics:

Keys and Cards Returned?
  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	Number of rooms:

Number of Nights:                 @ $50/night

Room Total:


Dormitory Request Form Instructions
All fields are required!  Your form will not be considered if these fields are not filled out in its entirety.

· Course:  The name of the course/meeting that you are attending at the WFTC

· Name:  The individual that is staying in the dorm room, and is taking full responsibility of the room and its contents during their stay.

· Male/Female:  WFTC Dorm regulations require males and females to share adjoining bathrooms with the same gender.  No exceptions.

· Date of Arrival:  The WFTC does not have a weekend staff.  Sunday arrivals must be made in advanced.  Transportation from the airport is not provided by the WFTC.

· # of nights needed:  Please notify us if you have a change in the number of nights due to an emergency or other circumstance beyond your control.  This will allow us to properly bill you/your agency.

· Arriving after 1600:  Other arrangements may need to be made if you plan to arrive after our office hours.  Failure to report this may result in your having to make alternative arrangements for lodging at no cost to the WFTC.

· Employing Agency:  This is the Agency in which you are employed.  Please use the drop-down menu.  Ex. Bakersfield F.D., CDF, BLM, etc.  Your form will not be considered for lodging without this information.

· Agency Unit:  You are required to provide your State Abbreviation with unit’s 3-letter designator.  If you choose “Other“ on the drop down menu, please provide the name of your specific agency here.  Ex.  (CDF) CA-MVU;  (USFS) CA-SRF; State/Local, CA-KRN; Other, AK-DNR, Fairbanks.

· Phone # and Email:  Your phone # is useful if we need to contact you for last minute logistics changes that happen from time-to-time.  Your email address is what we use to send your dormitory confirmation.  These confirmations have your room number and other logistical information that will be of benefit to you—i.e. where/when to pick up your key, where the dorms are located.

· Billing Code/Job Code:  This is used to charge your stay with us and is required.  If your agency is not paying for the room, we only accept personal checks or money orders and an additional form is required upon payment before you leave.

· Remarks:  If you have special needs, please let us know.  We will make every effort to accommodate you.

· Sending the Form:  Please use the addresses located at the top of the form.  Using other addresses may result in your form being lost/misplaced.  Subject or Attention line should be Dormitory Request. 

· Checkout:  Checkout time is before your class starts on its last day.  If you received your key in class return the key to your instructor.  If you obtained your key by other means, return it to the Business Center by 1000.  Failure to return the key by this time will result in an additional charge equal to one night’s lodging.

Questions/Concerns about your reservation or items found on this form can be sent to: wftc@fs.fed.us
For Office Use Only
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