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	WILDLAND FIRE TRAINING & CONFERENCE CENTER

MEETING & CLASSROOM

REGISTRATION FORM
	3237 Peacekeeper Way

McClellan, CA 95652

Voice: (916) 640-1112

Fax: (916) 640-1191

wftc@fs.fed.us
	37 Peacekeeper Way

McClellan, CA 95652

-110 or 640-1201

Fax: (916) 640-1191





	Meeting/Course: 

	Date(s) of Session: 
	Job Code/Override: 


Section 1: SESSION COORDINATOR Contact Information

	Name: 

	Forest/Agency: 

	Phone Number: 

	Cellular Number: 

	Fax Number: 
	E-mail Address: 

	Address: 

	City/State: 
	Zip Code: 


Section 2:  COURSE LEAD INSTRUCTOR Contact Information – If Applicable

	Name: 

	Forest/Agency: 

	Phone Number: 

	Cellular Number: 

	Fax Number: 
	E-mail Address: 

	Address: 

	City/State: 
	Zip Code: 
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Section 3:  SESSION INFORMATION

	Start Time (First Day): 

	End Time (Last Day): 

	Number of attendees: 
	Number of Cadre: 



Section 4:  TYPE OF ROOM REQUESTED

	Classroom    YES  FORMCHECKBOX 
 NO FORMCHECKBOX 
   If yes, how many rooms?           # of people per room                  

Conference    YES  FORMCHECKBOX 
 NO FORMCHECKBOX 
     If yes, how many rooms?         # of people per room      
Meeting/Breakout    YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 
  If yes, how many rooms? 
Simulation/Computer    YES  FORMCHECKBOX 
   NO  FORMCHECKBOX 
    If yes, how many room?          # of people per room     


	Notes from Training Coordinator:
 


Section 5:  LOGISTICS

	What equipment is needed?  (Please check box(es.)   

Teleconferencing equipment  FORMCHECKBOX 
       Flip Chart  FORMCHECKBOX 
    #                     

 Projector hookup assistance w/ customer provided laptop  FORMCHECKBOX 
   

AV Support  FORMCHECKBOX 
         Projectors  FORMCHECKBOX 
(LCD  FORMCHECKBOX 
 #       Overhead  FORMCHECKBOX 
 #       )           Other  FORMCHECKBOX 

 IRM Support / Needs      
      FORMCHECKBOX 
  - Regional IRM Training Server
      FORMCHECKBOX 
  - Software loaded on Regional IRM Training Server
      FORMCHECKBOX 
  - Software installed on Desktop
      FORMCHECKBOX 
  - Web Base Program
      FORMCHECKBOX 
  - Other (please explain):  


	Classrooms are normally set up in lecture style with tables and chairs.  If you would like a different room configuration, please explain: 
*Logisitcs Cooridnator must arrive early for security registration and housekeeping rules and regulations.


Meeting/Classroom Registration Instructions

Following these instructions will help speed the process of your request.

· Meeting/Course Title, Date(s) of Session and Job Code/Override are required fields.  We will not process the request unless this information is given.  Meeting/Course Title will be the title used on your room sign as well as the marquee when you enter our Training Center.

· Sections 1 & 2:  Session Coordinator and Course Lead Instructor Contact Information.  These fields are important in-case questions arise about the request.  Course Lead Instructor should be filled in if someone other than the Session Coordinator is instructing the class, otherwise it can be left blank.

· Section 3:  Session Information.  This information allows us to choose the room that fits the meeting/class size based on number of attendees and cadre.  It also allows us to make sure the room is in order by the start of the session.
· Section 4:  Type of Room Requested.  Classrooms are the largest forum for holding a class/meeting/conference.  Conference and Meeting/Breakout rooms are smaller in size and range from holding 6 to 25 people.  Choosing more than one type of room will result in multiple rooms booked and/or questions may arise that will delay the process of booking a room.  Example:  If you need a meeting room for 10 people select on the form “Conference” OR “Meeting/Breakout”, not both.  If you need a classroom for 30 people and a computer simulation room select on the form “Classroom” AND “Simulation/Computer”.

· Section 5:  Logistics.  We make every effort to provide what you need so that your time is spent on the task at hand.  Letting us know in advance what your needs are for the session will help us to serve you better.
· Projector hookup assistance with customer provided laptop:  We will help you connect your laptop.  You must remember your cords as we don’t have extras.

· AV Support:  Help with connecting laptops, and other audio-visual equipment that you may be unfamiliar with.
· Projectors:
· LCD:  connection to laptop computers for use with PowerPoint, movies, etc.
· Overhead:  for use with transparencies
· Document Reader:  acts like a camera that projects an image (such as a hand) on a wall or screen.
· IRM Support Needs:  This is for Requests of our Simulation/Computer Rooms.
· Room set-up:  If you do not request a setup other than lecture style, the room will be left in lecture form for the number of attendees specified.
· Logistics Coordinator:  We encourage facilitators, instructors and coordinators to arrive early so that they may aquaint themselves with their room and equipment found within.  For security reasons, rooms are kept locked until the coordinator obtains the key from our Business Center.  Items left in the room while unattended become the responsibility of the coordinator(s).  The WFTC Staff will not unlock doors for students.  
· Submit completed form to fax number or email address as listed at the top of the form.  DO NOT send your form to both or to any other address(es) as it may result in loss of paperwork.

· Questions or concerns about the registration form, processes, or to inquire about a form already submitted, please call our WFTC Staff Line at the top of the form.

· Driving Directions, area hotels and eateries can be found on our website at www.fs.fed.us/r5/fire/mcclellan.
For Office Use Only
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