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Conference Services
Housing Guarantee Change Form

Changes will only be honored if this form is received at least 30 days prior to the group’s arrival.
Group Name:  ___________________________________________________________________________
Group Leader Signature:  _________________________________________________________________
Linen Order:  You may use this form to order linens.  If this form is not received at least 30 days prior to the group’s arrival, then the numbers included in the facilities and services agreement will be used as the guarantee for ordering linens for your group. Linens will be billed at $10 per linen packet issued or reserved, whichever is greater.

( None required

 ( Need for some participants (indicate quantity ____________________)

( Need for all participants
 ( Linen exchange requested on following dates: ___________________

Guaranteed Housing Counts:  Group billing will be based on the guarantee or actual usage, whichever is greater.  If this form is received at least 30 days prior to the group’s arrival, then the numbers provided below will serve as the housing guarantee for the group; otherwise, the numbers included in the facilities and services agreement will be used as the housing guarantee.  Groups may not bring more participants than rooms reserved unless availability is confirmed by Conference Services in advance.

Directions:   List each day of your program from arrival date to departure.  For each date, enter the number of participants and staff you need to house. 
	Date
	Participants and Staff in Double Housing
	Participants and Staff in Single Housing

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


