2008 LAN Administrators Training Conference

Reservation procedures for STATE staff (and selected contractors)

… 
· PDP will submit the rooming lists to the Fort William Henry by C.O.B Monday September 15th.
· The hotel needs several days to enter all names, arrival & departure dates etc into their system.  
· Next the hotel will send us the confirmation numbers.
· We’ll send a list to the agency contacts (see sample form).
That should by September 23 or 24.
· Staff should call the hotel reservation desk at 518-668-3081 to further hold the room with a credit card after September 29.

