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                          DOUBLETREE BY HILTON
       AT THE ENTRANCE TO UNIVERSAL ORLANDO

                 GROUP ROOM RESERVATION REQUEST FORM

                              The Doubletree by Hilton at the Entrance to Universal is Proud to Host the:  

2020 FLORIDA TECHNOLOGY STUDENT ASSOCIATION 
A special $149.00 room rate for Florida Technology Students applies to any room. Specific room types cannot be guaranteed. 

To reserve rooms please complete this form and the attached rooming list. 
THE DOUBLETREE BY HILTON WILL NOT GUARANTEE ANY RESERVATIONS CAN BE MADE AFTER THE CUTOFF DATE OF:   February 4, 2020
1.) Full payment for all rooms is required at check in – use the Total Room Charge Calculation form at the bottom of page 2 to determine the total for your group’s rooms. Pre-payment is recommended for faster check in.

2.) If your school qualifies for State of Florida Tax Exemption, payment for the full amount must be in the form of check or credit card belonging to the school. A copy of the school’s Florida Certificate of Exemption must be attached to the completed rooming list. Any rooms not paid directly by the school are taxable, even if the school will reimburse the guest. 

If there are any questions concerning your tax exempt certificate please call State of Florida Revenue Department at 850-487-4130.  
3.) For check payment – please make the check payable to the Doubletree by Hilton at Universal.  If you would like to send the payment in advance, please mail it to the address below. We recommend sending the check 10 business days before arrival. A W-9 form is available upon request.
The Doubletree by Hilton 

5780 Major Boulevard
 Orlando, FL 32819
4.) If paying with a credit card, please complete credit card authorization form at the end of this document. The total amount for rooms will be charged on the day of arrival, or any prior day you specify. A receipt will be email to you. For security, the credit card authorization should be faxed to 407-206-1759

 You’re Hotel Contacts:

Group Housing Coordinator: Frank Azzarello – frank.azzarello@hilton.com
       Convention Service Manager: Michael Rabone – michael.rabone@hilton.com

PLEASE FILL THE HOTEL’S ATTACHED EXCEL ROOMING LIST 

**Please only use this rooming list format for sending over reservations via email only**

  PLEASE FILL OUT THE CONTACT INFO AT THE END OF PAGE 2 AND SIGN THE HOTEL POLICIES SHEET AT THE END OF PAGE 4 BEFORE SENDING
 **INCOMPLETE FORMS WILL BE REJECTED**
ONLY SEND CREDIT CARD AUTHORIZATION FORM VIA FAX (407) 206-1759

**Please note if the Credit Card on file will be to hold rooms or payment**
 ALL EXCEL ROOMING LISTS AND OTHER PAPERWORK TO EMAIL:

                                                                       frank.azzarello@hilton.com
                                            IMPORTANT HOTEL POLICIES
ROOMS MUST BE PAID IN FULL UPON ARRIVAL. ROOMS WILL NOT BE OCCUPIED UNTIL PAYMENT IS RECEIVED. WE RECOMMEND SENDING THE PAYMENT IN ADVANCE TO SPEED UP THE CHECK IN PROCESS. 
No refunds for early departure. Changes to the departure date must be received no later than 3 business days before arrival and to be eligible for refund. The change must be sent in writing to the group coordinator or convention service manager.

CHECK IN TIME IS 4:00 PM/ CHECK OUT TIME IS 11:00 AM

To help us serve you better, please tell us your estimated arrival time: __________
Telephone lines will be restricted to internal hotel calls and emergency services only. Pay per view movies will be turned off. These services will be activated if “ALL CHARGES” is selected on the credit card authorization. Individual guests are also able to activate these services by providing a credit card or cash deposit at the front desk. 

The DoubleTree staff will do our best to place rooms in close proximity to each other. We regret we are not able to guarantee rooms will be close together.  

PARKING INFORMATION:

Confirmed parking fees at time of conference will apply as follows:   

CARS – Self Parking: 
 

        $11.00 per vehicle daily for overnight attendees/guests  
CARS – Valet


  
        $23.00 per vehicle daily for overnight attendees/guests 

CARS - Event Day Only Self-Parking            $11.00 per vehicle daily (no in/out privileges)  

GROUP BUSES Self-Parking:
                     $25.00 per vehicle daily for overnight attendees/guests

    Event Day Only Self-Parking:                     $25.00 per vehicle daily (no in/out privileges)  

EVENT DAY ONLY PARKING IS PAID BY CREDIT CARD AT THE GATE, OR BY CASH OR CREDIT CARD AT THE VALET OFFICE.
NAME OF SCHOOL CONTACT: 

___________________________

__________
NAME OF SCHOOL: _____________________________________________________________________

NAME OF ON SITE CONTACT: ___________________________________________________________

ADDRESS: ______________________________________________________________________________

CITY:



_______       STATE:
__________
     ZIP:

______________
TELEPHONE #: (
  ____   )






ARRIVAL DATE: ___________________________

DEPARTURE DATE: ________________________

Total Room Charge Calculation 
 Number of Rooms _____ X 1.125 for tax (skip if exempt) _____ X Number of Rooms ______ X Number of Nights _____ = Total Room Charges _______                         

   CREDIT CARD AUTHORIZATION FORM 
Please complete all areas below. Incomplete requests may be rejected. This form must be received by February 4, 2020 to ensure acceptance of the credit card to be charged.

DO NOT EMAIL THIS FORM - FAX FORM with attachments TO:   407-206-1759
                                                      ATTN:  Group Reservation Coordinator: Frank Azzarello 

Pre-payment is required (must accompany reservation request and rooming list) to hold the rooms booked. The DoubleTree will not hold room blocks if payment is not received by the group cut-off date.
	Name of Person Making Reservations:

	Name of School:

	Arrival Date:                                              


CARDHOLDER - Please complete the following section and sign/date below.
Cardholder Name as it Appears on Credit Card:








Credit Card Billing Address:











City:






State:



Zip:



Daytime Phone:





Evening Phone:




Credit Card Number:





Expiration Date:



Credit Card Type: (Circle one)









Visa          MasterCard
    Amex
   Diners Club    
 Discover
      JCB
Credit Card Issuing Bank Name:


Bank Phone Number (from back of your credit card):







I agree to cover the following categories of charges: (Please circle):   




Room & Tax               All Charges               Food & Beverage              Parking
Note: Charges for room/tax and/or parking will be charged to your credit card immediately. All other charges circled above will be charged at the time of check-out.

By signing below, you authorize the hotel to charge your credit card as indicated above. You further acknowledge that all guest/group related charges (less any deposits) will be charged to the above credit card. 

Cardholder Signature required:





Date
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Hotel Policies

Dear Valued Guest,

Thank you for choosing to have your youth group stay at the Doubletree by Hilton at the Entrance to Universal Orlando!  We are very proud of our hotel and are committed to ensuring you are satisfied with every aspect of your stay.

For your comfort and safety, as well as other hotel guests, we ask for cooperation with the following policies:

1. The total number of guests in each room must be registered no later than at the time of check-in.  The maximum number of occupants of a room with two queen-size beds is four and the maximum number of occupants of a king-size bed room is two.  As this restriction relates to fire code, there can be no exceptions.  Additionally, we do not allow other children not staying in the hotel to use our facilities (e.g. swimming activities).  Our rooms are not designed to accommodate a larger number of people and it restricts the use of our public facilities by other paying guests.  Please note each room has the appropriate amount of bed linens (sheets, pillows, and blankets) and terry (towels, hand towels, and wash cloths) to accommodate the maximum number of occupants.  Therefore, additional bed linens, terry, extra pillows, and extra blankets will be available on an exception basis only.

2. One adult chaperone is required for every five (5) children.  Excessive noise, running the corridors or through public areas, horse play and rough housing, “riding” the elevators, and loud voices are not permitted at any time.  “Excessive noise” is that which another hotel guest perceives to be a disturbance.  Children cannot be in any area of the hotel at any time without adult supervision, including the fitness center, game room and pool area.

3. Should the group wish to have a group meal or gathering, please ask a member of management for assistance with space so we can facilitate, as well as balance the needs of the group with those of other guests in the hotel. 

4. Food & Beverage/Alcohol from outside the hotel cannot be carried into any food and/or beverage service area/meeting space during designated service hours and without advance approval from management for times outside of normal service hours.  Possession and/or consumption of alcohol by minors are strictly prohibited and illegal.  If we become aware of such circumstance, law enforcement officials will be contacted and all occupants of the suite will be asked to leave the property under the supervision of authorities.

5. Misconduct by any guest or misuse of our rooms and facilities will not be allowed under any circumstance.  The guest registered to the room will be held financially responsible for the costs to repair any damage or excessive cleaning.  Your financial responsibility also applies in cases where other hotel guests receive service recovery compensation due to disturbance or annoyance from your room.  Although we do not guarantee specific room numbers or locations because of circumstances out of our control, we will do our best to block rooms together for the group.  Regardless of your room location, please understand you have complete financial responsibility for any service recovery compensation offered to another guest due to disturbance from your suite.

6. In our efforts to balance the right of all guests to an enjoyable stay with your desire to have fun, one (1) warning from hotel management will be allowed.  Should a second warning be necessary, we have no choice but to ask you to leave the hotel.  Should the circumstances surrounding our first contact be aggravated (e.g. intentionally throwing objects from floors, unnecessarily discharging a fire extinguisher or setting off the fire alarm), the request to leave the hotel will be immediate.  Regardless of circumstance, no refund will be provided should you be asked to leave the hotel.

I have read and understand all of the policies listed above and agree that rental of my suite(s) is conditional upon abiding by the policies of the hotel.  I agree that an appropriate charge will be added to my credit card or paid for in cash in the event repairs for damage and/or excessive cleaning are necessary.  I also agree to reimburse the hotel for all service recovery compensation offered to other guests due to disturbance from my room.  I also understand and consent to departure from the hotel at the request of hotel management in the event policies and procedures are not followed.

____________________________
     _______________________________
_____________


School Name (print)

        Signature



   Date
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