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Iowa State University

Department of Residence Conference Services

ACCOMMODATIONS REQUEST FOR LONG-TERM ACADEMIC PROGRAMS IN Buchanan Hall – SUMMER 2021
Please refer to your contract from last year for sample wording.  Complete this to the best of your ability with the information you have at this time.  Note:  This is a request only and is not a guarantee for space at this time.  As requests are received and processed, we will let you know the status of your request.  The “Housing and Dining Services Contract for Long-Term Academic Programs”, when executed, will confirm and guarantee accommodations.  If information is missing when the contract is drafted, we will use previous year’s information.  Please let us know as soon as possible if any of this information changes, so we can make adjustments before the contract is drafted if possible.
	Official Name of Academic Program
	Nickname or Acronym for Program, If Used

	
	


	Primary Sponsor Contact for Academic Program
	Secondary Sponsor Contact for Academic Program

	Title
First Name
Last Name
	Title
First Name
Last Name

	
	

	Campus Address
	Campus Address

	
	

	E-Mail Address
	E-Mail Address

	
	

	Cell Telephone Number with Area Code
	Cell Telephone Number with Area Code

	
	

	Office Telephone Number with Area Code
	Office Telephone Number with Area Code

	
	

	FAX Number with Area Code
	FAX Number with Area Code

	
	


	Description of academic program, including purpose and name of sponsoring department at Iowa State University

	


	The approximate gender ratio will be:
	Description of age group:

	
	100% Male
	
	College-age adults (18 years of age and over)

	
	75% Male / 25% Female
	
	Primarily High School Youth (15-18 years of age)

	
	50% Male / 50% Female
	
	Other: 
	

	
	25% Male / 75% Female
	Office Use Only:

	
	100% Female
	

	
	Exactly:
	
	


Reminder:  If you have not already done so, please remember to contact the Iowa State University Office of Risk Management to obtain appropriate Emergency Contact and Medical Information and/or Parental Permission forms, as well as discuss any screening requirements for your program.
Be sure to review the information at http://www.housing.iastate.edu/conferences/ under the link titled “Groups 14 or More Days” before completing the information below.
Indicate your housing accommodations needed for Buchanan Hall in the South Campus Neighborhood, which offers suite-style residence halls with air-conditioning.  Buchanan Hall will house other residents of Long-Term Academic Programs, university summer school students, and some short-term summer conference guests.

Room Plan 1 requested check in/out date and times for your guests (keep times between 10:00 a.m. and 4:00 p.m.).  Remember to include your live-in staff, if you have any:

	
	Number of People
	Check-In Day, Date, and Time Range (between 10 a.m.-4 p.m.)
	Check-Out Day, Date, and Time Range (between 10 a.m.-4 p.m.)

	Spaces in double-as-single-occupancy room
	Males: 

Females: 

Unknown: 
	
	

	Spaces in double-occupancy room or a designed single-occupancy room (smaller room)
	Males: 

Females: 

Unknown: 
	
	


Room Plan 2 (if needed) requested check in/out date and times for your guests (keep times between 10:00 a.m. and 4:00 p.m.).  Remember to include your live-in staff, if you have any:

	
	Number of People
	Check-In Day, Date, and Time Range (between 10 a.m.-4 p.m.)
	Check-Out Day, Date, and Time Range (between 10 a.m.-4 p.m.)

	Spaces in double-as-single-occupancy room
	Males: 

Females: 

Unknown: 
	
	

	Spaces in double-occupancy room or a designed single-occupancy room (smaller room)
	Males: 

Females: 

Unknown: 
	
	


Please explain below if you require meeting rooms or computer labs, need special room assignments for medical reasons, or have other housing requirements.

	Other Needs:

	


All Long-Term Academic Program residents are required to have an ISU Dining option.  “X” the dining option you request for your group below:
	X
	Block Plans
	Description

	
	20-Meal Block Plan
	20 meals during contract dates per person

	
	30-Meal Block Plan
	30 meals during contract dates per person

	
	40-Meal Block Plan
	40 meals during contract dates per person

	
	50-Meal Block Plan
	50 meals during contract dates per person

	
	60-Meal Block Plan
	60 meals during contract dates per person

	
	
	Inquire about additional increments for Block Plan

	
	Dining Dollars Plan amount (minimum of $100 is required in increments of $10 if a Block Plan not also selected)
	$


Enter starting and ending days and dates for your dining option below:
	Meal Plan A (for Room Plan 1 guests) will begin their dining option on
	

	Meal Plan A will end their dining option after dinner on
	


	Meal Plan B (for Room Plan 2 guests, if needed) will begin their dining option on
	

	Meal Plan B will end their dining option after dinner on
	


	The sponsor requests the following individual meal tickets for guests not living in Long-Term Academic Program housing:
	


You are responsible for making reservations for catering requests, sack meal requests, or private dining spaces directly with ISU Dining managerial staff.  If you plan to have meals or snacks catered by ISU Dining, or utilize a private dining space, the date(s) and meal(s) or snack time(s) should be indicated here for informational purposes only:

	Catering Arrangements Made or other Notes About Dining Arrangements

	


Insert payment and signature authority information below.

	Worktag or
	Account Number and Account Name

	
	

	Name & Job Title of Person Who Will Sign Contract

	


Accommodation Requests must be received no later than by 5:00 p.m. on your assigned due date.  This is a request only and is not a guarantee for space at this time.  Requests received after this date may not be considered, depending on facilities projects, staff availability, etc.

Please save your completed Accommodations Request and attach it to an e-mail with the subject line “Accommodations Request for Insert the Name of Your Academic Program” to conferences@iastate.edu.  If questions, contact the Department of Residence Conference Services Office at telephone (515) 294-8384.
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