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Commonwealth Office of Travel Operations
Rooming List
After completing and emailing an agency lodging card group request form, complete and send the following information to Adtrav at copahotels@adtrav.com, the hotel, and your agency coordinator on the hotel’s contracted due date.
Agency Coordinating Event:






Name of Event:






Event Date(s):





Agency Contact Person:





Phone:






Name of Hotel:










Hotel Address:






Phone:







	Last Name
	First Name
	Employee ID #
	Check In Date
	Check Out Date
	Agency Lodging Card Needed?
	Account Code*
	Roommate
	Roommate Employee ID #

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*if different from request form
