ROOM RESERVATION REQUEST
GGTC LODGING & PROTOCOL
BLDG 9322, E. 7th STREET & WORCESTER AVE.
FORT STEWART, GEORGIA 31310
FRONT DESK: 912-767-3896 / 678-569-9237
HOURS: 0730-2400 MONDAY-FRIDAY

MALE D

NAME: FEMALE D

RANK/GRADE LAST FIRST Mi
HOME ADDRESS:
GUEST NAME(S):
PHONE: EMAIL:
UNIT:
UNIT POC/NUMBER (if unit is paying for the reservation):
UNIT ADDRESS:
COMPONENT STATUS PURPOSE OF THE VISIT
[Jusa [] NnATIONAL GUARD [ oriLioT
D USAF D ACTIVE DUTY D ANNUAL TRAINING
D USN D RESERVE D OFFICIAL/TDY/SCHOOL
D UsMC D RETIRED D UNOFFICIAL/LEISURE (GUEST Y/N)
[] usce [ civitian [ recs
D N/A D OTHER D OTHER
e e e e e e e ke ke
REQUESTED DATES: ARRIVAL DATE: ARRIVAL TIME:

DEPARTURE DATE: CHECK-OUT TIME:
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Welcome to Georgia Garrison Training Center Lodging

All of the information below is pertinent to your stay so we ask that your read the entire sheet
BEFORE signing in the event one or more of the items needs to be addressed, failure to read this
form in its entirety will not negate any Lodging policies. Full SOP is available upon request.

Mission: The primary Lodging mission is to provide housing for National Guard Units and Soldiers
performing duty (AT, IDT, School, etc.) on GGTC. If mission necessitates, guests not in Title 32
status (i.e., DA civilian, active duty) will be ask to move out or relocate to another room.

Reservations: Reservation requests will be accommodated within 1-2 business days. If we cannot
billet you, our office will notify you and a statement of non-availability can be issued.

No Shows: You will be charge for one night stay if reservations are not canceled within 24 hours.



No Pets: NO PETS ALLOWED. Under no circumstances will pets be allowed in our quarters. If a
pet is seen on the premises or in a room, you will be asked to leave. No exceptions. If pets are
reported in a room, guest will be required to pay a minimum of $75.00 for shampooing and
fumigation.

No Smoking: Smoking is authorized in approved areas but not within 50 ft. of a building entrance.
Do not bring and dispose of cigarette butts in your room. If found or the room smells like smoke,
the guest will be charged a non-refundable $140.00 deep-cleaning fee.

Guests: All overnight guest must be approved by the Lodging Office per NGR 3-5-1. Guests who
join you during your stay must be reported to the front desk upon their arrival and departure. This
essential for safety and security in the event of an emergency. Additional charges will be posted to
your account accordingly for each night the guest stays.

Housekeeping Services: Housekeeping services will be performed at various intervals depending
on the length of stay. If you do not want services during your stay please contact the office and we
will honor your request. However, for long-term stays our staff will enter the room from time to
time to ensure the safety of our guests and that room standards are being met.

Shared Bathrooms: Be courteous and considerate of other guests when occupying facilities with
shared bathrooms. Guests staying in shared bath facilities may not have overnight visitors at any
time during their stay. Please contact the front desk to make other arrangements for family
accommodations.

Personal Mail: The address to have mail delivered is: GGTC Lodging & Protocol, ATTN: Your
name and room number, P.O. Box 466, Hinesville, Georgia 31310. The mail can be picked up at the
front desk at building 9322.

Long-Term Reservations: Guests staying longer than 30 days, must pay room and incidental
charges by the 1% of each month or be charged a $15.00 penalty fee. Filling out an express payment
form will result in your credit cared being charge at the end of each month. The receipt will be
placed in your room each time a payments is charged.

Electrical Circuits: Please do not overload the electrical outlets. Televisions are provided so no
additional televisions should be connected in the rooms. No cooking elements or hot plates are
allowed in the rooms.

Check-In / Check-Out Times: Guests may check into their quarters at any time as long as the
room is available. Check-out time is 1200 hours but can be extended by Lodging staff if
coordinated ahead of time. Lodging staff will also accommodate weekend arrival and departures.

I understand the information given above and will adhere to these policies during my stay.

Print Name: Bldg/Room:

Signature:

Email completed request form to: ng.ga.gaarng.list.ggtc-billeting@mail.mil
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