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OVERVIEW
As a pre-qualified team for the 2025 FIRST Championship in Houston,
Texas, we recently received an email from FIRST regarding the new hotel
reservation process for the event. After completing our reservation, we
would like to share some helpful information to assist you through this
updated procedure. 

Since we travel with a large team to Champs, we have to look at a list of
considerations when booking, such as:

$20,000 max
22 Rooms (Double Queens)
Breakfast
Bus Parking
Under 20 miles from venue
Reputable Hotel



WELCOME EMAIL

After a team qualifies for the FIRST
Championship, a welcome email will be sent
containing important details on how to set
up the Team Room Block. To proceed, click
on the green button titled “Request Rooms,”
which will redirect to the next page. It is
important to notice the team's submission
deadline to ensure the Team Room Block is
submitted on time.



WELCOME PAGE

From there, the reservation moves
to Step 1 and the welcome page. On
this page, select: 

earliest check-in date
latest checkout date
number of rooms needed per
night

Then, click “Find Hotels” to be
redirected to the next page, where a
list of available hotels will be
displayed.



HOTEL SEARCH
Here, a list of available hotels will
be displayed, including the price
per night, distance from the event,
and the percentage for matching
the exact rooms for the selected
dates (XX% Match). Hotels can be
sorted by cost, distance, or the
exact match to the search criteria.
For more details on a specific hotel
and its amenities, click "Quick View."
Once the desired hotel is found,
click "Select Hotel" to proceed.



ROOM

SELECTION
Now at this point, all available room types
for the selected hotel will be displayed.
Each room includes a description,
maximum guests per room, and cost per
night.  Fill in and insert the number of rooms
needed per night for the reservation. If
team members will be arriving or leaving
on different dates, there is an option to
reserve rooms for individual nights.



REVEIW AND SUBMIT

After selecting the rooms,
the Review and Submit page
provides a summary of the
selected dates, hotel,
number of rooms per night,
total rooms, room types, and
an estimated total cost. 



CONFIRMATION
After submitting the request, a
confirmation page will appear,
summarizing the details of the
request and outlining the next
steps to confirm the reservations.
There is a two-week window to
confirm the reservations, or they
will be automatically canceled. To
continue with confirmation, go to
the new email that got sent about
“What’s Next”.



In this email, there are instructions
for confirm the rooms, including a
link to the Housing List-Badge
Registration sheet template. This
template must be completed and
submitted via the provided link. If
any edits or modifications are
needed, the template can be
updated and resubmitted using
the link at the bottom.

WHAT’S NEXT EMAIL



HOTEL & BADGE

REGISTRATION SHEET
In this sheet, enter the all of the
team’s contact information on the
Contact Info and Instructions tab by
following the provided instructions.
Then, navigate to the Hotel and
Badge Registration tab to input the
members' names and details into the
room assignments. 
This will automatically generate the
registration and housing tabs.



SHEET IMPORT

Once the hotel and badge
registration sheet is completed,
click “Start New Import” and select
the Excel file. Alternatively, to
modify an existing import, click on
“Modify Existing Import.”



PASSKEY 

PLANNER PORTAL  

Finally, event details can be
reviewed, managed, and viewed
through the Passkey planner portal.


