How to book a tour for the
Missouri State Capitol, Jefferson Landing State Historic Site, and
Governors Mansion

1. Start by pointing your Internet browser to http://www.mocapitoltours.com

2. Scroll to the “RELATED CONTENT” section and choose a tour site by clicking on it one
time with the left mouse button.
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3. Click on “Make Your Reservation Now”
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4. Using the drop down menu, choose the type of group by clicking one time on the downward
pointing triangle. Enter the number of adults and children in the appropriate boxes. Click on
the Next Step button at the bottom. There is a maximum of 60 adults and children that can be
booked for one tour. If you have more than 60 adults and children you will need to
schedule two or more tour times.

5. Using the drop down menu, choose the month in which you wish to book the tour. Then click
on the day.
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Step 2: Select a Date and Time

Pleass sakct Hi month o wish 1o achedule pourtour by chicking on Tha manth drap-down boe. Once poar dasied manth &
shown, chick on any althe underingd, swailable daps, You Wil thanbe shewn & (k0 of undadinad asiabk ourtimes. Eakc the
1ine prefermad fof our Tour. ¥ nana of 1ha Times maed your raeds, pheae chaoee anaihar seilabie day ond 2e what s ai
wallibie

Affer yooy berwe emlachad 3 dale ard ime that mesls your needs, chick the Tlext Step” bution 1o enber your b group infomation

|Masanba ®
Sa Mo Tu Wa Tk Fi 5a
1 23 4 & OR:00 08:30
BT B 5101112 03:00 09:30
1314 1816171819 10:00 10:30
20 2233 MW 11oo11:30
2728 29 30 i:0o-o1:30
02:00 02:30
03:00 A3:30
naon

Faed Enid T Lok




Times that are in blue can be scheduled for a tour. If the time is in black, then it is not a
valid tour time or it is already scheduled. Once you have chosen your date and time, click
the Next Step button at the bottom.
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Enter the information about the group that is being scheduled for the tour. Fields marked
with a red asterisk (*) are required information. If the tour group is from out of state, there is an
option for out of state under the county field. The e-mail address is required and very helpful as
the confirmation letter is sent via e-mail; more than one e-mail address may be entered (first e-
mail address, comma, space, second e-mail address). When you have entered all the information
about the group, click on the Next Step button at the bottom of the page.

6. The next step is to review the information that you have provided to make sure it is accurate.
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Step 4: Review Tour Request
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If you need to change information, you may use your browser back button to return to the
previous page and fix or add information. If anyone in your group has special needs,



please let us know by filling in the Special Requests field. Once you have reviewed the
information for the group and it is correct, click the Next Step button at the bottom of the

page.
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Your request has been submitted.
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7. You should receive an e-mail in a few minutes saying that your request is being processed
and that you will be notified when it is confirmed. Once the request has been confirmed, you
will receive an e-mail confirmation letter and tour guidelines.

8. If you are making multiple tour reservations for the same group or school, the browser will
retain the information. However, if you are making multiple reservations for different
groups, you will need to press the Clear Group button. If you do not press the Clear
Group button, all the information that you put in for the last group will be changed to

the new group.
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