SCHEDULING/APPLICATION FOR THE MCB COMMAND CENTER AND/OR CONFERENCE ROOM

1.  The Command Center and Conference Room are available for official meetings or training from Monday through Friday from 0730 to 1600 (1600-1630 secure and conduct police call).  Extended hours must be preapproved by the Officer in Charge, Operations Division.  NOTE:  Approved reservations for either room may be cancelled by either the Base Commanding General or Chief of Staff, or by emergency situations.

2.  The Command Center is equipped with 20 computer stations.  The Conference Room has three conference tables with seating for a total of 24 people; additional seating for 16 is available. Arrangements for any audio/visual equipment must be made in advance.  Limited copier support is available in the Admin Office.  If meeting/training participants will need e-mail accessibility, one computer station will be made available in the reserved area.  In the Command Center, this will mean one less training station available.  One phone will be operational for incoming and/or outgoing phone calls also in the reserved area.  The individual  signing for the room will be responsible for returning the computers’ software setup and/or the furniture to the pre-class configuration.

3.  A post-meeting/training police detail is required.  Requesting units must submit the name of an individual in charge of the police call detail.  Cleaning supplies and vacuum will be provided.

4.  Failure to properly police the area or staying beyond the scheduled hours without approval will result in an incident report being filed and in denial to the unit command future use of the facilities until the matter is resolved with the AC/S, Operations and Training.

6.  No coffee mess is available; no food or drink is allowed in either room.  

7.  The Command Center and Conference Room are located in the basement of building 1164.  All parking on this level is reserved.  Parking is available along 15th Street or in any unmarked spaces in the building 1160 parking lot.

8.  Reservation of the facilities should be made at least 5 working days prior to the event but no more than 2 months prior.  Please contact 725-6772, fax 725-5894 

9.  Confirm the reservation 3 days prior to the event.

I have read, understand and will comply with the above:                 ______________________________









Signature of responsible individual/Date

________________________________________________________________________________________

Please print clearly                                                                                                                                            

Name (Last, first, middle)
Grade

Unit

 


Phone/Fax

________________________________________________________________________________________

Room Requested (Command Center or Conference Room) / Time and Date Requested:

________________________________________________________________________________________

What will the room be used for (type of conference, meeting, or training) 

________________________________________________________________________________________

How many attendees do you expect?

________________________________________________________________________________________

Name and Rank of  individual in charge of police detail:

________________________________________________________________________________________

