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Department of the Army

us army medical research institute of chemical defense
3100 ricketts point rd
aberdeen proving ground, md  21010-5400


MEMORANDUM OF AGREEMENT (MOA) BETWEEN

The U.S. Army Medical Research Institute of Chemical Defense (USAMRICD)

AND

(Sponsor Organization’s Name) 

SUBJECT:  Use of USAMRICD Building E-3109, Sidell Learning Center, by DoD Entities Other Than USAMRICD 
1.  Reference.   

  
a.  Economy Act, 31 U.S. Code 1535.


b.  DOD Instruction 4000.19, Interservice and Intergovernmental Support, 

9 August 1995.

2.  Purpose.  To establish terms and conditions for use of conference/meeting facility.
3.  Problem.  Limited conference meeting space available to DoD entities other than USAMRICD.  

4.  Scope.  This MOA applies to USAMRICD and (Sponsor Organization’s Name)    

5. Understandings.  USAMRICD will provide conference space in Building E-3109:  

     
a.  Conference/meeting space is provided with classroom style seating for up to 120 personnel.  Alternate room layouts may be used if sponsoring organization provides personnel to move the existing furniture both before and after the meeting.  Sponsoring organization will ensure furniture is returned to the original layout prior to departure. 
      b.  Hours of room availability are 0730-1630, Monday thru Friday.


c.  AV/computer equipment available for use is one computer projection screen, one podium,  one computer, and two clip-on microphones.  Use of these items is available and must be requested when the Sponsoring Organization initiates the request.
      d.  AV support personnel from USAMRICD will be on-site for the duration of event to assist with the use of the AV/computer equipment. 
      e.  If additional AV/computer or other equipment is required it is the responsibility of the sponsoring organization to provide the needed items.  
      f.  Sponsoring organization will request use of the room via the on-line system no less than 2 weeks prior to the event. 
      g.  Sponsoring organization will comply with all USMRICD security measures and requests for attendee or sponsoring organization information.  

      h.  Sponsoring organization personnel and attendees will receive a safety briefing from USAMRICD personnel and will ensure compliance.  

       i.  Sponsoring organization will fully disclose the purpose of the event, the number of attendees expected, and what activities will be involved.

      j.  Sponsoring organization’s on-site POC  will review and sign room user responsibilities (ANNEX A); they will also complete and sign the Sidell room use checklist (ANNEX A) with a USAMRICD representative before and after each event, or daily if the rental is for consecutive days.  The sponsoring organization on-site POC will be responsible for correcting any conditions not in adherence to this MOA, and/or for replacing any furniture/equipment damaged during the course of the rental.  
      k.  Interpreters, if required, will be secured by the sponsoring organization at their cost.

      l.  Reproduction of copies/handouts will be provided by the sponsoring organization.  MRICD does not provide this service.
      m.  Custodial support – Basic.  This includes vacuuming and trash pick-up.   This does not include clean-up of obvious debris left by users.  Users will remove ALL debris from their activities from the room after the event.  A dumpster is located outside the building as required.  
      n.  (Sponsor Organization’s Name) will be responsible for additional cleaning costs if accidents occur or debris remains and requires additional custodial support. 
       o.  Refreshments allowed during use of the building are limited to beverages only.  Sponsoring organization will provide expendable items to serve beverages. 

6.  Resources.   Cost of a  half-day event (an event from 1-4 hours in duration) is $400.  Cost for a full-day event (an event 4-8 hours in duration) is $800.  (Sponsor Organization’s Name) will transfer funds to USAMRICD via MIPR to the USAMRICD Business Operations Office who may be contacted via email at MRICD-BusinessOpsOfc@amedd.army.mil or via telephone at 410-436-4138.  In certain cases, additional costs will be assessed based on additional resources used.  In that case, an addendum to this MOA will be created by USAMRICD and signed prior to date of event.
7.  The on-site POC, as listing in the request form, must be present in room for set-up, event and tear-down, and whenever other members of the using group are present.  The on-site POC is responsible for all event participants, the equipment in the room and the condition of the room following the event.  
8.  Implementation Instructions.  

          a.  This MOA is effective on the date of final signature by both parties and will remain in effect for 30 days.

          b. This is a one-time occurrence, limited to (Sponsor Organization’s Name).
9.  Primary points of contact (POCs) for this agreement are as follows:

Dr. Charles Hurst, Chief, CCCD
Other Party’s activity/office symbol

3100 Ricketts Point RD
Street Address, City, State, ZIP

APGEA, MD, 21010-5400 
Phone (commercial/DSN)
Phone (commercial 410-436-2230/584 DSN) 
Organizational email
E-mail: charles.g.hurst@us.army.mil



FOR USAMRICD



          
FOR (name of sponsoring organiation):

_____________/S/___________


_____________________

HARRY F. SLIFE, JR







Colonel, U.S. Army




{ SIGNATURE BLOCK }


Commanding








{REQUESTING UNIT APPROVAL 







AUTHORITY MUST 








BE UNIT RESOURCE MGT OFFICER







OR 1st O-5 COMMANDER IN CHAIN)
ANNEX A – ROOM CHECKLIST FOR SIDELL ROOM USE
INSTRUCTIONS:  
On-site POC -- review user responsibilities below and sign.  Fill out checklist with MRICD rep (i.e., someone from the Combat Casualty Care Division or their designee) both before and after event and sign.  MRICD representative – note any damages, return form to Business Operations (S8, Ms. Benjamin) within 5 working days.

Outside user responsibilities:

1.
The on-site POC, as listed in the user request form, is fully responsible for use

2.
Access to the room is during normal business hours only – 0730 – 1630.  No early arrival or late departure for setup or tear-down is allowed.


3.
A pre and post inspection will be conducted by the on-site POC and MRICD personnel to document the room and equipment condition (see below).

4.
The on-site POC is responsible for their vendor/speaker, all participating attendees, room equipment and condition of the room and Sidell building bathrooms.

5.
The on-site POC must be present in room whenever their personnel are present.

6.
If moved, furniture must be returned to its original configuration prior to departure.

7.
The on-site POC is responsible for ensuring personal items are not left in the room.

8.
MRICD AV personnel are responsible for controlling AV equipment.  If non-scheduled support is required, AV techs should be contacted as per posted contact information.  Do not touch any AV or computer equipment and do NOT contact any other MRICD personnel for assistance (such as those MRICD personnel who work in other parts of that building).
9.
Use of Sidell conference room includes no other areas except for bathrooms – access to any other rooms or equipment is strictly prohibited.

10.
 No food will be consumed during use --.only beverages, if desired.

11.  No additional equipment is provided.  No supplies or copying service is provided.

I understand and will adhere to the above responsibilities:

___________________________________________________________________________
USER ORGNIZATION ON-SITE POC (NAME/RANK/PHONE)
___________________________________________________________________________

(SIGNATURE  / DATE)

SIDELL ROOM USE CHECKLIST

DIRECTIONS:  Complete and sign both before and after each day’s use.  MRICD rep will turn in to S8 (Ms. Benjamin) no later than 5 working days after event.

DATE OF EVENT:

BRIEF NAME OF EVENT:

USING ORGANIZATION:

ON-SITE POC (NAME/RANK/PHONE):

	Item
	“Before” Condition
	“After”

Condition
	Comments/Damages

	Furniture in original configuration?
	YES

NO
	YES

NO
	

	Computer equipment in original configuration?
	YES

NO
	YES

NO
	

	Trash can empty, new bag?
	YES

NO
	YES

NO
	

	Damages to furniture or equipment?
	YES

NO
	YES

NO
	

	Food or drink debris 

(note that food is not allowed in room)
	YES

NO
	YES

NO
	

	Personal items left in room?
	YES

NO
	YES

NO
	


SIGNATURE OF
ON-SITE POC:
     BEFORE:__________________   AFTER:   _____________________

SIGNATURE OF

MRICD REP:




    BEFORE: __________________  AFTER:   _____________________




REPLY TO                      


ATTENTION OF                         








