I.
Procedures for Outside Organizations to Request Sidell Conference Room Reservation
1. Outside user POC will select the link for “Sidell Building Conference Room Request Form” and fill out form completely. Next, click on submit by email button at the top of page to forward completed form.
2. Outside user POC will select link for “MOA for use of Sidell Building Conference Room” and have this signed by their unit’s official Resource Management Officer or first O-5 Commander in the chain of command and will email to: 

MRICD-RoomRequest@amedd.army.mil
3. NOTE:

a. REQUESTS FOR RESERVATIONS MUST BE SENT AT LEAST 2 WEEKS PRIOR TO REQUESTED DATE OF USE.

b. NO RESERVATIONS WILL BE MADE WITHOUT RECEIPT OF BOTH DOCUMENTS (REQUEST FORM AND SIGNED MOA) BY MRICD AV PERSONNEL.  

c. THERE IS A COST FOR USE OF THIS CONFERENCE ROOM (SEE MOA).

4. The MRICD AV technicians will confirm room availability by internally coordinating with CCCD and the S8.
5. Once MRICD AV receives internal approvals, they will contact the outside user POC to confirm reservation and review AV/photographic requirements.
II.
Outside user responsibilities (also found in MOA/room checklist).

1.
On-site POC’s are fully responsible for their meetings!!

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 (from CCCD) to document the room and equipment condition.
4.
The POC is responsible for their vendor/speaker, all participating attendees, room equipment and condition of the room and Sidell building bathrooms.
5.
POC must be present in room if any presenters/vendors/attendees are present. 

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

7.
AV or computer equipment in the conference rooms should not be touched at any time by other than MRICD personnel.

8.
On-site POC is responsible for ensuring personal items are not left in the room.

9.
MRICD AV personnel are responsible for controlling AV equipment.  If non-scheduled AV support is required, AV techs should be contacted for assistance as per contact information that is posted in each room. Do NOT contact any other MRICD personnel for assistance other than designated AV personnel listed on contact sheet within the room.
10.
Use of Sidell conference room includes no other areas except for bathrooms – access to any other rooms or equipment is strictly prohibited.

11.
 No food will be consumed during use --.only beverages, if desired.

12.  Any extra equipment, other than what is currently in the room, must be provided by POC.  Cost is for room use only -- MRICD does not provide paper, pens or other supplies in the cost of the room.  
