SPAWAR CONFERENCE CENTER RESERVATION REQUEST


  Date of Meeting/Event:
     


 


Day of the Week: 

    


 


NOTE:  WHEN FILLING OUT ELECTRONICALLY DOUBLE CLICK GRAY BOXES TO FILL IN.


Name of Meeting/Event:      
Number of People Attending:      
Has your conference/meeting/event been approved?
Yes 
 FORMCHECKBOX 

No
 FORMCHECKBOX 
 
(See Conference Scheduling Procedures SPAWAR 08-4 4 Mar 02)

Time:      Begin:     
End:           (NOTE:  16:30 (4:30) p.m. is the cut-off time)
(If it is anticipated that the meeting will extend beyond 1630, the POC must provide a job order (in advance) to compensate Conference Center Staff for overtime.)   JO#    



 
Point of Contact:
   
 
    Code:         (NOTE:  ONLY POC can make changes and 







cancel reservation.)
Telephone: 
   
 
 
FAX #:    
 
 
(ROOMS WILL BE ASSIGNED BY CONFERENCE CENTER)
Room  Assigned:
Quad (Q)
 A
 FORMCHECKBOX 

B 
 FORMCHECKBOX 

C 
 FORMCHECKBOX 

D
 FORMCHECKBOX 


Team Room (TR)
1
 FORMCHECKBOX 

2
 FORMCHECKBOX 

3
 FORMCHECKBOX 

4
 FORMCHECKBOX 

Room Set-Up (for Quads Only.  Team Rooms are as is, no exceptions): (Select one)
Classroom-style (tables/chairs)
 FORMCHECKBOX 

Theater-style (chairs only)
 FORMCHECKBOX 

U-shaped
 FORMCHECKBOX 


Head table
 FORMCHECKBOX 
 # of people ________
Dining-style
 FORMCHECKBOX 

Buffet-style
 FORMCHECKBOX 

Other:
     

 FORMTEXT 
     

 FORMTEXT 
   


 


A/V Equipment:  FORMCHECKBOX 

NO SERVICES REQUIRED! 

Or, select from equipment listed below:

 FORMCHECKBOX 

Podium
 FORMCHECKBOX 

Overhead
 FORMCHECKBOX 

LCD Projector


 FORMCHECKBOX 

Microphone 
 FORMCHECKBOX 

Screen
 FORMCHECKBOX 

Computer


 FORMCHECKBOX 

Whiteboard 

 FORMCHECKBOX 

Flip Chart
 FORMCHECKBOX 

*VTC 


 FORMCHECKBOX 

TV/VCR  

 FORMCHECKBOX 

Pointer
 FORMCHECKBOX 

Registration table/Chair


 FORMCHECKBOX 

Message Board
 FORMCHECKBOX 

Telephone #:  843-218-     
 FORMCHECKBOX 

LAN


 FORMCHECKBOX 

Other:    


  

*Conference Center staff will set-up the VTC equipment.  Requestor must call 843-218-4242 to arrange a VTC.
Food Service: 
 FORMCHECKBOX 

NO SERVICES REQUIRED!  NO FOOD/BEVERAGE FOR GROUP CONSUMPTION IS PERMITTED WITHOUT



EXECUTION OF AN APPROPRIATE FOOD SERVICE AGREEMENT WITH THE MWR. 



(NOTE:  ICE WATER/CUPS CAN ONLY BE PROVIDED WHEN OTHER FOOD SERVICE IS REQUESTED.)
 FORMCHECKBOX 
  YES.   You must complete a food service agreement with the Naval Weapons Station MWR, no later than FIVE (5) working days prior to the date of your meeting/event.  You may reach MWR, Barbie Sullivan, by calling 843-764-7797.

Any Special VIPs?   FORMCHECKBOX 
Yes  FORMCHECKBOX 
No  (IF YES, FOLLOW “VIP PROCEDURES” ON CORPWEB, BULLETIN BOARD, CORPORATE INFORMATION)

Any Foreign Nations (non-US Citizens)?   FORMCHECKBOX 
Yes  FORMCHECKBOX 
No  (IF YES, PLEASE CONTACT JEANETTE KICKLIGHTER, 843-218-4057)
Additional Notes:    


 

 FORMTEXT 
   


 

 FORMTEXT 
   


 

 FORMTEXT 
   


 
Date Reservation Made: 
      

 FORMTEXT 
                     
 FORMCHECKBOX 
   Tentative (other dates)

CONFIRMATION OF REQUEST:


                                               

CONFERENCE CENTER REPRESENTATIVE

All reservations are subject to preemption by Commanding Officer, SPAWAR Systems Center Charleston.

------------------------------------------------------------------------------------------------------------------------------------------------------------------------


FOR CONFERENCE CENTER USE ONLY:
Confirmation E-Mailed/FAXed:
                   

Added to Weekly Schedule:
                   

Entered in Scheduler Plus: 
                   






