Bryce Poe Conference Center

Memorandum of Agreement (MOA)
Name:  _______________________________________________________
 Grade/Rank:  _________________    
Office Symbol:  ________________________________________________       Phone: ______________________

Conference Title:  ______________________________________________________________________________

Large Conf. Rm. ______
Small Conf. Rm. ______
Both ______
           Kitchen/Ops Center ______

Conference Start Date / Time :  __________________            Conference End Date / Time : __________________

Setup Date / Time:  _____________________________          Classified Meeting: (Yes/No)  __________________

Number of Attendees: __________________________
           Highest Grade/Rank Attendee:  ________________
If there are 10 or more off-base attendees you must have an OO-ALC Form 211 (Request For Approval To Host Meeting) processed and approved.  Copy of OO-ALC Form 211 is attached:  YES__________    NO___________

DVs Attending:    _______________________________________________________________________________        ____________________________________________________________________________________________________________________________________________________________________________________________

(  We ask that you help us to keep the Conference Center looking its best.  PLEASE DO NOT TAKE FOOD OR DRINK INTO THE CONFERENCE ROOMS.  A break room has been provided for refreshments.

(  The Poe Conference Center computers are not cleared for classified meetings.   You will need to bring your own equipment for classified briefings.

(  Please inform your attendees of the above during your administrative remarks.

POC Responsibilities

1.  Please clean up all areas.  Clean all spills to include carpeted areas, wipe off all tables and counters.  

2.  Remove trash from the conference room, break room, VIP lounge, and classroom areas.  Empty trash containers and place new bags in garbage cans (if needed). 

3.  PARC janitorial service is contracted to vacuum the floor area nightly.  If manager deems carpet needs to be cleaned --your organization will be charged for professional cleaning. 

4.  Return all tables, equipment and chairs back to their original positions.

5.  Should something need repaired, call the facility manager as soon as possible.  The phone number is 5-2159, 5-2911 or 7-5962.  For emergencies, call 7-1856/7-6909 (CE). 

6.  The copier and fax machines are for conference attendees to use.  If you have a large amount of copies to make (over 50 pages), please supply your own paper.
7.  The BARCO projector is configured to our existing audio/video equipment.  Please do not change the screen resolution.  Any changes will cause damage to the projector.  You will be held responsible for all repairs ($150.00 per hour for labor plus parts).  If needed, special arrangements can be made for laptops or special software.  Do not turn the power off on any component in the AV console. 

8.  A representative familiar with this MOA should be present at your conference.
I HAVE READ AND WILL COMPLY WITH THE MEMORANDUM OF AGREEMENT

___________________________________                   



___________________________

                 POC Signature                                                                         



    Date

 __________________________________





___________________________

   Poe Conf. Center Manager Signature





           Approval Date

Pre-Conference Inspection Date ______

Post -Conference Inspection Date ______

Revised 4/23/03


