REQUIREMENTS FOR CLASSROOM/AUDITORIUM USE BY

Please print, and sign if faxed

COM :( 504)678-2530 DSN: 678-2530
Type in name if e-mailed

 To NRPDC Ciso Office
classrooms@nrpdc.nola.navy.mil
1. Classrooms/Auditorium use must be requested in writing in advance. 

2. Classrooms/Auditorium is available for use only between the hours of 7 AM to 4:30 PM. 

3. All classroom/auditorium furniture/equipment must be restored to original configuration. 

4. Any installed software must be uninstalled. (Contact AIS Dept. in Room 243 or 
Call 1-504-678-2487.) 

5. Vap/White board must be cleaned and accessories stored. 

6. All course/training materials must be removed. 

7. Trash must be removed. 

8. Any classroom/auditorium discrepancies should be reported to CISO (Room 201 or call 1-504-678-2428.) 

9. Lights must be turned off upon leaving the classroom or auditorium. 

10. Door must be closed upon leaving the classroom or auditorium.
11.  Food is not permitted in the classrooms or auditorium. 

12. Only drinks in spill proof containers are permitted in the classroom or auditorium.

 

 Name of individual responsible      
CISO Representative      
CLASSROOM/AUDITORIUM REQUEST

(No Food allowed in rooms-Drinks must be in Spill Proof Container)

Please complete, print out, and fax to NRPDC CISO Office @ COM:(504)678-2623/2530  DSN: 678-2623/2530
You may also save file locally and e-mail to classrooms@nrpdc.nola.navy.mil
Date of Request:     
Requesting Command:     
Point of Contact:     
E-mail     
Phone:     
 Date/s Needed:     
# Seats Needed:     
Hours Classroom/Auditorium needed (0700-1630 only):     
Reason for Use (Training/Presentation/Meeting):     
If Software Installation is required
you must provide a POC to allow for

NRPDC’s Automated Information System (AIS) Dept. scheduling before this request can be processed:
name




phone #
(AIS- 678-9269/9270/9268)
     




     
Equipment Needed (Check each of the following that applies):  





 
Yes / No
Computer for presenter

      
Computer for students/quest
     
Infocus (image projector)

     
Overhead Projector TV & VCR
     
Video Tele Training (VTT)

     
Video Tele Conferencing

     
Remarks:       
For NRPDC use only
yes/no if applicable

AIS Approval:
     
Room Assigned:
     
