DATE:  ____________________

From:  (Unit)                                 Work phone: __________________

To:    CHRO ADMINISTRATIVE ASSTANT

Subj:  CHRO MULTI-PURPOSE REQUEST AND STATEMENT OF UNDERSTANDING

1.  It is requested that the CHRO Multi-Purpose room be reserved for the following:

    a.  Date/Time: ______________ / ____________________________

b.  Name of class (to be posted): ___________________________

    c.  Number of attendees: _______ 
2.  I understand that the multi-purpose room is for official functions only and is assigned on a first-come, first-served, space available basis.  CHRO users have first priority.

I Further understand that (please initial):

_____ a.  Student supplies, photocopy services and class material storage WILL NOT be provided by the Civilian Human Resources Office.  These are the responsibility of either the requesting users.  


_____ b.  The CHRO IS NOT responsible for the security of any multi-purpose room material.

_____ c.  Problems will be immediately reported to the CHRO Admin Asst.

_____ d.  The CHRO Admin Asst will be immediately notified if there is a schedule change or if the multi-purpose room is no longer needed.

_____
e.  Refrigerator is for CHRO personnel.

_____ f.  All garbage and trash can contents will be removed from the multi-purpose room and placed in the outside garbage enclosures.

_____ g.  Desks and chairs will be realigned, and returned to a traditional conference room setting, whiteboards erased, and all equipment (Computer, VCR, Air Conditioner, Lights) will be turned off.


Signature __________________________


Name (Print) _______________________ Rank _______

Copy to Requestor

