	MCAS MIRAMAR EDUCATION OFFICE

CLASSROOM RESERVATION REQUEST FORM

	EVENT INFORMATION

	TITLE OF EVENT OR COURSE:
	

	EVENT DATES:
	
	EVENT TIMES:
	
	NUMBER OF PARTICIPANTS:
	

	***ID card will be required to be left with the Education Office while the room is in use***

	Room usage is Mon-Fri (0730-1630). Special consideration is required for weekend usage

	REQUESTOR INFORMATION

	RANK/TITLE:
	
	NAME OF REQUESTOR (Last, First, MI):
	

	DATE OF REQUEST:
	
	PHONE:
	 
	EMAIL:
	

	BRANCH OF SERVICE:
	USMC
	DUTY STATION:
	MCAS MIRAMAR
	UNIT:
	

	Responsible Person using room (i.e. Instructor):

	Contact Number and email for Responsible Person:

	TERMS & CONDITIONS

	**NOTE: By submitting this form you and your Responsible Person agree to the following**

	1. Check in and out of the classroom each day, inspecting it with a representative of the Education Office to assure accuracy.    
                  *ID Card will be required to be left with the Education Office while the room is in use*

	2. Verify the classroom and equipment arrangements are made prior to the day of the event.

	3. Required to clean classroom and return it to original condition after use.

	4. Report all broken equipment or furniture prior to leaving and report all safety issues.

	5. Room usage is Mon – Fri (0730-1630). Special consideration is required for weekend usage.

	6. May not leave materials overnight due to the college courses conducted at night.

	7. Reproduction capabilities are limited, handouts must be prepared prior to arrival.

	8. Notify MCAS Miramar Education Office in the event that you decide not to use a room, late or need to reschedule the event.

	9. Agree not to exceed classroom capacity and/or relocate additional furniture to increase capacity.

	Please email this completed form to:  smbmiramarmccs.edu@usmc.mil

	**OFFICE USE ONLY**

	Room assigned:

	Entered by:

	Comments:                                         **RESERVATION CONFIRMED**

	Date:

	(Rev 05/10)


