Facility Use Requirements for Visiting Units/Guests
Museum Training Annex (MTA)
Individual Training Branch, DPTMS

4320 Main Street, JBLM Main, WA 98433-9500
Date of Request: ________________________
Usage Dates: ___________________________
Time From: ___________  To: ____________
Classroom/s assigned:  ___________________________
Number of personnel:  _______________ _
UNIT:  ___________________________ ____________ ____
TOPIC: _____________ ___________________________ __
POC:  __________________ __________________________
Contact #:  ____________________________________ ____
Email:  ____________________________________________

1.  Duty Hours.  Normal operational hours are from 0800 – 1700, Monday to Friday.  Closed weekends and Federal holidays.  You are our guest here at the Museum Training Annex.  It is essential that normal daily operations here at the JBLM Museum are not disrupted.  Therefore, you will ensure that your unit complies with facility usage requirements. 

2.  Parking.  Parking for visiting units/guests is the large gravel parking lot located on the Southwest side of the Museum building.  DO NOT park in the fire lane behind the Museum or in the general  public parking lot.  Please remember, the Museum is open to the public and hosts many visitors from outside the gate.
3.  Classroom Visitor Entrance:  The external stairwell located on the North side of the Museum (Main Street) is the only authorized entrance/exit to/from the 3d floor classroom complex.   
4.  Facility Furniture & Equipment:  Instructors/Class Leaders are responsible for the safekeeping of all furniture and training aids within the classroom.  All MTA equipment will remain in the classrooms. Additional equipment or furniture will not be moved from other classrooms.  Instructors/Class Leaders must immediately report any damage to furniture, equipment, or training aids to the Museum Training Annex manager.

5.  Safety.  Do not block doorways or fire exits of this facility at any time.  Do not exceed the fixed student capacity with tables and chairs for assigned classroom/s. Instructors/Class Leaders are responsible to ensure their group is made aware of the closest fire exit to assigned classroom. In case of fire, all stairwells will be accessible.
6.  Break/Smoking Area.   Break/Smoke area is the orange picnic table located on the Southwest side of the Museum Training Annex.  THE CLASSROOM COMPLEX IS A TOBACCO FREE ZONE TO INCLUDE CHEWING AND DIPPING.  DO NOT DEPOSIT TOBACCO WASTE IN THE CLASSROOM OR LATRINE WASTE RECEPTICLES.
7.  Food and Drinks.  Only snack foods and covered drinks are allowed in the classrooms provided all trash, food waste, and spills are cleaned up.  Unfortunately, due the nature of the classrooms being located within the Museum, there are no soda or snack machines.  It is advisable to bring bottled water/drinks, a covered beverage and/or a bag lunch.  All classroom trash will be removed by visiting units/guests and taken to the dumpster located adjacent to the Northeast side of the Museum.  Recycle may be taken to LeMay recycle bin located adjacent to the dumpster.  
8.  Cleanup.  The classroom/s will be cleaned, vacuumed as needed, and returned to original configuration before the unit is released.  This may also include vacuuming of carpets in common area hallways and lobby outside the classroom.  Classrooms will be inspected upon completion of unit use.  
9.  Restrooms.  Latrines are located across from classroom 336 and 306.  “Clean as you go” policy is in effect to ensure clean latrines at all times.  
10.  Off limits areas.  All MTA staff work areas are off  limits.  If you require assistance while you are here, contact the Museum Training Annex manager in room 302 down the hall from the Visitors’ entrance on the 3d floor.
11. Admin Support/Telephones.  There is a copier on site for customer use; however, the customer will need provide the paper. Unfortunately, no public telephones are located in or near the building.  Staff office telephones are not normally available for use.   
12.  Cancellation.   If classroom requests need to be cancelled or rescheduled please notify the Museum Training Annex manager at 966-0834 as soon as possible to ensure that other organizations have an opportunity to utilize the rooms.    

13.  Failure to comply with this agreement may result in your unit/organization being denied future use of this facility.    

I, ___________________________________, have read and understand the requirements for use of the facility and safety rules. I understand that if I and/or my Soldiers or group fail to follow these guidelines, it will result in revocation of future classroom usage privileges.
SIGNATURE: ________________________________
EQUIPMENT/TRAINING AIDS:

_______ EA
PROXIMA
_______EA
60” DIGITAL SCREEN 
_______ EA   VI  Equipment Cart
_______ EA
MULTI-PLUG EXTENSION CORD

_______ EA
PROJECTION SCREEN

_______ EA
DRY ERASE EASEL 

_______ EA
 PODIUM

Fire Exit routes from classrooms:  All stairwells are available for emergency exit. 

