UPDATE
Defense Health Headquarters (DHHQ) Conference Services Announcement
We request your patience as we work to develop an interim conference room scheduling process. To better serve you, and in response to the very high volume of conference room reservation requests, the Training and Career Development (TCD) will be instituting the following written guidance through June 30, 2012:
· There will be a moratorium on the scheduling and usage of conference rooms during the initial move-in period from April 25th through May 6. This will allow time for the staff to become familiar with the facility and new processes. 
· [bookmark: _GoBack]From April 25th through June 30th TCD will manage the onsite daily operations of all TMA conference rooms at DHHQ on a first-come, first-serve basis by utilizing a fillable PDF form to capture meeting requirements.   Effective July 2, we anticipate the implementation of an automated reservation system that will give TCD the ability to reserve standard conference rooms, training rooms and the Pavilion Conference Center.   Additional guidance will be provided as we approach the implementation date.
· Conference rooms are available in three sizes, small (up to 8), Medium (up to 12) and Large (up to 24). There are also training rooms to accommodate computer base and regular sessions.  Functions requiring larger seating capacity cannot be accommodated until the completion of the DHHQ Pavilion conference center scheduled on or after September 3, 2012.  
· The Pavilion will be available for scheduling July, 30, 2012.  To reserve the Pavilion Conference Center and/or Multi-Purpose area submit the DHHQ Conference Center Reservation Request Form, 10 business days before the event.  The Pavilion will not be available for usage until it’s completion.
· All conference rooms are standardized in their configuration; special set-up requests will not be accommodated unless held in the Pavilion Conference Center.
· Due to the design of the building and operational requirements; there are conference rooms located in directorate office space and in some cases secured quadrants, irrespective of the location all rooms will be reserved through TCD with priority given to directorates in the vicinity.  NOTE:  If the conference room number is known please add it to the reservation request form. 
· VTC request will be fulfilled by the VTC Team.  VTC number(s) and VTC location(s) should be annotated on the reservation request form.  •   VTC request will be fulfilled by the VTC Team.  VTC number(s) and VTC location(s) should be annotated on the reservation request form.  Contact POC for Conference call numbers. They will be 	assigned as they have been previously.           
· Recurring conference room requests will only be processed in 90 day increments.   For example: BOD XYZ Weekly Meeting - Every Wednesday - Event Start Time: 1pm - Event End Time: 2pm - Recurring Start Date: May 2, 2012 - Recurring End Date: July 31, 2012. If you find that you need to continue the recurring meeting beyond the 90 days, resubmit a reservation request form 10 business days prior to the recurring end date to reserve space for an additional 90 days. If it is determined that the room is not in use as scheduled action will be taken to offer the room for the use of others.  Special circumstances will be considered. 
· To reserve Training Room(s) submit the Training Room Reservation Request Form, 10 business days before the training event.
If you have already submitted a conference room reservation or recurring reservation that does not meet these conditions, we ask that you re-submit your reservation using the attached fillable PDF form regarding pertinent information about your event. When completed, forward to the DHHQ Conference Service Reservations email at DHHQ.Conference.Reservations@tma.osd.mil. 
For additional information or general inquiries; please call (703) 681-0909 or Ms. Lavonne Williams, Conference Operations Program Manager-TMA, Training & Career Development Division at (703) 681-3902. 

