
CLASSROOM RESERVATION SLIP for BUILDING 1444

3502 GOODSPEED STREET SUITE 1 

PORT HUENEME, CA  93043-4336 

Person Requesting Classroom

Name (Last, First,  Mi)

Activity

E-mail

Phone DSN

Type of Training or Session being conducted (use drop down) 

Hours requested (example 0800-1600)

Instructor computer  
required? (drop down)

Number of seats required for attendeesNumber of computers needed for attendees?

Special applications 
other than Office 
2007? 

Use of classroom computers  
1.  The computers in each classroom are on a Training Network (TRANET). To obtain access to the system for the instructor 
     and/or students, contact IT  Support 10 days in advance at (805) 982-5232. 
2.  Save a copy of your request prior to submitting the request via  e-mail or FAX  
  
   Use of classroom during non-working hours 
1.  Building 1444 is open 0700-1700 Monday through Friday for normal working hours. 
2.  Room reservations that require access to Building 1444 during non-working hours shall be coordinated with the CSFE Command  
     Duty Officer 24 hours in advance at (805) 901-7308. 
3.  Failure to contact the CSFE Command Duty Officer as prescribed above may result in the cancelation of your room reservation. 
  

Classroom Reservation Agreement 
1.  The person requesting the classroom is responsible for the room cleanliness at all times during use. 
2.  All trash and debris shall be cleaned and placed in the wastebasket or recycling bin daily. 
3.  The classroom shall be returned in the same condition as received.  Table and chairs shall be placed in their original locations, 
     windows shall be secured, and all lights and audio/visual equipment shall be turned off. 
4.  Failure to adhere to this classroom reservation agreement may preclude the user from future room reservations.  
 

 FAX:  (805) 982-2918

Do you require Internet connectivity?

Name of Course/Workshop/Training

Start Date End Date

Today's Date

Date (s) of classroom reservation:

The information herein is requested voluntarily and is For Official Use Only (FOUO) which must be protected 
under the Privacy Act of 1974, as amended. Unauthorized disclosure or misuse of this PERSONAL 
INFORMATION may result in criminal and/or civil penalties. Failure to provide information may result in 
requestor not being able to reserve a room.  See the next page for further information.  
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CLASSROOM RESERVATION SLIP for BUILDING 1444

3502 GOODSPEED STREET SUITE 1 

PORT HUENEME, CA  93043-4336 

CSFE/CECOS ROOM RESERVATION 
Privacy Act Statement 

  
1.  Authority for Collection of Information. 
  
10 U.S.C. § 5013; 10 U.S.C. § 5041; 5 U.S.C. § 301; and Executive Order 9397. 
  
2.  Principle Purpose for Which Information is Intended to be Used. 
   
This form provides you with advice required by the Privacy Act of 1974 (as amended). The personal information 
gathered will be used to facilitate room requests for classroom space at CSFE Building 1444, 3502 Goodspeed 
Street, Suite 1, Port Hueneme, CA 93043.  The information is not stored in a system of records retrievable by 
personal information. 
  
3.  Routine Uses. 
  
Information may be disclosed for any of the Blanket Routine Uses published by DoD at http://www.defenselink.
mil/privacy/notices/blanket-uses.html. Contact your local Privacy Act Officer for further details. 
  
4.  Mandatory and Voluntary Disclosure and the Effect on Individual Providing Information. 
  
In the case of military personnel and in the case of civilian personnel including contractors, the requested 
information is voluntary. However, failure to provide the requested information may result in you not being able 
to reserve classroom space or other benefits of similar administrative purposes consistent with the purposes 
described above. 
  
Department of the Navy (DON) Education and Training Records (November 22, 2005, 70 FR 70594) Privacy 
Act System Notices are available at http://www.defenselink.mil/privacy/notices/dla/ and apply to this data 
collection. 
 

 FAX:  (805) 982-2918

CSFE ADMIN USE ONLY

Approval date

Approved byRoom assigned
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CLASSROOM RESERVATION SLIP for BUILDING 1444
3502 GOODSPEED STREET SUITE 1 
PORT HUENEME, CA  93043-4336 
Person Requesting Classroom
Use of classroom computers 
1.  The computers in each classroom are on a Training Network (TRANET). To obtain access to the system for the instructor      and/or students, contact IT  Support 10 days in advance at (805) 982-5232.
2.  Save a copy of your request prior to submitting the request via  e-mail or FAX 
 
   
Use of classroom during non-working hours
1.  Building 1444 is open 0700-1700 Monday through Friday for normal working hours.
2.  Room reservations that require access to Building 1444 during non-working hours shall be coordinated with the CSFE Command         Duty Officer 24 hours in advance at (805) 901-7308.
3.  Failure to contact the CSFE Command Duty Officer as prescribed above may result in the cancelation of your room reservation.
 
Classroom Reservation Agreement
1.  The person requesting the classroom is responsible for the room cleanliness at all times during use.
2.  All trash and debris shall be cleaned and placed in the wastebasket or recycling bin daily.
3.  The classroom shall be returned in the same condition as received.  Table and chairs shall be placed in their original locations,      windows shall be secured, and all lights and audio/visual equipment shall be turned off.
4.  Failure to adhere to this classroom reservation agreement may preclude the user from future room reservations. 
 
 FAX:  (805) 982-2918
Date (s) of classroom reservation:
The information herein is requested voluntarily and is For Official Use Only (FOUO) which must be protected under the Privacy Act of 1974, as amended. Unauthorized disclosure or misuse of this PERSONAL INFORMATION may result in criminal and/or civil penalties. Failure to provide information may result in requestor not being able to reserve a room.  See the next page for further information. 
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CLASSROOM RESERVATION SLIP for BUILDING 1444
3502 GOODSPEED STREET SUITE 1 
PORT HUENEME, CA  93043-4336 
CSFE/CECOS ROOM RESERVATION
Privacy Act Statement
 
1.  Authority for Collection of Information.
 
10 U.S.C. § 5013; 10 U.S.C. § 5041; 5 U.S.C. § 301; and Executive Order 9397.
 
2.  Principle Purpose for Which Information is Intended to be Used.
  
This form provides you with advice required by the Privacy Act of 1974 (as amended). The personal information gathered will be used to facilitate room requests for classroom space at CSFE Building 1444, 3502 Goodspeed Street, Suite 1, Port Hueneme, CA 93043.  The information is not stored in a system of records retrievable by personal information.
 
3.  Routine Uses.
 
Information may be disclosed for any of the Blanket Routine Uses published by DoD at http://www.defenselink.mil/privacy/notices/blanket-uses.html. Contact your local Privacy Act Officer for further details.
 
4.  Mandatory and Voluntary Disclosure and the Effect on Individual Providing Information.
 
In the case of military personnel and in the case of civilian personnel including contractors, the requested information is voluntary. However, failure to provide the requested information may result in you not being able to reserve classroom space or other benefits of similar administrative purposes consistent with the purposes described above.
 
Department of the Navy (DON) Education and Training Records (November 22, 2005, 70 FR 70594) Privacy Act System Notices are available at http://www.defenselink.mil/privacy/notices/dla/ and apply to this data collection.
 
 FAX:  (805) 982-2918
CSFE ADMIN USE ONLY
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