POLICY, GUIDELINES, AND RESERVATION

MOFFETT BUILDING ATRIUM


1.  Process Name:  MOFFETT BUILDING ATRIUM USE AND RESERVATION

                   PROCESS 

2.  Description:  This process describes the authorized and not authorized events, reservation process, guidelines for contractors, approval levels, responsibilities of custodian, Facilities Coordinator, Internal Security Officer, and the requestor.

3.  Purpose:  To provide written guidelines, a reservation system, responsibilities, and an approval process for the use of The Moffett Building, Building 2272, and Atrium. 

4.  Process Participants:


a) Requestor:  Competency, PEO or non-Federal entity who submits request for the use of the Atrium.


b) AIR-00EA2:  Point of contact for approval for routine use and initial scheduling.


c) AIR-00EA:  Approval Authority for non-routine and unusual requests.  Designated as arbitrator for conflicts.


d) AIR-7.0C:  Process advisor and AIR 7.0 representative.


e) AIR-8.3:  Coordinates with requestor, Flag Secretary, and Public Works Center on all logistics support for the event.


f) AIR-7.4:  Coordinates with requestor for the access to Building 2272 during the event.


g) Office of Counsel Attorney: Legal and ethics process advisor.

5.  Guidelines:


a) The use of the Atrium is authorized for the following events:



(1) Retirement Ceremonies



(2) Change of Command Ceremonies



(3) Reenlistment Ceremonies



(4) Admiral’s Calls



(5) Awards Ceremonies



(6) Command authorized activities (i.e., blood drives,

              Combined Federal Campaign Events, Navy Relief 

    Fund Drive, etc.)



(7) Technology Exhibits (see Guidelines, paragraph 5c)


b) Serving Dinner In conjunction With Retirement Ceremony Guidelines:



(1) Authorization to serve dinner in conjunction with retirement ceremony is limited to personnel in NAVAIR Level 1 (or principal deputies) positions.




(a) Only one Protocol person will be assigned to coordinate the event.  Protocol’s scope of work will be limited and will not involve searching for caterer.




(b) Food services/catering must be coordinated through NAS Patuxent River’s Morale Welfare Recreation (MWR) office. In the event MWR decline the function, it will provide referrals to commercial sources for the requestor to contact and negotiate for catering services. 


c) Guidelines for Technology Exhibits:



(1) Open to entities having technology of interest to air systems programs under the cognizance of the Naval Air Systems Command.


(2) Each entity is limited to holding an event only once a year.

(3) Exhibits must showcase the technology of interest

to NAVAIR and serve legitimate military training interest. 



(4) Display must be unobtrusive enough to allow other events/ceremonies to take place.



(5) Non-Federal entity requestors are responsible for the set-up, breakdown, and clean-up of the exhibit area.  This includes paying and providing their own personnel to set chairs, tables, breakdown of display, and clean-up of the area. Hanging of exhibits is not allowed.   



(6) Exhibit must not interfere with the performance of NAVAIR official duties or detract from readiness and mission accomplishment.



(7) Exhibit Plan must be submitted to the Flag Secretary for concurrence.



(8) The exhibit is of good professional quality and serving the military training interest and benefits NAVAIR.



(9) No admission fee can be charged.


c) The following events are not authorized to take place in the main Atrium:



(1) Bake and Hotdog Sales



(2) Personal functions - Personal functions such as birthday party, wedding anniversaries, etc. are not allowed.


d) Requests to hold events that are not specifically listed as events that are authorized or not authorized may be forwarded to Flag Secretary.  Requests to hold events that are not specifically listed are considered non-routine or unusual requests, and authorization to hold such events in the atrium will be reviewed by the Executive Assistant to the Commander using the criteria set by the Joint Ethics Regulations, DoD 5500.7-R, 3-211.

e).  Banners and Signs in the Atrium.  All banners and signs in the atrium must be approved and authorized by the Flag Secretary or the EA.  Banners/signs must be in good taste and in conjunction with command’s mission.  Banners/signs are normally approved for maximum of 3 weeks.
6.  Approval Levels:


a) AIR-00EA2 - Approval authority for routine requests.


b) AIR-00EA - Approval authority for non-routine requests.  Designated also as arbitrator for conflicts.

7.  Reservation Process:


a) NAVAIR Requestors.  Submit request to use the atrium via e-mail to the Flag Secretary (AIR-00EA2) with the following information:



(1) Date and Time



(2) Event and Justification



(3) Sponsor



(4) Attendees (name of VIPs, etc.)



(5) Logistics Requests (chairs, table, etc.)


b) Non-Federal Entity Requestors.  Must use the “Atrium Request Form For Non-Federal Entities” via fax or e-mail. Request forms must be signed by the requestor.


c) AIR-00EA2 takes the following actions:

(1) All Requests.  Review event justification based on

the set guidelines. If use is justified, verify Atrium availability for the requested time and date.  If requested time and date are not available, an alternate date will be determined.  If justification is unusual, the request is forwarded to the Executive Assistant for review and decision.  

(2) Requests from Non-Federal Entities.  The 

Flag Secretary will verify if the technology listed to be displayed is the subject of an open competition that might be compromised by their display by consulting AIR-2.0 and Office of Counsel.

(3) Coordinate with Internal Security (AIR-7.4) for 

any access limitation and with the Facilities Coordinator (AIR-) if logistics support is available for the requested date and time.

(4) Advise requestor to coordinate with AIR-8.3 for

any logistics request and other details, and with AIR-7.4 for guest access to the building.

(5) Enter approved events to “B2272 Atrium Calendar” 

using the Outlook Public Folder.


c) AIR-8.3 takes the following actions upon receipt of approval from AIR-00EA2:



(1) Contact requestor and have him/her complete the 

“Public Works Social Functions and Ceremonies” Checklist Form.  

(2) Upon receipt of completed form, coordinate with

Public Works and provide assistance to requestor on parking requirements, transportation, music, tables, chairs, set-up, and clean-up times, and other requirements.



(3) Update Atrium Signboard.



(4) Coordinate with Public Works for Main Gate signs and marquee.



(5) Coordinate with Flag Secretary and requestor to address any conflict for swift resolution.

8.  AIR-7.4:  Provides access to the Atrium Building for event guests as coordinated with the requestor.

9.  Logistics Support:


a) For NAVAIR requestors: Facilities Coordinator (AIR-8.3) will provide logistics support.


b) For Non-Federal entities requestors:  Coordinate with Facilities Coordinator but must pay for and bring their own set-up and provide their own personnel for set-up and clean-up.  

10.  Reception after/during events:


a) For NAVAIR requestors:  If reception is catered, the caterer must provide personnel, equipment for set-up, and clean-up.  If not catered, the requestor must coordinate with Facilities Coordinator.


b) For non-Federal entity requestors:  If reception is catered, the caterer must provide personnel, equipment for set-up, and clean-up.  If not, the requestor is responsible for the set-up and clean-up. 


c) Use of Alcohol.  Serving any type of alcohol at events

held during working hours is prohibited.  However, upon written request, the Commander has the discretion to authorize the use of alcohol at appropriate major command events/receptions held in the atrium during non-working hours.  Written requests for alcohol use at an event should be submitted to Flag Secretary (AIR-00EA2).

11.  Requestors Responsibilities:


1) Obtain approval to hold event

2) Overall planning of the event


3) Coordinate with Facilities Coordinator and Internal Security for logistics and other support


4) Notify AIR-00EA2, AIR-8.3, and AIR-7.4 when plan changes


5) Complete Public Works Social Functions and Ceremonies Form and return it to Facilities Coordinator

12.  Tools:


a) Personal Computer


b) Electronic mail access


c) Telephone


c) Atrium Request Form For Non-Federal Entities


d) Public Works Social Function and Ceremonies 

   Checklist Form

13.  Standards:


a) DoD 5500.7-R, Section 3-211


b) NASPAXRIVINST 1700.11A

	APPROVED BY:
	//s//

	
	RDML C H JOHNSTON, VICE COMMANDER


Process Custodian:  Flag Secretary			Phone: (301)757-7847


Process Custodian’s Competency: AIR-00


Process Team:  AIR-00, AIR-7.0, and AIR-8.3 
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