NIH Training Center 	Room Rental Information 
Welcome!  Thank you for selecting the NIH Training Center to provide your room rental needs!
instructions, reservation form & Classroom information
rental rates

	Room
	Type
	Max Capacity
	Phone Capability
	Full Day Rate
	Half Day 
Rate

	EPS 2
	Computer
WinXP/Office 2007
	20 + facilitator
	Internal NIH only; 
no Polycom
	
885.00
	
585.00

	EPS 4
	Computer
WinXP/Office 2007
	18 + facilitator
	Internal NIH only; 
no Polycom
	
885.00
	
585.00

	EPS 6
	Computer
WinXP/Office 2007
	16 + facilitator
	Internal & External NIH; 
equipped with Polycom
	
885.00
	
585.00

	*EPS 8
	Computer/Traditional
WinXP/Office 2007
	22 + facilitator
	Internal & External NIH; 
equipped with Polycom
	
885.00  or
450.00*

	
585.00 or
315.00*

	EPS 9
	Traditional
Instructor Laptop: 
WinXP/Office 2007
	26 + facilitator
	Internal NIH only; 
no Polycom
	450.00

	315.00

	EPN A&B
	Traditional
Instructor Laptop: 
WinXP/Office 2007
	26 + facilitator
	Internal & External NIH; 
no Polycom
	450.00

	315.00


[bookmark: _GoBack]


room rental instructions
1. Initiate a room rental request by submitting a Room Rental Request Form (p.2) via email to training1@od.nih.gov. or contact the NIHTC @ (301) 496-6211.  (Please call the NIHTC if you do not receive a response to your email request within 3 business days.)
2. Room availability will be confirmed and payment completed (via NIHITS) in coordination with an NIHTC staff member to guide you through the process.
3. Complete the attached Equipment Needs Form (p.3).  Please return this form to the NIH Training Center (NIHTC) via email within 3 business days of your order being completed in NIHITS.  Note: If you require specialized software, equipment and/or pre-loaded files, you must contact the NIHTC at least 2 weeks in advance of the event date.
Technical Information
· Classrooms are equipped with a facilitator laptop with mouse (keyboard available upon request), an LCD projector, and flipcharts.  Rental fee includes all listed equipment.  Please note that only computer classrooms are equipped with participant computer workstations.
· All computer workstations are running Windows XP Professional with MS Office 2007.
NIH Training Center Policies
· Cancellation: Room reservations can be cancelled up to 2 weeks prior to rental date without penalty.  Any cancellations received after this 2-week cancellation deadline will incur all charges.
· Parking: Parking validation is available for room rental patrons.  Please be sure to indicate the amount needed for your group. Pricing is $7 per person for full day rentals. Discuss your parking needs with your NIHTC staff representative, as these will be charged separately. 
· Special Accommodations: ICs are responsible for arranging transportation and accommodations, arranging for interpreters, assuming all costs, and notifying the NIH Training Center at least two weeks before the scheduled event.
· Room Usage: Please return tables and chairs to the original room configuration per diagram posted beside white board. 

NIH Training Center	Room rental Request form
I. 	Requestor Information
[bookmark: Text1]Today’s Date:	     
[bookmark: Text2][bookmark: Text3]Requestor:	     		Email:	     
[bookmark: Text4][bookmark: Text5]Phone:	     	Address & MSC:	     
[bookmark: Text6][bookmark: Text7]IC:	     	Group/Div:	     
II.	Event information
[bookmark: Text8]Event Name:	     
[bookmark: Text9]Door Sign (if different from event name):	     
[bookmark: Text10][bookmark: Text11][bookmark: Text36]Date(s):	     	Start & End Time:	      -      
III.	Facilitator information
[bookmark: Text13][bookmark: Text14]Name of Facilitator:	     	Company (if applicable):	     
[bookmark: Text15][bookmark: Text16]Contact Email:	     	Contact Phone:	     
IV. 	Technical & Participant Needs
How many people will participate?                                                                                      
[bookmark: Check1][bookmark: Check2]Microsoft Office Suite (if applicable)	|_| 	2003	|_|	2007
[bookmark: Check3][bookmark: Check4]Do participants need computer workstations?	|_|	Yes	|_|	No
[bookmark: Check5][bookmark: Check6]Do you have any special equipment or software installation requirements*?	|_|	Yes*	|_|	No
	*Complete attached Equipment Needs Form.
[bookmark: Check7][bookmark: Check8]Do you have any participants with disabilities?	|_|	Yes*	|_|	No
[bookmark: Text35]	* Explanation: 	      
Do you need parking validations?                                           	|_|   Yes*           	|_|	No
*How many?      
  ** If so, it will be $7 per person for full day rentals. Costs will be handled separately for parking.
V. 	Intra-Agency Information
[bookmark: Text49][bookmark: Text17]Total Fee:	     	Bill to CAN:	     
[bookmark: Text18]Authorizing Official:	     
[bookmark: Text19][bookmark: Text20]Title:	     	Address & MSC:	     
[bookmark: Text21]Funds Authorizer:	     
Title:	     	Address & MSC:	     

Please contact the NIH Training Center @ (301) 496-6211 with any questions or concerns.
VI.	NIHTC OFFICE Use Only 	
[bookmark: Text24]Request Rec’d Date:	     
[bookmark: Dropdown2]Coordinator:		
[bookmark: Dropdown3][bookmark: Text30]Room:		Placeholder added to ED:	     
[bookmark: Text26][bookmark: Text31]Date added to ED:	     	Reg ID:	     
[bookmark: Text27][bookmark: Text32]IAG #:	     		IAG Sent Date:	     
[bookmark: Text28][bookmark: Text33]Rental Rate:	     			Additional Fees:	      
[bookmark: Text34]Special Tech Needs?	|_|	Yes	|_|	N/A	Tech Team Notified On:	     

NIH Training Center	Equipment Needs Form
I. 	Event information
[bookmark: Text38]Event Date(s):	     	Event ID:	0000
[bookmark: Text39]Event Title:	     
[bookmark: Text40][bookmark: Text41]NIHTC Coordinator:	     	Program Manager:	     
II.	Set-Up
|_| Computer Classroom  |_| Lecture-style  	|_|U-Shape                            |_| Circle
III.	Audio/Visual
Standard 
|_|	Phone for Calling Outside NIH	|_|	Polycom (Conferencing Phone)
|_|	Laptop	|_|	Internet Connection
[bookmark: Check11]|_|	LCD Projector	|_|	TV/VCR 	
|_|	Flipcharts (qty 2) & Markers 	|_|	Overhead (Transparency) Projector	
[bookmark: Text43]|_|	Other (i.e., website shortcuts – please provide the entire web address for shortcuts):      
Non-Standard (Additional Fees apply)		
[bookmark: Text44]|_|	Software Installation – Please specify:	     
[bookmark: Text45]|_|	Other Tech Support – Please specify: 	     
[bookmark: Text46]Requestor’s Technical Support POC:	     	
[bookmark: Text47][bookmark: Text48]Phone:	     	Email:	     		
III.	SPECIAL NOTES (PLEASE ACKNOWLEDGE BY CHECKING EACH BOX)
|_|	Please communicate any anticipated technical and non-technical support needs prior to the initial funds approval stage.  
|_|	If you require specialized software, equipment and/or pre-loaded files, you must contact the NIHTC at least 2 weeks in advance of the event date. 
|_|	The NIHTC reserves the right to deny software installation due to potential adverse effects to the computers or the network.  Files and software will be scanned for viruses.
|_|	A fee for non-standard technical support will be charged for each Training Center technical support person needed (max 2) prior to and/or during the scheduled event.  

NIH Training Center · 6120 Executive Blvd., Ste. 350; Rockville, MD 20852 · (301) 496-6211 · training1@od.nih.gov  
