Eisenhower Center Reservation
Rooms 166 and 169

Please complete the information below for use of the Eisenhower Center Room 166 and email it to Isabel Herrera Schultes at maria.i.herrera13.nfg@mail.mil.

Requestor      





Date/Time of Request      
Requestor Phone       

Requestor E-Mail      

Name of Event/Activity      

Event Start Date/Time      


Event End Date/Time      



Will you be making a request to use:
  FORMCHECKBOX 
  Room 166 only
 FORMCHECKBOX 
  Room 169 only
 FORMCHECKBOX 
  Both rooms

Do you require access before 8 am or after 5pm?  FORMDROPDOWN 

Will Eisenhower Center staff assistance be required?  FORMDROPDOWN 

Do you have access to the key box?  FORMDROPDOWN 

IMPORTANT: If you do not already have a code to the key box, please contact Michael Madden at Michael.e.madden6.civ@mail.mil or 785-274-1441; he can get you a code to access the keys in the box. It is your responsibility to make sure you have access to the keys ahead of time.

Check all of our equipment that you plan to use:
 FORMCHECKBOX 
  Video Projector
 FORMCHECKBOX 
  Laptops 
 FORMCHECKBOX 
  Plasma Display
 FORMCHECKBOX 
  Audio Conference Phone
Internet:
  FORMCHECKBOX 
  Wifi or 
 FORMCHECKBOX 
  HardConnect
How many computers will be connected?      

Will you bring/provide food for participants?      
It is your responsibility to let the guards at the gate know to expect a caterer ahead of time so the meals are not delayed. Drivers will not be allowed in the complex if they do not have a valid driver’s license.  

It is your responsibility to send a list of participants to the guards at the gate if you are expecting civilian participants that might not already have access to the complex. Recurring reservations will not be made for longer than 6 months.
Additional comments/requests      

You will receive an email confirmation for your reservation if the room(s) are available on the date(s) requested. We try to process these requests within two working days, please do not assume that you have the room unless you receive an email confirmation from Isabel Herrera Schultes (maria.i.herrera13.nfg@mail.mil); Erin McGinnis (erin.m.mcginnis2.nfg@mail.mil) or Greg Myer (greg.s.myer.nfg@mail.mil). 
(Training staff will open the wall for you if needed.)
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