Welcome to the Energy Training Complex (ETC)

 National Nuclear Security Administration

PHONE: (505) 845-5402
FAX: (505) 845-5262

HOURS OF OPERATION: Monday - Friday: 7:15 AM to 5:00 PM.   Prior approval must be received for ETC activities that go beyond 5:00 PM


· MESSAGES:  The reception office is able to receive phone and fax messages for you (numbers listed at top of page). ALL 

MESSAGES FOR ATTENDEES ARE POSTED on the message board in the main hallway. 

· ETC SUPPORT SERVICES: PLEASE NOTE THAT TELEPHONES, COPIER AND FAX MACHINE SHOULD BE USED FOR OFFICIAL BUSINESS ONLY.
· COMPUTERS are located in the ETC Customer Service Center, located at the south end of the main hallway, across from the Zuni room, for your use. The following software is loaded: MS Office 2000 (Word, PowerPoint, Excel and Access).  A LaserJet III Printer is also available for your use. 
· COPIERS: Copiers are located in the front foyer of the ETC and in the ETC Customer Service Center.

· FAX MACHINE: There is a fax machine located in the front foyer.  The phone number is 505-845-4541.

· FED EX: Fed Ex forms are available in the front office for your use.
· TELEPHONES:  There are telephones located in the main building throughout the hallways and the reception office in the foyer.  For an outside line, dial “7”.  All non-NNSA/DOE long distance calls must be charged to a credit card.  NNSA/DOE Contractor employees may place long distance calls for official business only.
· BADGING: NNSA/DOE employees and contractors should wear their badges at all times.  A list of attendees should be submitted to the ETC by the meeting/training coordinator one week prior to the scheduled event for individuals who do not have badges so that access to the facility may be permitted.  
· SECURITY:  

· The ETC will not be held responsible for equipment that is not owned or provided by the ETC.  

· Meeting/training coordinators: Please ensure that your equipment is secure or locked up while you are away from your training/conference room.

· EMERGENCIES: 

· If you should require medical attention, please contact the front office immediately. 

· Emergency Exits: 1) front entrance and 2) the north and south side entrances to this building.
· Reporting Emergencies: Dial 911 from any ETC telephone located in the complex and report the emergency. 
· Emergency Pull Stations: In the event of a fire, pull the alarm that is closest to you.  Alarms are located throughout the building.
· Evacuation/Assembly Points: In the event of an emergency, please follow the evacuation or sheltering instructions posted throughout the building and the specific instructions given by the Building Emergency Team Members.  Please be cooperative and follow all instructions given by these individuals. They will direct you to the evacuation staging area located on the south side of the building next to the playground.
· SAFETY:

· Please do not adjust the “seat angle” lever on the executive chairs.  The lever will tilt the seat of the chair forward and is actually meant for seat adjustments at a computer.
· Smoking is only permitted in designated areas.  The smoking designated areas are located at the north side of building 1900, the courtyard area of building 1900, and the west side area of building 1902.  Please do not smoke in the front entrance of the ETC.

( ETC STAFF: The ETC Staff are located in the front office and the reception desk in the foyer.  If you need any assistance or have any questions, please do not hesitate to contact one of the staff members.

( INTERNET ACCESS (non-classroom use): For NNSA/DOE Albuquerque personnel, the Internet is accessible with your assigned logon and password at the customer service center.   For all other customers, a guest password will be provided.  Our computers do not support memory sticks and CD burning functions.  

(  CATERING/FOOD SERVICES: All catering at the ETC must be ordered from the Bistro at the ETC.  Phone number 505-710-4421 / Fax number 505-845-6666.  
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