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ENERGY TRAINING COMPLEX (ETC)

FACILITY SCHEDULING FORM
Hours of Operation:  7:15 am to 5:00 pm
Telephone Number:  (505) 845-5402
E-Mail Address:         etc@doeal.gov
Website Address:      www.doeal.gov
ETC Location:
           1401 Maxwell St., Kirtland AFB-West, Albuquerque, NM, 87118
ETC SECURITY: 
Due to heightened security and safety precautions that are in place for KAFB, the following process will need to be followed when using the Energy Training Complex (ETC):
We continue to limit the use of the ETC to NNSA/DOE, NNSA/DOE Contractors (includes SNL and LANL laboratories), and DOD (civilian and military) employees until further notice.
Badges and Vehicle Passes:
Individuals entering the KAFB are required to have two forms of identification (one form of identification must be a KAFB affiliated badge), and a Base vehicle decal.  Those without a base vehicle decal will be required to obtain a vehicle permit/pass from either the Wyoming, Gibson, Truman or Maxwell gates.
The following is required to obtain a vehicle permit/pass:
· KAFB: (includes NNSA/DOE badges from remote sites) affiliated badge, drivers license, vehicle registration, and proof of insurance.
· Rental Cars:  KAFB affiliated badge, driver's license and rental car contract.
· Government Vehicles:  Government vehicles are allowed on KAFB without KAFB vehicle decals.  Badge requirement still applies.
· Visitors without a KAFB affiliated badge will be required to get a visitor badge and vehicle permit/pass at the Wyoming, Gibson, Truman or Maxwell gate, and must be sponsored and escorted by a KAFB affiliated/badged employee.  
Please note the following:
· Vehicle permits/passes will be issued for the length of the visit; however visitor badges will need to be obtained on a daily basis.  
· Vehicles will be searched when issued a KAFB vehicle permit/pass at the gate.
· For those people traveling to Albuquerque from other NNSA/DOE sites, who arrive on a weekend (i.e., Saturday or Sunday), the Wyoming, Truman and Maxwell gates will be open (24 hours) so that appropriate permits/passes can be obtained in advance. 
Addresses for mailing packages to the ETC are as follows:
Federal Express Address:




Mailing Address:
National Nuclear Security Administration (NNSA)


National Nuclear Security Administration (NNSA)


ATTN: ________________




ATTN: ________________
Pennsylvania and H Streets




P.O. Box 5400
Albuquerque, NM  87116




Albuquerque, NM  87185
Please call 845-COLD (2653) in the morning before coming to the ETC to ensure that the base is open for non-essential personnel.
Thank you, 
ETC Staff
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Facility Scheduling Form

Today’s date:         Point of Contact:           E-Mail Address:      
Organization Name:       Phone Number:            Fax Number:      
 FORMCHECKBOX 
 NNSA/DOE


 FORMCHECKBOX 
 DOE Contractor
 FORMCHECKBOX 
 SNL


 FORMCHECKBOX 
 Air Force

 FORMCHECKBOX 
 Other Federal Agency

 FORMCHECKBOX 
 State/Local

 FORMCHECKBOX 
 Non-Profit

 FORMCHECKBOX 
Other      
 FORMCHECKBOX 
 Meeting
Title:      
 FORMCHECKBOX 
 Training  
Title:      
Date(s) Room Needed:      
Time:      to      
Number Attending:      
Room Setup:

 FORMCHECKBOX 
 Theatre Style (chairs only) 

 FORMCHECKBOX 
 “U” Shape

   FORMCHECKBOX 
 Classroom


 FORMCHECKBOX 
 Conference

 FORMCHECKBOX 
 Group(s)    of    (Rectangles)
 FORMCHECKBOX 
 Chevron/Herringbone  FORMCHECKBOX 
 Other (Specify)      
Audio Visual Needs:
 FORMCHECKBOX 
 Overhead (Viewgraph)
 FORMCHECKBOX 
 TV/VCR
 FORMCHECKBOX 
 Flip Chart(s) #       needed
 FORMCHECKBOX 
 Speakerphone 

 FORMCHECKBOX 
 Portable Microphone

 FORMCHECKBOX 
 Computer

 FORMCHECKBOX 
 Electronic print board
 FORMCHECKBOX 
 LAN Connection (DOE/NNSA ONLY)


 FORMCHECKBOX 
 Computer Projection System
 FORMCHECKBOX 
  Other:               

 FORMCHECKBOX 
  Computer Lab

Requirements:  (Please fill out this section if you are requesting the Computer Lab; List Specifications, 

Requirements and/or Software that needs to be installed in the Computer Lab: 

     
When form is completed:

E-mail to: “ (G) ETC Scheduling” or etc@doeal.gov or
 Electronic Fax to:  505-284-7183

Room Reservation Cancellations/Changes:

Please notify the ETC immediately of any cancellations or changes in your reservation at (505) 845-5402 or by e-mail (see above addresses).

Catering:

Catering services are provided by “The Bistro.” located on site.  For your catering needs, please call (505) 710-4421.  The Catering Form can be found at www.doeal.gov/EnergyTrainingComplex/ETCServices/SchedulingForm.   Please fax your Catering Form to (505) 845-6666.

 Thank you, ETC Staff






