WOOD THEATER/ESSAYON THEATER

RESERVATIONS INSTRUCTIONS
*PLEASE READ THE INSTRUCTIONS BELOW SO THAT YOU WILL KNOW OUR EXPECTATIONS.

1.  Due to the signed Statement of Understanding (SOU) requirement, no reservations will be made via telephone.  You may however, call 703-805-5239 with inquiries.

2.  Theaters can only be reserved during the hours of 0800-1700 Mon – Fri. 

3.  Due to limited training facilities on the installation, the theaters are highly utilized.  Cancellations must be made one week in advance to allow others to use them.

4.  There is no cost to use the theaters, however, all rules must be followed.  Reservations are approved on a first come first serve basis.  

5.  When a reservation request form is completed you may hand it in person, fax to 703-805-3775, or email your request to dptmsbelvoirtraining@conus.army.mil . 

* NOTE:   ALL blanks MUST BE COMPLETED on SOU form.  Failure to complete a blank will result in negative processing of your request.  Failure to comply with the rules in this SOU will result in jeopardizing the future eligibility for your agency to use the theaters.  

General Information:  The Wood Theater is located at 2019 Abbot Road Fort Belvoir, VA.  There are parking areas on both sides of theater and extra parking across the street at Graves gym.  Wood Theater is co-used with AAFES movies.  Essayon Theater is located on the end of building 219 at the corner of 19th street and Harding Place.  Parking is available a block away on the other side of Michie Place between 19th and 20th street.  There is no sign indicating it is the Essayon Theater.  Front door is facing Michie Place.  Side entrance is an easier access (on 19th St.)  

STATEMENT OF UNDERSTANDING (SOU) FOR
USE OF THEATERS ON FORT BELVOIR
(Please Print)

By requesting use of a theater on Fort Belvoir, I __________________________

agree to provide the following information and be responsible for the expressed requirements:

Name of Organization__________________________________________________

Date (s) requested ____________________________________________________

Time (from-to)__________________________________________________________

Person Responsible for Classroom(s)_____________________________________

Purpose of Training___________________________________________________

___________________________________________________________________

Number of people attending____________________________________________

Special requirements/situation__________________________________________

__________________________________________________________________

I AGREE TO THE FOLLOWING CONDITIONS:

1.  I understand that theaters can only be reserved during normal hours of operation from 0800-1700, Monday-Friday except on holidays.  All classes must end by 1700 to include clean up.

2.  I or my POC will sign for a key with a DPTMS staff member located at building 269 in the basement and return the key immediately after event.  

3.  I may not touch any equipment belonging to AAFES in Wood Theater which includes; cash register, podium that contains cash register, snack bar area, or ropes that divide snack bar area.  I understand that a table may be placed in the snack bar area, but must be removed prior to departure.  

4.  I understand that I am responsible for the actions of personnel attending any event that I am requesting and I will ensure proper conduct of personnel.    
5.  I will report cancellations, changes in the number of persons attending or any other situations by calling 703-805-5239 or by emailing dptmsbelvoirtraining@conus.army.mil one week prior to the beginning of my class/event. 
5.  DPTMS is not responsible for set-up, break down or clean up.
6.  No decorations will be suspended from the ceiling or put on the walls.  Only table or freestanding decorations will be permitted.  All decorations must be flame retardant. 
7.  Audio-Visual aids cannot be supported by DPTMS.  Request for such support can be made by contacting 805-2431.
8.  I will inform all participants and instructor about the following information:

     a. The assigned theater, time and the location of class/event.
     b. Limited parking is available (See note on reservation sheet).

     c. No smoking outside the main entrance to the building, nor inside the building.

     d. We must clean and remove all items at the end of the day by placing them in

        the dumpster located behind the parking lot prior to leaving the building.

e. We are responsible for cleaning up all spills, mud, boot tracks, etc. on the floor.

f. No children are allowed in training classes.
     g. Bathrooms must be neat prior to departure.
     h. All trash must be removed from seating areas, snack bar area and bathrooms.  
     i. All lights must be turned off.

     k. Curtains must be closed.

     l. Ensure that no trash cans are blocking exit doors.

9.  I am aware that all of the above must be followed; otherwise my agency privilege to use a theater in the future may be revoked.
10.  Assigned Theater_____________ Staff Signature________________________

11.  I have read and understand the SOU for using Theaters at Fort Belvoir and agree to comply with this Statement of Understanding.  

________________________   _____________________   _____________________

Signature


     Date


  Work Telephone number

