UNITED STATES TRANSPORTATION COMMAND USTRANSCOM INSTRUCTION 33-38

Scott Air Force Base IL 62225-5357 9 April 2002
* Incorporates Administrative Change, § Apr 02

*Communications and Information

SCHEDULING AND USE OF THE SEAY AUDITORIUM

This instruction establishes policy and procedures for the scheduling and use of the Seay
Auditorium, Building 1900. It is applicable to anyone scheduling the Seay Auditorium. The use of
the name or mark of any specific manufacturer, commercial product, commodity, or service in this
publication does not imply endorsement by the Department of Defense (DoD) or the United States
Transportation Command (USTRANSCOM).

SUMMARY OF REVISIONS

Overall generally updates the text. Deletes established time frames for scheduling the auditorium;
requires a written follow-up request to Protocol via electronic mail after the initial booking; deletes
automatic booking of the Seay on designated dates for promotion, awards, and retirement
ceremonies; updates the list of conference facilities on base (Attachment 1}; and changes references
from TCVP to TCCC-P and TCJ6-OMYV to TCJ6-OCV throughout the text. Note: Since this
publication has been revised extensively, asterisks will not be used to identify revised material.

1. General. The auditorium is reserved for large groups that cannot be accommodated by other on-
base facilities. To assist in determining which on-base facility is most appropriate for an event,
Attachment 1 provides a list of all base conference facilities and scheduling information. The
Protocol Office (TCCC-P) schedules use of the Seay Auditorium.

2. Authorized Users:

2.1. Use of the Seay Auditorium is limited to official Government agencies, Government sponsots,
or recognized Government-affiliated organizations. The facility should be used by groups meeting
two basic prerequisites.

2.1.1. The size of the group exceeds the capacity of other smaller conference facilities on base.

2.1.2. The level of the conferees is sufficient to warrant use of this facility over other on-base
facilities.
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2.2. The Executive Officer to the Deputy Commander in Chief (TCDC-E) is final approval
authority for use of the auditorium.

3. Priorities:

3.1. The highest priorities for scheduling the use of the auditorium are Commander in Chief
(CINC), Deputy Commander in Chief (DCINC), USTRANSCOM-directed or hosted events,
and the Unified Commands' Time-Phased Force and Deployment Data (TPFDD) Refinement
Conferences. Other events requiring the auditorium will be scheduled on a first-come, first-
served basis.

3.2. When scheduling conflicts occur within a priority, consideration will be given to the
number of people attending an event, the level of attendees, and classification level. TCCC-P
will make every attempt to assist requesters in finding alternative sites, when required.
TCDC-E will resolve any scheduling conflicts.

4. Scheduling Reguirements. Major conferences should be limited to 3-days' duration and

ceremonies limited to 1 hour and 30 minutes, including setup, event, and cleanup. These
limits do not apply to the Unified CINCs' TPFDD Refinement Conferences.

5. Scheduling Procedure:
5.1. Requester/User:

5.1.1. Contact TCCC-P at extension 6-2869 to verbally request reservation of the Seay
Auditorium.

5.1.2. Initially provide TCCC-P with the title of the briefing/conference, date(s), time(s},
principal attendees, anticipated attendance, classification level, point of contact, and telephone
number. After verbal coordination, provide TCCC-P the above information via E-mail.

5.2. TCCC-P. Record initial reservation request for Seay Auditorium in schedule log.

6. Responsibilities:

6.1. Andiovisual Team (TCJ6-OCYV).

6.1.1, Permanent arrangement of the Seay Auditorium.

6.1.2. Schedule necessary maintenance of the facility and installed equipment.



6.1.3. Prior to each event, brief users on proper operation of available audiovisual equipment
and on the facility.

6.1.4. Secure the auditorium after each event.

6.2. Requester/User:

6.2.1. Coordinate audiovisua) requirements with TCJ6-OCV at extension 6-8033.

6.2.2. Ensure compliance with USTRANSCOM Instruction 37-9, Distinguished Visitors.
6.2.3. Provide any equipment not instalied in the facility but required for attendee use.

6.2.4. Provide an agenda to TCJ6-OCV no later than one day prior to the start of a
conference.

6.2.5. Coordinate requirements for telephone service and telephone instruments with Secure
Network Management (TCI6-OMC) at extension 6-5437.

6.2.6. Provide administrative supplies te support the conference.

6.2.7. Provide all refreshments, as required, to support the conference. This includes cups,
napkins, and utensils.

6.2.8. Adhere to security responsibilities for classified conferences. If requesting classified
conference room support for CONFIDENTIAL or SECRET presentations, contact TCIGOCY
at extension 6-8033 and the Mobility Protection Branch (TCJ3-OSM) at extension 6-4103.
TOP SECRET presentations must be coordinated with TCJ6-OCV, TCJ3-OSM, and
Information Systems Security (TCJ6-08) at extension 6-4925.

6.2.9. Provide TCCC-P and the Command Section with an agenda and a list of attendees
(including name, rank, organization, and base) whenever a USTRANSCOM general officer or
equivalent is involved in the conference in accordance with USTRANSCOMI 37-9.

6.2.10. Requester/user is required to augment TCI6-OCV with one person familiar with
projection equipment to assist in all presentations.

6.2.11. Requester/user must comply with the following rules:

6.2.11.1. Schedule sufficient time for setp and performance of all setup duties.



6.2.11.2. Schedule sufficient time for cleanup, and conduct a thorough cleaning of the
auditorium and break areas, to include pickup and removal of all trash, and vacuuming the
floor.

6.2.11.3. Provide and staff a message center for conferees so USTRANSCOM offices are not
disrupted.

6.2.11.4. Ensure eating and drinking are restricted to the foyer and break rooms.
6.2.11.5. Ensure no alcoholic beverages are consumed at any function.

6.2.11.6. Ensure briefing materials are compatible with the available projection equipment
listed in paragraph 8.

6.2.11.7. Provide sufficient augmentees to assist in fulfilling the user's responsibilities during
conferences. Suggest at least one person for every 25 attendees.

7. Location and Description. The Seay Auditorium is located in Building 1900 on the
second floor. The facility includes a 250-seat auditorium, foyer, cloak room, and restrooms
nearby. A diagram of the auditorium is at Attachment 2. Classified storage, reproduction
machine, and fax machine are not available in the auditorium.

8. Audiovisual Capabilities and Equipment. The Seay Auditorium has both rear view and
normal projection capabilities. It can accommodate single or dual screen viewgraphs and 35
mm slides, single or dual video projection of electronic imaging (computer generated
graphics/images), single video projection of compact disks and one-half inch VHS, and single
or dual screen sound-on-slide projection. Equipment available for auditorium use includes two
35 mm slide projectors, two viewgraph projectors, one one-half inch VHS player, one compact
disk player, one complete surround sound system, two video projectors and one PRO
TRAVELER unit for single/dual 35 mm sound-on-slide presentations. The 35 mm slide
projectors can be run by remote controls operated by the speaker/briefer or on command by an
assistant. VHS projector control is operated by TCJ6-OCV and/or an assistant. The lighting
of the Seay Auditorium may be controlled by the speaker/briefer from the vicinity of the
lectern. MICROSOFT POWERPOINT sofiware is the only supported graphic imaging
process.

MARK D, STILL
Lt Col, USAF
Chief, Command Protocol



2 Attachments
1. Local Conference Facilities
2. Seay Auditorium Diagram
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Attachmeni 2

AUDITORIUM BRIEFING & DISPLAY HANDBOOK
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