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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5910.1F
Subj:
PROCEDURES FOR RESERVATION AND USE OF THE INTEGRATED SUPPORT COMMAND PORTSMOUTH CLASSROOM
1. PURPOSE.  To establish procedures and requirements for reserving the classroom in the Command/Medical Building at the Integrated Support Command Portsmouth (ISC).

2. ACTION.  ISC Division Officers and Commanding Officers of tenant commands shall ensure their personnel are made aware of, and comply with, the contents of this instruction.

3. DIRECTIVES AFFECTED.  INTSUPRTCOM PORTSVA INST 5910.1E is hereby cancelled.

4. DISCUSSION.  The classroom, located in the Command side of the Command/Medical Building, is suitable for use by approximately 10 to 20 people.  All Coast Guard units in the area may use the classroom.  The user of the classroom is responsible for restoring the classroom to its original state of cleanliness and order.  Limited audiovisual equipment is available upon request.

5. PROCEDURE.  Requests for use of this classroom may be made in writing, via E-Mail to cindy.l.smith@uscg.mil, or by calling the Management Program Analyst at 686-4072 prior to the requested date of use.  The following information should be provided:

a. Date, time, and duration of classroom use.

b. Anticipated number of personnel attending.

c. Name and phone number of the person that is the point of contact.

d. Other information, i.e., the need for audiovisual equipment, and any distinguished visitors expected.

6. POLLUTION PREVENTION (P2) CONSIDERATIONS.  None.

7. FORMS/REPORTS.  None.

//S//

T. R. CAHILL
Dist:  List I, II, III, & IV
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