
DEPARTMENT OF TRANSPORTATIONORDER FEDERAL AVIATION ADMINISTRATION 
WA 1780. 1t 

4 ' 7 !) 

SUBJ: FAA c;ENERAl. PURPOSE CONFERENCE ROOM RESERVATION PROCEDURES 

1. 	 PURPOSE. This order implements within FAA the Department of 
Transportation Order OOT 1730. SA, Department of Trlmsportation 
Headquarters Building Conference Rooms, a copy of which is attached 
as Appendix 1. 

2. 	 .!ll§.!RIBUTION. This order is distributed to branch level and above 
in FAA Headquarters. 

:·~?--til~·{~<--/~
I R. F. FRAKESf.cL' 	Director, Logistics Service 

f Dtltribution: 	 Initiated By:
W-3 	 ALG-235 



I 
Department of Transportation " "A I ORDERI 7!oltl. 

Appendix 1 
i ~ :.·J I 7 ':1Office of the Secretary 

DOT 	 1730.5A
Washin&ton, D.C. 

5- 7-75 

~BIUT: DEPARTME~T OF TRANSPORTATION ~EADQUARTERS BUILDING CONFERENC[ ROOMS 

1. 	 PURPOSE. This order describes the general purpose and secure conference 
room faci 1 i ties of the Department of Transportation (DOT) Headquarters
Buildings and sets forth the procedures for their assignment and use. 

2. 	 CANCELLATION. DOT 1730.5, DEPARTMENT OF TRAHSPORTATION HEADQUARTERS 
BUILDINGS CONFERENCE ROOMS of 12-12-72. 

3. 	 SCOPE. Subject to the exclusions noted in paragraph 5 below, thi s order 
applies to the Office of the Secretary (OST) and the operating administra­
tions. 

4. 	 RE FEREtlCE. 

a. 	 DOT 1730.2, Use of Public Areas and Special Facilities, DOT Headquar­
ters Building and FOB-lOA, of 8-23-71 . This order establishes the 
requirement and the procedure for requesting authorization for non­
routine use of the public areas and special facilities in the DOT 
Headquarters Buildings. 

b. 	 DOT 1910.5, Standard Operating Procedures for DOT Situation Center 
of 7-11-73 (under revision). This order establishes the basic standard 
operating proc~dures for the Departmental Situation Center in the DOT 
Headquarters Building. 

5. 	 ~XCLUSIONS. The provisions of this order as they relate to scheduling 
and use are not applicable to the u. s. Coast Guard Flag Plot, or private 
conference rooms assigned to the Secretary, Deputy Secretary, Deputy Under 
Secretary, Assistant Secretaries, General Counsel and Administrators. 

6. 	 RESPONSIBILITY. 

a. 	 OST Director of Administrative Operations. The OST Director of 
Administrative Operations (Support Services Division, Facilities 
Management Branch, TAD-443) is responsible for the control, scheduling,
and furnishing of all general purpose and secure conference rooms in 
the DOT Headquarters, except as indicated in paragraphs 6b and 6c 
herein. 
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b. 

c. 	 United States Co~st Guard ~VS.C@). The USCG is responsible for the 
management, scheduling, an secU'ri ty_of -the Coa·s t -"ua~d Flag Plot 
fac11ity (Secure Conference Ro<>m) in the Ooi' Readqua-rten Building. 

d. 	 Officials Reguestiog l)~e of ,Fa.Gfh~jes_ -. ·Req·u-ests for .scheduling and 
use of genera 1 purpose and secure ·"Gonl'e-rehce -fOt)_ffiS:-lfi!Y be -made ·only 
for DOT officials at or above the of'g~·rrhationill_tiiel of :Br~rith 
Chief, or equivalent. Req·uestin:g o·Utci-als a:r:e- rf!!pl66sible :fbr com­
plying with all procedures for and .,_e~tr-1 -ctlorrs upetru~e as set fort., 
i n th i s order . ­

e. 	 OST Di ~ector of InvesAtj _g~tioQS ~n-ct___~~·A~tt~*-' Th__e__ O~T Dirtc~or of 
Invest1gations and Secur-,ty shall ass·c.n~e t :at ne:c-es-sary soe·turity 
safeguards are mai nta.ined 'for -all con'f'&'f&rrcP,' 'Y'Mms ' ttl Hilra:d~Ua:r'ters 
Buildings and f6r controlling access tO :the buThHn'g·s--durthg ·se(;-lJrity 
hours. The OST Director Of Investig-at-ions ana ·se-cu·ri1y wH1 dtvtlop 
with the USCG a mutually acceptable security poHGy -fbr the Secure 
Conference Room. 

7. 	 LOCATION AND DESCRIPTION _OF GENE~AL PURP_b_sE AND ~g'bu_~~p -_--C~Q~'~E'R'E~PI R0Qfo1S. 

a. 	 DOT. Headg_uatt~J"s" BuJ:l,djl}g. Gene-r~1 - p_u~~o~f! -q._: ~~1!:~~·-_'-ro~i!is are 
1ocated a-t several corfiers on the ·.s-econd _tnrou ~t1'.ifth.' f':16o'rs. The 
sma 11 est con.f'frrence room .wi 11 actbfflll688ti!- 'aliif~)d:IM;ti'fff(Y l6~::t>eopH~ and 

~:1 1~~~~ :JYf'~t~~~f::.:;;;,j~~~~1;~® tO<jjn 

b. 	 FOB-lOA. There are 15' gene

confere-nce rooms- =1ocatetl -- i n 

rooms are -lo'c~tird ~on' e~·G'h -6 
.E!tde~~~=~~,.~Dlpt.'~~~ti~lfi~~~e~;,y;_ ·
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~ 8. SPEClAL RQOMS. 

a. 

b. 	 DOT Sitvation_Root\i, This h a - 1"&6ntwh~dl H!dOff!n:il"ates sr;ace for 
display o"f 8&ta an-d hacs extens:fyt 'tel~~h:~~'e -Q'~iJYii,cation hcilities. 
It is a centrali-Zed facilit'.Y, _ ~;ith J~~~t}'s1;pn o~~~pilit,v, for conducting 
situation briefings or fot -_ oec1Sto'n·o ;I)1~Wi;~l.ii'" :~c:ti.VH-1'e-s f-or emergency 
conditions such a·s work s- tQ.~p~g~~ ;_IJl~jl!tr :nJt~_ra1 di.Usters, e-ri siS 
managemen·t si :toa:t1ons, and fo~f: , Qf,lns.,.·re-mer~gel'i~fes .. --when no-t required 
for such purpo'Sl!s, -it ma,(be s ·Gfiida~-e-a fof' ·Mi~i'fngs <Yf senior officials . 
Meetings ; nvo1Vi-ng _c1a.ssi fie:d ~a'.t(IFial shbu.1d be: conducted in the 
Secure G6trferehce Room. ·_ - ­

9. 	 PROCEDIJR£'$. 

a. 	 ,_....,....... ,..1 purpos-e, secure, 
 
than 30 

ca lendat -days 1n­ 4fcili~~i',:h•.id• ·.:; -on , Requests 
for re.serv"cftitfns '~hade by ca 11 i ng 
the os-t i=acn itf 
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{b) 	 FOB-lOA. Conference rooms 5A, 8, C; 6A, B, C; and 7A, 8,
•nd ~- . 

(c) 	 Trtn! _ ~otnt. Not more thin tw~ o·t th_e _f1 f,tt•n~person 
conft-rerrce rooms and not 11\Qrt tban one of the thir-ty .. person
conferenGt rooms. 

(2) Usa of conference rooms wi 11 be _a,proved -Wf't.-n the purpose h 
detennintd to be in the DeparWnt-•s _-inte~s t a:na the pu~pose is 
in at l~~tast one of tht fd'l16wi'~g - -Gja--:t't,Oorie's_.: 

(a) 	 Offici a 1 Departmenta 1 bus:i nts'S, 

(b) 	 Federal or related ac:ti9tt{ts in ~hlc~-jt.1e Depart""n~ has 
an inter-es·t. is a srX!In_tor, _or has s-anc-t1oYre:~ _:·themteting. 

(c) 	 Traintng, such as eve'rting ~:iveiS ,ity Gla$$·es -or ~se~ve 
offker tra+ning. U~-e of- fa·c:M"ttits ·fat t~'tlrfint is 
sUbject to a'pprova 1 by th:e Osl . SU:pf!hrrt S'ervi ces ()lvi si on 
(TA0· 44). 

{d) 	 Etnpl oyel o_r,g~jl)i ~~{~ti'()n' fne'ttt~~~ __. ... :~~jf~£-~~>atp~v·fl by_the 
l!t)or ~tl"ltfons__ ,_ofthed~\f tfti,J~0!f:' :.•1· ~~ -- ;.,.1:d. The 
~~o~r . 'MIJi!~~t:~ Rel~~ltlffll:·,s=~~~t{r~ r~~ · ~"--' "·-~··"·,:~J~-~ 
req:uesls- f lit OST-or wl\'tni~·tw.cr···o:r. ·MOYfe·:Qm'i_?it~.-.nt-s :i~involved. - .. .: - -:-;-- ._,-. - o-~-- ­
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d. ~nctlh~1on~_ . Tht requts t1ng off1 c111 1s res~ns.;ble for notf fyfn9 
' OST ad 11 t 1 es Managtflliht Brtnch of . r()Oit) rfs,ervati on cancel hti ons 

as soon as possible afttr dtttrmlnlng:·ttta.t the .rQom w111 not be used. 

tt. Cleanliness. Requesting o.ff'fc1-ah wilLensu~e -that a·ll charts, 
papers. ana other such material li"tt removed at'te.r use . 

f. Securifl'. To prevent unauthor1_z.:d use arrd s~!•:gua:rd pr-operty, all 
genel"a purpose and secure conftronce rooms will be locked when not
in use. 

10. RESTRICTIONS. 

a. 	 No beverages or food may be served in thecon'ference rooms without 
prior approva 1 of the OST Facilf tles Manage/Mnt :B·ranch. 

b. 	 In consideration of th·e Surge-o'n ':~tte·ral's _ ffn·d{ng's· , as . we-11 as the 
discomfort caused -nonslftoke~r'S, _:srnal(tng"~s·h·o.o .1d Be- re-\fra:i ·fi·ea f-l"Om in 
genera 1 purpose confefence rooms, · A§.h•t r,~~s 'nl :Ve ~ lif~e-n'_ ~:ved from 
all conference rooms fn accordance wHH GSA<8Ut.t£fl'N J':PMR .D• l02. 

FOR 	 THE SECRETARY Of TRANSPORTATION: 
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