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Distance Learning Classroom Request

Lovejoy USARC-DLS

4815 N. Hubert Avenue

 Tampa, FL 33614

Distance Learning Classroom Manager

Phone: 813-353-3184
Fax: 813-353-3185

DATE of Request:








Person Requesting Classroom:







Organization:









Phone Number:








FAX Number:









E-Mail:








Requested Dates:


Primary:



Hours From:

  To:



Secondary:



Hours From:

  To:


Type of Training:
[  ]
Distance Learning:





(Refer to enclosure for instructions)




[  ]
IMI (Individual Multimedia Instruction):





(Refer to enclosure for instructions)




[  ]
Resident Instruction:





(Refer to enclosure for instructions)

Number of Students:



Number of classrooms needed:



(max 12 per classroom)


(max 2 classrooms)

Equipment Needed:

[  ]  computer workstations (additional information requirements—see DTF Manager)

[  ]  computer workstations with software installation (additional requirements—see DTF Manager)

[  ]  VTT with network connection (additional requirements—see DTF manager)

[  ]  VTT computer for document presentation only (i.e., Power Point slide show, Excel or Word

       documents, hard copy projection—no executable software may be installed on VTT systems)

DISTANCE LEARNING CLASSROOM PROCEDURES

FOR TNET/VTT INSTRUCTION USE

When requesting a Distance Learning Classroom for VTT courses the following must be completed by the proponent agency / requesting organization:

1) What proponent school or post will be transmitting the class?

a) Transmitting Location (classroom or TNET site)

b) Start and Stop times (use local time)

c) POC phone and FAX numbers

d) E-mail if available

2) Who are the sites to be connected?

a) Receiving locations (classroom or TNET site)

b) Points of contact for each site

c) Phone and FAX number for each site

3) What are the start and stop dates and times for the class, using local time?

4) The organizing source for the training is responsible to contact the training sites to confirm they can support the training and contact the N.C.C. at Fort Eustis (757-878-4815) to setup the TNET connections.

5) The N.C.C. will require the following information:

a) Connection sites’ names (post names)

b) Date, start and stop times of training

c) POC for each location to include phone and fax number

6) Coordination for the training has to be started at least six weeks prior to the actual start of the classes.

7) If software is going to be used as in interactive part of the training it has to be tested and assigned a control by Tom White, DLS test director at Ft. Eustis, Virginia (757-878-1517/4188/0433 voice, 757-878-0431 fax, or e-mail tom.white@tadlp.army.mil).  He will require a copy of the software to retain in the test facility library.

8) All of the above information must also be furnished to the Distance Learning Classroom Manager at least six weeks prior to the start of training.  This is necessary to insure availability of the classroom.

9) Questions should be addressed to the classroom manager.

	DTFMgr 
Lovejoy USARC-DLS 
4815 N. Hubert Avenue 
Tampa, FL 33614


	Phone: 813-353-3184 
Fax: 813-353-3185 




