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To:
DII Service Desk 

From:


Date:


Subject:
Computer Training Room Rental Request
This is to request the use of the DII computer training room at 133 State Street in Montpelier on _______________. The charge for the room is $100 for a full day or $75 for a half day which includes the use of the data projector. I have read the enclosed policy that describes the use of the training room. As a reminder, in the event that the training room, workstations or data projector are damaged or are left in poor condition, my department will be billed for the time necessary to restore the training room or workstations at the rate of $65 per hour with a minimum charge of $75 and billed for any repairs made to the data projector as a result of neglect or misuse. If I choose to cancel, my department may also be charged for the room rental fee if DII is not properly notified 10 working days prior to the scheduled rental date.

Instructions to Reserve Room:

1. To submit a room reservation request and/or check the availability of the room, please submit a calendar request (either in your Outlook Client or OWA), and add the room DII – MTPL 133 Training Rm022 (as an attendee).  (It is available on the VSMS Global Address List).  You should be able to see whether or not the room is booked by the free/busy schedule in the list of attendees.  The reservation request will not be approved until this signed agreement has been received by the DII Service Desk.

2. Please complete the software requirements section below (do not assume the software you need is already installed) and sign below acknowledging receipt of our usage policy and return a copy to us at DII Service Desk, State of Vermont, 133 State Street, 5th Floor, Montpelier, Vermont 05633-6601.  Or you may email us a signed copy of the form to dii.servicedeskinformation@state.vt.us.  The signed usage policy must be received prior to rental and must include your software requirements.  If you have any questions or concerns, you may contact us at 828-6620, Option 1.

PC OPERATING SYSTEM/MS Office Suite on training room computers:
Microsoft Windows 7 Professional, 64 Bit / Office 2013 Standard Edition
PC APPLICATIONS REQUIRED (list ALL software applications & versions needed for your class) (See Appendix of installed software.  If you require anything that is not on the list, it should be listed below.  If additional software is required to be installed, please coordinate with the DII Desktop Solutions staff (a ticket should be submitted) at least two weeks in advance of your training to ensure that the software is installed, and the workstations are ready for your training. 

                                                                                                                                                              

                                                                                                                                                            
I have read the Usage Policy (below) and agree to the terms.

___________________________________



________________

                      Name








   Date

________________________________________




________________________
Department






Contact Phone Number
______________________________________
_____________


_____________________

             Authorizing Signature for Expenditures 
 Dept Billing Code


    Date
COMPUTER TRAINING ROOM USAGE POLICY

DII offers a computer training room at 133 State Street in Montpelier.  This room is available to personnel from all agencies and departments throughout state government.  The training room is not available to those outside of state government unless such use is requested and overseen by an individual from an agency or department within state government.

· Eleven (11) computers, with internet access

· An additional computer for a class instructor

· A data projector

· A printer

· General office supplies such as flipcharts, pens and paper are NOT provided by DII

The computer training room is available at a cost of $100 per day or $75 per half day.  Half days are defined as 7:45 AM to 12:00 PM or 12:45 PM to 4:30 PM.  Special arrangements and charges can be made for usage covering other than half days or full days.  The computer training room is not available outside the normal working hours of state government, 7:45 AM to 4:30 PM.   If the department chooses to cancel and DII is not notified within ten (10) working days prior to the rental date, the department will be assessed the full room charge.
Individuals using the computer training room are expected to leave the training room in a neat, presentable condition after each training session unless prior arrangements are made.  This includes:

· Erasing all white boards completely.
· Returning all manuals to the shelves.

· Removing all keyboard templates from the machines and placed on the shelves.

· No food or drink is permitted in the computer training room.

· Disposal of leftover handouts and other papers.

· PC’s must be logged off and powered down.

· Doors must be closed and locked.

In the event that the training room or workstations are left in poor condition, the agency responsible will be billed for the time necessary to restore at the rate of $75 per hour with a minimum charge of $75 unless the training room instructor is from DII staff.

All software, other than pre-existing installed software that is installed on the computer training room machines will be removed totally at the end of training.  This includes all executable files as well as data files and subdirectories.  Software on the computers may not be copied.  If additional software will need to be installed, a ticket will need to be entered with Desktop, and the install will need to be coordinated well in advance of the training.  If diskettes or USB drives are to be used by students or instructors, they must be checked by DII staff for viruses and appointments should be made in advance.

The computer training room is located in the basement of 133 State Street, Montpelier.  Go past the State Cafeteria and go left at the end of that hallway, the training room is the second door on the left past the vault. For training network or workstation assistance, call the DII Support Center at 828-6620, Option 1.
The training room is locked.  To obtain a guest badge for the room, please make arrangements with the DII Service Desk for a “training room” badge.  The badge is located on the 5th floor of 133 State Street.  You can sign out the badge for use during your training.  After the training is complete, please return the badge to the Helpdesk and sign it back in.  
Appendix
Standard Installed Software List:
 
	Software Type
	Description

	Office
Word Processors
Spreadsheets
Presentation
	· MS Office (Windows) (currently Office 2013) 

	Browsers
	· Internet Explorer 11

	E-mail Readers
	· Office 365 Portal through Internet Explorer
· MS Outlook  

	Utilities
	· Adobe Reader 
· Adobe Shockwave Player (latest version available) 

· Adobe Flash Player (latest version available) 

· Java (latest version available) 

	Remote Access
	· Citrix Clients

	Desktop OS
	· Windows 7 

	Antivirus/Anti-Spyware Software
	· McAfee 
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