DOA PC Training Location 
Facility: Department of Accounts
Address: 101 North 14th Street, 2nd Floor (Monroe Tower)

Specific room location/number: Thomas Jefferson (Training Room) 

City/County/State:	 Richmond, VA					ZIP: 23219
Location main phone: 804-225-3038
Normal business hours: 8-5 M-F, may be able to accommodate earlier/later hours if needed 
Handicap accessible: yes
Is the room in a secure location? Yes (see below for building access instructions)
Instructions for instructor/attendee check-in: Sign-in at first floor security desk (from 14th Street entrance) or sign-in at the Franklin Street S-Level entrance - required 
Are there specific directions to the classroom / building where the course will be held?  Yes, available on DOA’s website or take elevator to 2nd floor and check in with DOA receptionist.  Receptionist will direct instructor/attendee to Thomas Jefferson training room.
Cafeteria on premises? yes; on the Lobby level
Drink/snack machines? yes; on the Lobby level
Ample free parking? no; pay lots close
Are there specific parking instructions?  I usually tell visitors to park at the surface, honor parking lot, two blocks south of the James Monroe Building, at 14th and Main Streets.  The visitor will need to “feed the box” with $6.00 and park in the corresponding space.  If the person leaves and returns in the same day, they will need to pay another $6.00.  There are many other parking facilities around, but this is the one I always suggest.
Are there specific parking instructions?  No, but suggested pay lots can be provided upon request
Parking costs? pay
Room daily usage fee? no
Projector:  yes; hooked up to the instructor machine
Does the room have a white board?  Yes
Does the room have a flip chart? Yes
Total # of PCs: 16 (plus one instructor)
Operating System: Windows 7
Browser name/version: IE 10 
Office version:
In or out of COVA network: In
Training room reservation contact name: Jane Kearney
Training room reservation contact email: jane.kearney@doa.virginia.gov
Training room reservation contact phone: 804-225-3181

Technical contact name: Richard Salkeld; Bill Matthews (primary)

Technical contact email: dick.salkeld@doa.virginia.gov; bill.matthews@doa.virginia.gov
Technical contact phone: 804-225-2371; 804-225-2575
Additional comments:  Restrooms are just outside of the training room.
[bookmark: _GoBack]Building Access: All instructors and participants must check in at the Security Desk on the Lobby level of the building.  There you will be asked to sign in and will be issued a Visitor’s pass.  You will then take the elevator up to the second floor where you will have to be buzzed in to the secure DOA office space by the receptionist 

