The Pentagon Conference Center is managed by Haute on the Hill on behalf of Washington Headquarters Services and the Department of Defense Concessions Committee.  Haute on the Hill is available to coordinate meeting requirements such as reserving conference rooms, providing room set-ups,  catering, security access, assistance with transportation logistics as well audiovisual support (see page 3). 

Should you have any questions regarding the facility, our policies or your reservation, please call us at (703) 697-9263 or email us at concierge@hauteonthehill.com 
Pentagon Conference Center Reservation/Information System:
http://calendar.pccmeetings.com/spiisuite/SAVii/SAViiGraphical.asp 
PLC2 Hours of Operation: 

0700-1700 Monday through Friday 
ONLINE RESERVATIONS 
When accessing our online reservations page, click on the tab marked “Today’s Event’s”. A drop down window will appear on your screen illustrating three selection options. Click the “Graphical” option, which will take you directly to the graphical calendar. When you arrive at the calendar page, select your date and find a room. Once you have located a room, proceed to the bottom of the graphical calendar page and click on the link marked “Express Request”. The express request link will take you to page one of the reservation request process.  

Below you will find six steps to making an online reservation: 
Step One: User Information 

The system will prompt you to locate your client name (the agency you work for). Once you have located that information, click on the contact tab and locate your name. If you are unable to locate your name, you can simply type it in the designated areas marked in blue on the right hand side. Once you have entered in all of the required information, click next. 

Step Two: Meeting Information

Enter the name of the meeting and the number of attendees. Please do not enter any information into the note box. Click next. 

Step Three: Date/Time 

PENTAGON CONFERENCE CENTER (PLC2) 
BUSINESS RULES AND OPERATING PROCEDURES 
SCHEDULING – All room reservations are made through our online reservation system
Select the date and time of your event (based on calendar availability). If you select the wrong date, simply click on that date again and the system will remove it so you are free to select another room. Once you have selected the date and time, click next. 

Step Four: Room Selection 
You will be given a list of rooms to select from based on calendar availability.  Before you select a room, you can click on the link to information about each room to be sure that you select a room that has the necessary capabilities (security classification, audio visual, etc.).  Once you have done this, select the room of your choice and click next. 

Step Five: Services 
Across the top of the page, three tables are listed (Furnishings, Audio/Visual, Personnel). Click on each tab and select any information relevant to your event (Furnishings covers security classifications and Personnel covers areas of DoD). 

Step Six: Submission 
Be sure to review all of the information that you previously entered and click submit. If you realize that a change needs to be made, you can click previous and return to the relevant page to make your corrections. 

RESERVATION PROTOCOL 
· Reservations are accepted on a first come - first serve basis. Please be advised that rooms may be subject to bumping rights as identified by the DoD/OSD Protocol Office “Order of Precedence” list available at http://www.defenselink.mil/sites/pdfs/Order of Precedence.pdf. 
· Room reservation bumping must be worked out between the organization that currently holds the room reservation and the organization interested in bumping the reservation holder. Until otherwise notified, the meeting currently scheduled will be maintained. 

· If you would like to invoke bumping rights, you must be listed as the point of contact for the reservation. You must then sign and submit a written request on your agency’s letterhead to the point of contact within the organization holding the reservation.
· Upon mutual agreement by both organizations, both parties must notify Haute on the Hill via email at concierge@hauteonthehill.com that the agreement has been reached.

· Every effort will be made by the Haute on the Hill scheduling staff to assist the displaced organization in rescheduling their reservation.
RESERVATION PROTOCOL 
· PLEASE NOTE THAT ONLY FOOD ORDERED THROUGH HAUTE ON THE HILL IS ALLOWED IS THE CONFERENCE ROOMS.

· All non-DoD meetings MUST HAVE a DoD sponsor in order to book meetings in the PLC2.  The meeting will be reserved in the sponsor’s name and he/she will be responsible for the meeting. 
· The point-of-contact will receive (via email) a confirmation of the reservation. The reservation is confirmed once the confirmation has been sent to the point-of- contact and not before. 
· If you need to cancel your room reservation, please do so at least 48 hours prior to the scheduled event time by phone at (703) 697-9263 or email at concierge@hauteonthehill.com  
· Back doors to all conference rooms must remain unlocked at all times due to safety regulations. 

· Common areas outside Conference Rooms must remain free of all vehicles, carts, dumpsters, or other items that could potentially damage walls, or detract from the appearance of this area.   

· Taping or otherwise affixing signs or other items on the walls/room number signs is prohibited due to possible damage or scaring. 

· Please request any room set up needs prior to your event. Guests will not be permitted to move furniture and/or remove furniture from other room son the day of the event.

BADGING 
• 
To clear all non-DoD personnel or non-Pentagon personnel for a meeting, the host must provide a list to the badging office for meeting attendees with the following information:  Name; DOB; SSN; title of meeting; location (PLC2); meeting date and time; POC name with telephone and fax number at least 48 hours prior to the meeting date.  Forward by e-mail or in person to Darlene Matthews (Darlene.matthews@pfpa.mil). If you should have further questions, please contact the badge office at (703) 695-2266.  When going through the guard posts, visitors must provide two forms of identification, one with a picture. 

Please be sure that the POC informs the badging office of the visitor’s process location (North Parking Entrance or Metro Entrance). 
PARKING 
·  For official guests without a Pentagon Parking Permit, parking can be obtained by contacting:  Mr. Ennis Clark at (703) 571-2010.  Once cleared, guests can park in visitors parking - North parking lot – lane 47 only. 
· Shuttle Bus service is provided for visitors attending PLC2 meetings.  Shuttle bus runs from 0730 am – 0510 pm departing from Fern & Rotary (South parking) and drop off at North parking pedestrian bridge.  Please see information desk to request a copy of the shuttle bus schedule. 

AUDIOVISUAL SUPPORT 
· Audiovisual support is available for events held in the Pentagon Conference Center.  For computer-operated displays i.e. (PowerPoint Presentations), customers must provide a laptop or desktop computer and operator.  All connection cables, LCD projector(s)/screens are provided. 

· PLEASE BE ADVISED, Network or Internet connectivity are not available at this time. 
· Audio-teleconferencing is available. Please dial (703-614-3869) to get the Conference Call Coordinator to set up Conference calls involving more than one party. 

*** Please be advised that the audiovisual team operates between the hours of 7am and 5pm. If you require the use of A/V equipment before or after the hours of operation, there will be an overtime fee charged ***

All VTC meetings must be coordinated via e-mail through the scheduling desk and audiovisual staff. A dry-run should be scheduled to ensure connection problems are eliminated prior to actual meeting. 
Pentagonconfcenterav@whs.mil Phone: (703) 614-2289 

Fax: (703) 614-5050 
For all A/V requirements and/or questions, please forward to: 

One VTC unit is dedicated for B1. The remaining two units are shared between rooms B2 through B6. Thus, only two simultaneous VTC meetings can occur in these rooms. 
The Pentagon Conference Center has three unclassified Video Tele-Conference (VTC) codec units. The units are one site to one site, ISDN mode only. There are no multiple site capabilities (Bridge) at this time. 
Video Tele-Conferencing (VTC) Capabilities for the Pentagon Conference Center 
PLC2 ROOM CAPACITIES

	Room/Security Classification
	Theatre Style
	Square
	U shape
	Round tables
	Classroom Style w/ Rectangular Tables (2 guests per table)
	Standing Reception 

(No Furniture)
	Additional Seating along wall

	B-1

Secret
	60
	24
	24
	8 

(64 guests)
	12 tables 

(24 guests)
	66
	36

	B-2

Unclassified
	50
	16
	16
	5 

(40 guests)
	8 tables

(16 guest)
	122
	34

	B-3

Unclassified
	44
	16
	16
	5 

(40 guests)
	8 tables

(16 guests)
	52
	28

	B-4

Unclassified
	60
	14
	14
	8 

(64 guests)
	7 tables

(14 guests)
	55
	46

	B-5

Unclassified
	44
	16
	16
	5 

(40 guests)
	8 tables

(16 guests)
	57
	28

	B-6

Top Secret
	150
	30
	30
	15 

(120 guests)
	15 tables

(30 guests)
	380
	120

	B-7

Secret
	50
	18
	18
	6 

(48 guests)
	7 tables

(14 guests)
	53
	32

	B-8

Secret
	30
	10
	10
	4 

(32 guests)
	5 tables

(10 guests)
	33
	20

	B-9

Secret
	25
	10
	10
	4 

(32 guests)
	5 tables

(10 guests)
	31
	15

	B-10

Secret
	44
	14
	14
	5 

(40 guests)
	6 tables

(12 guests)
	49
	30

	M-1

Secret
	44
	18
	18
	6 

(48 guests)
	9 tables

(18 guests)
	113
	26

	M-2

Secret
	50
	18
	18
	6 

(48 guests)
	9 tables

(18 guests)
	56
	32

	M-3

Secret
	40
	14
	14
	4 

(32 guests)
	7 tables

(14 guests)
	95
	26

	M-4

Top Secret
	42
	18
	18
	5 

(40 guests)
	9 tables

(18 guests)
	110
	24

	M-5

 Top Secret
	42
	18
	18
	5 

(40 guests)
	9 tables

(18 guests)
	110
	24





RULES & REGULATIONS











