Reserving Conference/Video Tele-Conference Space at Northwest Coordination Center
150 SW Harrison

NWCC conference rooms are located in the NW corner of the office and are easily accessed from reception.  See Figure 1.
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Conference space can be divided into 2 smaller meeting rooms or one large.  Both rooms have projection capability when in the two-room configuration.  Phone and data service is also available.  See Figure 2.  
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Reserve either Conference Room 1 or 2 for meetings of 15 people or less.  Reserve both rooms for meetings having more than 15 people in attendance.  

Conference space reservations can be found at the following link:  http://www.nwccweb.us/calendar.asp, or by calling 503-808-2720.  Please provide a point of contact name and number when making reservations.
When the Meeting Ends

Please notify reception or the Center Manager that the meeting has ended.  NWCC welcomes your comments or suggestions on the use of the conference rooms.

Reserving Video Tele-Conferencing (VTC) Technology

A Tandberg VTC is available for use in the conference room.  When reserving space, please note whether or not you’ll need the VTC.  To ensure prompt service, we will need 72 hour advance notice if you’re hosting a video tele-conference for more than 3 VTC attendees, or if attendees will be conferencing using non-FS VTC technology.  This will require coordination with the VTC Help Desk to make certain all connections are made properly.  For questions, call Mike Gascon, NWCC IT Specialist:  503-808-2735.
