Department of Environment and Natural Resources

Scheduling Guidelines for the Ground Floor Hearing Room

ROOM G19

The Ground Floor Hearing Room is to be used for meetings and conferences dealing with

official business of the Department.  This use has priority over any other use.

The following guidelines are to be followed in scheduling the Ground Floor Hearing

Room:

1. The Ground Floor Hearing Room must be reserved through the Division of Purchase

and Services.  Contact personnel are Pattie Hower or Lynn Lee.  Lynn Lee can be

contacted at 715-3869 or Lynn.Lee@ncmail.net.  Pattie Hower can be contacted at 715-

3868 or Pattie.Hower@ncmail.net.

2. The Ground Floor Hearing Room has seating capacity for 100 people.

3. The Ground Floor Hearing Room is scheduled on a first come, first serve basis.

4. Reservations for a single day may be made by email, written request, personal visit or

telephone request.  If requesting the room for more than one day a written request or

email is required.  Reservations must include a contact name; telephone number and

time frame room will be used.

5. The reserving agency is responsible for setting up the room to meet their own meeting

requirements.

6. The Ground Floor Hearing Room will stay locked.  To get the key prior to your event

you will need to see Pattie Hower or Lynn Lee on the sixth floor.  The key must be

signed out and signed back in.

7. The Ground Floor Hearing Room must be left in the same or better condition than

what it was found.  This includes picking up all trash and handouts or documents and

placing them in appropriate containers.

8. In the event that there is a spill the person that reserves the Ground Floor Hearing

Room is responsible for the cleanup.

9. If for any reason the Ground Floor Hearing Room is no longer needed send an e-mail

or memo to Pattie Hower or Lynn Lee to cancel the reservation.

10. To reserve the Ground Floor Hearing Room for meetings after 5:00PM an e-mail or

fax will also have to be sent to the State Capitol Police (919) 733-4646 Fax (919)

733-2974.  The e-mail or fax should contain the date of the meeting and the beginning

and ending times.
