
CUI – PRIVACY SENSITIVE ANY MISUSE OR UNAUTHORIZED DISCLOSURE MAY RESULT IN BOTH CIVIL AND CRIMINAL PENALTIES. 

U.S. Naval Undersea Museum, 1 Garnett Way, Keyport, WA 98345     360-396-4148 

Facilities Use Request Form 
Send this completed form as an attachment to 
NUM_OPERATIONS@us.navy.mil. Your reservation is confirmed only when 
you receive a confirmation email from U.S. Naval Undersea Museum staff. 

A. Requested Event Schedule
Date of Event:
Arrival Time (no earlier than 0830):
Guest/Participant Start Time:
Departure Time (no later than 1600):
Command, Ship, Shop, or Code Sponsoring Event:
Event Name:
Number of Expected Attendees:
Rehearsal1 Date:
Rehearsal Arrival Time:
Rehearsal Departure Time:

B. Point(s) of Contact (POC)
POC1 Name:
POC1 Phone:
POC1 Email:
Onsite POC2, if different than POC1, Name:
POC2 Phone:
POC2 Email:

C. Room(s) Requested
 Auditorium  Mary Bonnin Room  Classroom

D. Purpose
 Change of Command
 Retirement
 Commissioning
 Decommissioning

 Meeting (not classified) 
 Meeting (classified) 
 Training 
 Other 

 Political 
 Religious 
 Fundraising 
 Funeral 

E. Requester Type
 U.S. Navy
 Other Federal Government Agency

 State, County, or Local Government Agency 
 Other 

1 A rehearsal is suggested for any event with a slideshow or other AV needs. Bring your files and devices for testing 
during rehearsal. 
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F. Yes
 Do you need Navy protocol guidance during your rehearsal?2 
 Will your event include Active Duty participants? 
 Will you collect registration or admission fees for participation in your event? 
 Will you need guest wifi access?3 
 Do you plan to provide food for your guests/participants?4 

G. Reminders from Terms of Use
1. Museum personnel do not staff events or provide AV/IT troubleshooting. Be sure to resource 

your IT needs.
2. Mary Bonnin Room, Classroom, and Lobby use: It is your responsibility to remove ALL 

trash, and cardboard recycling, from the room at the end of each day of your event and 
dispose of it outside the building. You may use the museum dumpsters to dispose of trash 
and cardboard.

3. You may provide cake/cookies/pastries/donuts and coffee/water/soda to your participants. If 
you will be serving any other types of food, you must contract with MWR Catering for those 
items. 360-396-5466

4. The museum Auditorium has a U.S. flag (pole, stand), Navy flag (pole, stand), a bell on a 
stand, two lecterns with bunting, five stage chairs, and an AV system. For any other 
ceremonial items contact SRS 31. 360-396-7564

5. Access routes to rooms change depending on museum operating hours the day of your 
reservation. Please see Terms of Use for full description.

6. Full Terms of Use, room photos, lists of room equipment, AV guides, and site plans are 
available at http://www.navalunderseamuseum.org/facility-reservations/.

H. Certification
 By checking this box, I (POC) certify I have read and will comply with the Terms of

Museum Facilities Use regarding my event at the U.S. Naval Undersea Museum, including 
NHHCINST 1710.1 Museum Events. I understand I am responsible for communicating the 
terms of use to my event guests and I am responsible for their actions and respect for the 
space. I understand that submission of this request does not constitute its approval. 

2 The museum’s ability to provide this service is based on volunteer availability. 
3 Check “Yes” if you will have participants who will require online access who do not have NMCI/CAC and an 
NMCI device. 
4 If yes, please see bullet 3 under section G: Reminders from Terms of Use. 
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