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Purpose

This memorandum sets forth LLS. Immigration and Customs Enforcement’s (ICE) procedures

5
regarding the use of the Julie Myers Ceremonial € Oﬁit{“ﬁm,s: Room (IMCCY
Background:

The JIMCC is the primary facility used for large or significant events at ICE headquarters, located
in the Potomae Center North (PONY Given that it is the only lurge event facility in PON. many
uffices regularly request to use the IMCC, As such, it is imperative 1o have g streamlined and
arderly process for reserving and preparing the facility for use.

Among other things, the mission and role of the Office of Public Affairs (OPA) is 1o support the
media engagements of the Director and Deputy Director as well as, in certain limited
clreumstances, the executive associate directors, Ciiven the limited resources of OPA, it is
ipeartanyt that their efforts be focused on supporting 10E s most senfor leadership, The mission
of the (Oifice of Agset and Facilities Administration (OAFM 18 1o serve as the steward of all of
FCE s real property and facilities.

From the date of this memorandum forward, OAFM is responsible for the administration and
management of the JMCC., Thus, parties who seek to reserve the IMCU must do so by using the
Conference Room Scheduler function in Microsoft SharePoint. Reservations made on behalf of
the Director or Deputy Director will always take first priority, 11 the IMOU 15 not already
reserved on behalf of the Director or Deputy Director, QAFM will reserve the room for the
requesting office or party. The office or party reserving the room must then coordinate with
OAPM w establish event requirements,
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When needed, OAFM will engage the Office of the Chief Information Officer to ensure that
technological requirements are met. OAFM will also work with the reserving office to set up the
IMOC furniture, decorations, and other needed arrangements. OPA personoel will not be
responsible for assisting with presentations, media or audio/visual requirements, or set up of the
IMOC, The reserving office or party wall be responsible for cleaning and rearranging the room
atter its use. In no event will OAFM or OPA incur any expenses on behalf of the reserving
otfice or party,

When the IMOC is reserved for the Director or the Deputy Divector, or any executive associate
director appearing on behalt of either the Director or Deputy Director, the same procedures will
apply. except that OPA will be the primary office responsible for assisting with presentations,
media or audio/visuad reguirements, and set up of the IMCC. In special Himited clrcumstances,
such ag large ceremonial events or events expected to garner significant media inferest, executive
associate directors can request OPA’s agsistance, In those circumstances, OPA has the discretion
o deternmine whether 1t will support the event.

Please ensure that this memorandum is distributed (o those on your stafl who are responsible for
organizing events. Should you have any questions, please contact OAFM &t
(b)(7)(E) sivice.dhs.goy or (202) 732
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