Video Conference Participant Request Form

Title of Video Conference:

Person Requesting: Department:
Phone: Email:
Date of Video Conference: Conference* Start Time: End Time:

*Enter actual start time. Tech will arrive 30 min. prior

Location:

BCOE Boardroom
IRC
Lincoln Center Conference Room (Capacity 44)
Lincoln Center Meeting Room (Capacity 25)
Important: Please notify IT at least 2 weeks prior to event.
Note: Scheduling of the facility is the requester's responsibility and must have a 1-hour set up time
prior to event. M & O must have setup form for room arrangement.

Host Agency/Department Information

Organization:

Contact Name: Phone:

Email:

Requester must be present 30 minutes prior to start of conference.

Rooms are equipped with Video Conferencing Unit, Laptop, Projector, and DVD/VCR Player.
Requester/presenter is responsible for providing any other items: flip chart /easel, food, and
handouts.

IT will provide: Video Conferencing technology support and assistance.

After clicking Submit, choose "Desktop Email
Application" and "Send Data File" at prompts.
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