 COT-F060
Effective Date:  05/05/2015
Commonwealth Office of Technology
Video Conference Request Form
Complete this form and E-mail to the COT Video Conferencing Center (VCC) Helpdesk at: COTVideoConferencing@ky.gov.  The VCC will process the request and reply with a confirmation and appropriate information needed such as the Meeting Room Telephone Number / public IP / or testing information.  

	Program Title:
	[bookmark: Text3][bookmark: _GoBack]     



Provide the following information for the contact person for the requested program.  All information is required.
	Contact Details
	Name:
	     
	Telephone:
	(   )     -     

	
	Organization:
	     
	
	

	
	E-Mail Address:
	     
	
	



Provide the following Meeting Details including onsite contact information (if known).  Space is provided for additional notes if needed:
	Meeting Details
	Meeting Date:
	     
	Start Time (Eastern):
	[bookmark: Check1][bookmark: Check2]       |_|am    |_|pm
	End Time (Eastern):
	       |_|am    |_|pm

	
	Is Meeting to be Recorded?
	|_|Yes    |_|No

	
	Building / Site:
	     
	Room (name/number):
	     

	
	Location (Complete Address):
	     

	
	Onsite Contact Name:
	     
	Telephone:
	(   )     -     

	
	Specific Meeting Room Requested (if applicable):
	     

	
	Notes:
	     



	Multiple Meetings: The following information is required for multiple meeting dates only.

	This meeting will occur (choose the appropriate frequency):
	Day(s) of the week the session will meet (select all that apply):

	|_|  One Time Only

	[bookmark: Check3]|_|  Once a week
	|_|  Monday

	|_|  Every two weeks
	|_|  Tuesday

	|_|  Once a month
	|_|  Wednesday

	|_|  Once a month on a specific day
	|_|  Thursday

	|_|  Once a month on a specific date
	|_|  Friday

	|_|  An entire semester
	|_|  Saturday

	|_|  Other recurring dates
	|_|  Sunday



	Additional Dates: Use this space to enter all dates on which this meeting will occur, separated by commas.

	[bookmark: Text4]     



	Requested Endpoint Information:  List the site(s) room(s) you would like to reserve; include contact at site/location/telephone.

	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     

	6.
	     

	7.
	     

	8.
	     

	9.
	     

	10.
	     



If you have questions please contact the COT Video Conferencing Center Helpdesk at (502) 564-9411 or email COTVideoConferencing@ky.gov.
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