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Siskiyou County Office of Education

609 South Gold Street

Yreka  CA  96097

	Video Conference Request Form

	
	
	
	
	

	Name:
	
	Today’s Date:
	
	

	Conference Title:
	
	

	Conference Date:
	
	Conference Time:
	
	

	
	
	
	
	

	To Participate in a Conference

	
	
	
	
	

	1.
	Contact Executive Assistant to book a room and time for the conference.
	

	
	
	
	
	

	
	
	Siskiyou Room (80 seated, 50 at tables)
	
	Cascade Room (10-12 seated)

	
	
	
	
	

	
	
	Trinity Room (8 seated)
	
	IMC Office 
	(Limited to SCOE staff only, 2 seated, reserve directly with IMC)

	
	
	
	
	
	

	
	
	
	
	Other
	
	

	2.
	Return this form to the IMC and provide:

	
	
	
	
	

	
	
	CalREN Video#  or IP#
	
	

	
	
	(example:  CalREN: 513 000 1022, or, IP# 209.154.84.80)
	
	

	
	
	PIN # 
	
	

	
	
	(example: 71154)
	
	

	
	
	List other necessary equipment
	
	
	

	
	
	1.
	
	
	

	
	
	2.
	
	
	

	
	
	3.
	
	
	

	
	
	
	
	
	

	3.
	IMC will:
	
	

	
	
	Reserve Video Conferencing Unit
	
	

	
	
	
	
	

	4.
	If conference is canceled, participant must immediately notify any guests and contact the IMC at         842-8428 or 842-8430.

	
	

	To Host a Conference

	
	

	1.
	Number of sites participating:
	
	
	

	
	

	2.
	Would you like the conference taped?
	Yes
	
	No
	
	

	
	

	3.
	Contact Executive Assistant to book a room and time for the conference.

	
	
	
	
	

	
	
	Siskiyou Room (80 seated, 50 at tables)
	
	Cascade Room (10-12 seated)

	
	
	
	
	

	
	
	Trinity Room (8 seated)
	
	IMC Office 
	(Limited to SCOE staff only, 2 seated, reserve directly with IMC)

	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	Other
	
	

	4.
	IMC will:
	

	
	
	
	

	
	
	reserve Video Conferencing Unit
	
	list other necessary equipment

	
	
	
	
	
	

	
	
	schedule conference
	1.
	
	

	
	
	
	
	
	

	
	
	request conference to be recorded
	2.
	
	

	
	
	
	
	
	
	

	
	
	generate email and send to you
	
	3.
	
	

	
	
	
	
	
	

	5.
	Host will notify all participants via email: (example shown below)

	
	(Host Name) of the Siskiyou County Office of Education has scheduled a conference managed by the K12HSN’s Scheduling System, K12video.org. 

Name of Conference:

Date:  2006-03-31
Time:  14:0:00 to 14:30:00
PIN:  64140
To obtain dial-in instructions, please visit the following link:

	
	

	6.
	If conference is canceled, you must immediately notify participating sites and contact the IMC at     842-8428 or 842-8430.                                                                                   Video Conference Request Form.doc/lp/6.6.09


