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	Booking Ref Number:



	Sheffield Site:


	Cost:



COMPUTING 

SERVICES

Video Conferencing Booking Request Form
In order that we may respond more effectively should a problem arise, please fill out the details below. We require at least one weeks’ notice.  Technical support is available 8 am – 5 pm unless prior agreement has been reached.

Meeting Details:


	Meeting Title:
	Booking Person Name:



	Date/Start & End Time:
	Booking Person Address:


	Order Number:
	Booking Person Tel/Email:




	Site Location

(Include PC users)
	Site Telephone Number
	Site Contact

(Name & Email)
	Video-conferencing Number

(IP or ISDN)
	Access Grid Node

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Additional Information: (eg. Desktop PC’s joining, displaying a PowerPoint Presentation) 




Please email completed form to videoconferencing@sheffield.ac.uk
Your conference number will be allocated to you on receipt of this completed form.

In the event that you experience difficulties connecting into your videoconference, please do not hesitate to contact the Video Conferencing Team on the below telephone numbers.

AV Support: 0114 2227060       Chris Clow: 07789941947        Tom Foster: 0114 2223949
