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Video Conference Booking Form

Connection Details

	
	
	
	

	Type of Connection
	 FORMCHECKBOX 
 IP
	 FORMCHECKBOX 
 EVO
	 FORMCHECKBOX 
 Access Grid

	
	
	
	

	Show Powerpoint Presentation
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	

	We Dial
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	

	Other End Dials
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	


Please specify own equipment to be used (Laptop (Make, Model), Widget etc:


Details of All Participating Sites
	Contact Name
	Contact Number
	Site Details
	IP Address
	Transmission Speed
	No of Monitors
	Video or Audio

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


I authorise booking of this video conference and accept the terms and conditions as per the following ACSC Video Conferencing Policy.
Signature: 
Date:  ____ / ____ / _____
Video Conference Policy
Facilities & Equipment
ACSC supports video conferencing at the Advanced Clinical Skills Centre (Gonzaga Hall) building, 98 Mountain Road, Epsom.
Our video conference equipment is industry standard, widely compatible and capable of high speed calls.  We use a SONY XG80 unit H.323.  Centre staff can be on hand to answer questions and assist with any faults that may arise.

Responsibility for equipment compatibility rests with the requestor.  Please ensure the compatibility of the site before finalising your booking.

Booking
Reservations should be made well in advance but never less than 5 working days before the date required.  Our facilities are available for bookings between 8am and 4pm, Monday to Friday.  Special arrangements must be made for bookings outside these times.
Testing
ACSC requires the testing and registration of ALL sites prior to a video conference.

Should a facility be unable to make themselves available for testing or does not carry out test calls as instructed, ACSC will accept no responsibility should a fault occur and all charges will be passed on to the requestor (though we will always do our best to remedy the fault).

Charges
Video conferencing charges during business hours (8AM – 4PM) are as follows:

	University of Auckland

$100.00 per hour plus GST

$65.00 per ½ hour plus GST
	External Clients

$150.00 per hour plus GST

$115.00 per ½ hour plus GST


Charges for bookings outside these times will be negotiated.  
Cancellations
Cancelled bookings are only subject to a fee if testing has already been conducted, or if the cancellation is made less than 24 hours prior to the conference, in which case the cancellation fee will be 50% of the booking fee.

General
Parking is available at 98/100 Mountain Road and can be accessed from the Gate 3 entrance.  Please ring Centre Administration and arrange.
Video Conference Details





Home Lead Name:�
�
�



Home Lead Email:�
�
�



Home Lead Phone:�
�
Home Lead Mobile:�
�
�



Other End Lead Name:�
�
�



Other End Location:�
�
�



Conference Date:�
�
Number Attending:�
�
�



Estimated Start Time (NZ):�
�
Estimated End Time (NZ):�
�
�



Actual Start Time (NZ):�
�
Actual End Time (NZ):�
�
�






Other End Contact Details





Admin Name�
Phone:�
�
Ext:�
�
�
�
Mobile:�
�
�
�
Email:�
�
�
�
�
�
�
�
�
Technician Name�
Phone:�
�
Ext:�
�
�
�
Mobile:�
�
�
�
Email:�
�
�









Other End Billing Details








Requestor Name:�
�
UPI:�
�
�



Faculty / Service Division / Company:�
�
�



Authorising Manager:�
�
�



Postal Address / Location


�
Street:�
�
�
�
Suburb:�
�
�
�
City:�
�
�



Contact Details


�
Phone:�
�
Ext:�
�
�
�
Mobile:�
�
Fax:�
�
�
�
Email:�
�
�
�
Cost Centre / Purachase Order #:�
�
�



Billing Address	�
Street:�
�
�
�
Suburb:�
�
�
�
City:�
�
�
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