Instructions to submit NIH Audio Conference Request Forms

Check http://e-meetings.verizonbusiness.com/global/en/audioconferencing/index.php  for more information on Audio Conferencing.

This form may be faxed in or emailed, using the save as feature, save to your desktop and then fill in the information by tabbing or clicking on the field you need to provide information.  You may then email or fax to the email address or telephone number listed. 

1.  Institute Name – fill in the name of the Institute that will be paying for this service

2.  Conference Leader – This person will be responsible for leading the meeting. Include 

     their telephone number, email address and fax number

3.  Contact Name – this is the person to be contacted if there are questions or problems 

     with setting up the conference call.  It can be the person setting up the meeting and in 

     some cases the same as the Conference Leader.  
Include their telephone number, email address

     and fax number.

Call Details

1.  Type of Conference Call
· Meet Me Attended – A standard service that provides a conference coordinator to greet and announce participants as they dial in.

· Meet Me Unattended – ideal for small internal meetings.  Participants enter a numeric code to access the conference.  A conference coordinator may be called for technical assistance only.

· Dial Out – an assigned attendant will call each participant before the scheduled conference call.

· Combo –a combination of both a ‘meet me’ and a ‘dial out’ based on varying requests of the conference leader i.e. specific participant requests to be called.

2.  Call Date – this is the actual date of the teleconference call that you are setting up.

3.  Call Time – this is the actual time of the teleconference call that you are setting up.

4.  Time Zone – check the appropriate time zone in which the call will be initiated.

5.  Duration -  the number of hours and minutes required for the conference call.

6.  Total Number of USA parties – those people who will be part of the conference located

      in the USA 

7.  Total number of International parties – those people who will be part of the conference

     outside of the USA.  Canada is NOT an International call.

8.   Country (s) – list the name of the country (s) outside of the USA

     * refer to the listing of Global Access Countries where participants may dial in at no cost to the participants

         http://e-meetings.verizonbusiness.com/audioconferencing/pdf/GlobalMeetMatrix.doc
8.  Passcode – fill this only if you are requiring a special passcode to access the conference call.

Product Features –  Check Yes or NO

Premier Service - A meeting manager - a senior-level conference coordinator - acts as your single point-of-contact and works with you before, during, and after your call. A conference coordinator greets each participant and enters them into the call

     Music on Hold - Participants may have music while on hold or they may be entered directly into 

     the conference bridge to speak with those already connected to the call. There is no charge for this 

     feature.

    Roll Call - Customers can request a Roll Call when the conference reservation is scheduled. After  

    participants are connected, the Conference Coordinator will conduct a roll call so all participants 

    know who is on the call. There is no charge for this feature.

   Announce In - Late participants into conference can be announced at the customer's request.

   Tone In -  A tone will be heard for each participant entered into the conference. There is no charge 

   for this feature.

   Silent Entry  -  No tone or name will be used when a person enters or exits the conference.

   Tape Call -  Conference calls may be recorded on cassette, CD, or .wav on CD and sent to customer   

   for later review or they can download the recording via .mp3, or .wav format. There is a charge for 

   this feature.

   Transcribe Call - When written documentation is required, conference calls may be transcribed.  

   There is a charge for this feature.

  Notify Participants  -  With 48 hours advance notice, the Conference Coordinator will notify all 

  participants of the date and time of the scheduled call, relieving customers of this administrative task. 

  There is a nominal fee for this feature.  

   Participants Screening -  A Conference Coordinator will pre-screen participants as they enter the   

   conference call, compiling the data requested. This feature is available with Premier service only.

   There is no charge for this feature. Include the names and phone numbers of participants on the  

   form.

Check http://e-meetings.verizonbusiness.com/global/en/audioconferencing/audiofeatures.php  for additional features and definitions
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