TVCC Video Conference Information

The following will assist you in completing the TVCC Video Request Form. 

The first section of the Video Request Form contains information about the Host site. 
· My Institution: Trinity Valley Community College
· Department:  Biology, History, Science etc….
· Event Dates: Please enter the beginning date to the ending date. If the conference is just being held one day you would enter the same date for from: and to.  If this is a reoccurring class you must fill out page 2 with the dates and times of each scheduled class. 
· Event Time: Please enter the precise time your conference begins and ends. We schedule the conference to start 30 minutes before the actual time to make sure we have connectivity and it will run 15 min past the end time.
· Day of the week: Please check each day that the class will meet.
· Room phone #: example:A-VC1 – 903-675-6391

·  Event Title/ Class Name and #: If this is a Meeting or a program you would enter the meeting or program name. Example: Honors Faculty meeting, or IMT Training. If this is a scheduled class you would enter Example: ENGL1301.

· Event Description: Please provide a description of the event or class and if there are any special needs for this event or class.
· Event Requestor: Please enter the name, phone number and e-mail address of the person requesting the conference. This information is to contact requestor in case of a change or scheduling conflict.

· Instructor/Technical Coordinator: Please enter the name, phone number and e-mail address for the Instructor/technical Coordinator that will be teaching the class or holding the conference. This information is needed to contact instructor/coordinator in case of a change or scheduling conflict

The second section contains remote site information. (The site or sites that will be receiving the broadcast)
· Site name: The site receiving the broadcast.

· Bldg Name: The building where the videoconference room is located

· Room #: The room number of the videoconference room.

· Room Phone: The phone number of the remote room if one is available.

· Technical Coordinator: The person in charge of the video equipment at that location. This section includes name, phone, cell/pager and e-mail. The Technical Coordinator’s e-mail address is very important. It is very important that the requestor supply this information.

The following are TVCC’s video room sites and locations for TVCC’s videoconference network
  

· Athens 

LRC 245= A-VC1

LRC 246= A-VC2


· Terrell 

T-VC1


· Kaufman 
K-VC1


· Palestine 
P-VC1

Page two is required for all class conferences. You must complete a line for every day that the class will meet. If you fail to include a date your conference will not be scheduled. Please make sure that you omit any holidays or special events if you will not be using the videoconference room. It is imperative that you include the date, day of the week, start time, and stop time for each day of the class. 
