Request for Use of 

VDH Video Conferencing Equipment

	Instructions — from the file menu of your browser, save this form to your computer. Fill it out in Word, then attach it to an email to: vcscheduler@vdh.virginia.gov 

	1. Before completing and submitting this form: a) check on-line schedule for availability of VC equipment, b) reserve a VC ready conference room in each location.
2. Requests for VC usage must be submitted via this standard email form at least two calendar weeks in advance of the requested usage date.

3. Usage requests are approved on a first come, first served basis. The exception is that Tele-Medicine and Bio-Terrorism emergencies take priority. 

4. Approved uses include any official VDH business.

5. Before the VC begins, the site POC will set up the equipment and conduct a test.   

6. When the VC session is over, the requestor signs out at which time the POC again checks the equipment’s condition and functionality.

7. Any equipment problems will be immediately reported to the agency POC who in turn reports it to the VDH unit who owns the equipment.

8. Repair and/or replacement of equipment damage resulting from misuse is the responsibility of the signer’s district.
9. For more information, contact Richard Watson (richard.watson) or Brad Bradley (robert.bradley)
10. ANY LINE MARKED WITH AN * MUST BE FILLED IN 

	Requestor Information 

	*Name:      
	District/Office:      

	Email:      
Today’s date:      
	Phone:      
*Cost Code:      

	Video Conference Information  *Topic:      

	*Video conference date:      

	*Video conference     start time:   FORMDROPDOWN 
         end time:   FORMDROPDOWN 



	Internal Sites:  Select one camera from either the A-F, H-M, N-P, or R-Z list.  The cameras are listed alphabetically by District.
Site 1:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
      FORMDROPDOWN 

Site 2:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
      FORMDROPDOWN 

Site 3:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
    FORMDROPDOWN 

Site 4:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
    FORMDROPDOWN 

Site 5:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
     FORMDROPDOWN 

Site 6:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
     FORMDROPDOWN 

Site 7:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
    FORMDROPDOWN 

Site 8:  FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
      FORMDROPDOWN 

Site 9:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
     FORMDROPDOWN 

Site 10:  FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
     FORMDROPDOWN 

Site 11:  FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
   FORMDROPDOWN 

	External Sites: These are sites outside of VDH.
Site 1:   FORMDROPDOWN 

Site 2:  FORMDROPDOWN 

Site 3:  FORMDROPDOWN 
 
Site 4:   FORMDROPDOWN 

Site 5:   FORMDROPDOWN 

Site 6:   FORMDROPDOWN 

Site 7:   FORMDROPDOWN 

Site 8:  FORMDROPDOWN 

Site 9:   FORMDROPDOWN 

Site 10:  FORMDROPDOWN 

Site 11:  FORMDROPDOWN 


	*If the Madison Bldg. is one of your sites, which VC ready conference room did you reserve?  FORMDROPDOWN 



	Additional Internal Sites:                                                                                       Additional External Sites:

	Site 12:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
     FORMDROPDOWN 

Site 13:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
    FORMDROPDOWN 

Site 14:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
      FORMDROPDOWN 

Site 15:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
      FORMDROPDOWN 

Site 16:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
     FORMDROPDOWN 

Site 17:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
    FORMDROPDOWN 

Site 18:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
      FORMDROPDOWN 

Site 19:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
    FORMDROPDOWN 

Site 20:   FORMDROPDOWN 
       FORMDROPDOWN 
      FORMDROPDOWN 
      FORMDROPDOWN 

	  Site 12:      
  Site 13:      
  Site 14:      
  Site 15:      
  Site 16:      
  Site 17:      
  Site 18:      
  Site 19:      
  Site 20:      

	*Special Needs(choose all that apply):   FORMCHECKBOX 
 VCR      FORMCHECKBOX 
 LCD     FORMCHECKBOX 
 LAPTOP

  FORMCHECKBOX 
 Powerpoint (Presentations must be turned in 3 days in advance.)

	Type of use (choose one):   FORMCHECKBOX 
 Meeting
 FORMCHECKBOX 
 Training
 FORMCHECKBOX 
 Interview
 FORMCHECKBOX 
 Grievance
 FORMCHECKBOX 
 Tele-Medicine

 FORMCHECKBOX 
 Other      

	*MCU Conference Number Published on VC Schedule:   FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No (Send it to me and the requested sites via email.)

	*Record to Video Server:   FORMCHECKBOX 
 Yes   Sessions recorded to video server are removed after 3 months unless otherwise requested by the session leader.    
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