DHHS VIDEO BRIDGE REQUEST FORM

Name of Conference:  

Date of Conference:      

Setup Time of Conference:

Actual Start Time of Conference:  

Actual End Time of Conference:  

Speed of Conference:   128 kbs, 384kbs, Mixed Speeds)

VoiceActivated or Broadcast:  ___________________________________________________________

Requestor Name and Number:  

Participating Sites:   (Please give location, Contact Name and Number for each site)
                                                    (If Mixed Speeds, please give speed of each site)

Site 1: 

Site 2: 

Site 3: 

Site 4: _______________________________________________________________________________

ETC:  _______________________________________________________________________________

1. Please place your video call as soon after the setup time as possible.

2. If the connection on your first attempt fails, hangup, reboot your system, and redial.  If still unsuccessful, please call the VIDEODESK on 1-888-NIH-VIDEO (644-8433) or

301-594-VIDEO (8433).

3. If you have a problem during the conference, after you have already connected, hangup and wait

20-30 seconds and then redial into the bridge.  If that fails , then call for help on the above number.

4. Please remember to have your MICROPHONE MUTED AT ALL TIMES except when you are talking on the call.

