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MEETING SOLUTIONS





Multipoint Conference Reservation
Contact Details

	Company:      
	Cost Code (where applicable):     

	Address:      

	Billing Address (if different from above):      

	Meeting Organiser:      

	Ph: (  )     
	Fax: (  )     
	Email:      


Conference Details

	Conference Title:      
	Conference Date:      

	Start Time (Aus EST):      
	End Time (Aus EST):      
	Duration:      

	Conference Pre-testing:
	   FORMCHECKBOX 
  No testing required
	   FORMCHECKBOX 
  15 minutes prior (standard)
	   FORMCHECKBOX 
  30 minutes prior


Conference Settings

	Connection Speed:
	   FORMCHECKBOX 
  2 x 64k/128k (1 ISDN line)
	 FORMCHECKBOX 
  256K (2 ISDN lines)
	 FORMCHECKBOX 
  384k (3 ISDN lines)


	Screen Layout:
	   FORMCHECKBOX 
  Full Screen (Voice-Activated Switching)
	 FORMCHECKBOX 
  Split Screen (Continuous Presence)


Location Details (for each site involved in the conference)

	
	Video Conference Sites
	Onsite Technical Contacts
	Connection to meeting initiated by:

	
	Name of Site / Location
	Video Unit

Dial-in Number
	Meeting Room Phone No
	Name
	Phone Number
	Global Assist
	Customer Site

	1
	     
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	     
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	     
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	     
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	     
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6
	     
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Notes and Special Requirements (Telephone/audio sites, VCR taping etc):

     


Payment Options

	 FORMCHECKBOX 
 Bankcard
	 FORMCHECKBOX 
 MasterCard
	 FORMCHECKBOX 
 Visa
	 FORMCHECKBOX 
 AMEX
	 FORMCHECKBOX 
 Invoice

	

	Number
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	

	Cardholder’s Name
	     
	Signature
	     
	Expiry Date
	     


Conference Authorisation and Acceptance of Terms and Conditions (see over page)

	Authorising Signature:     
	Date:     

	Print Name:     


Please fill in the above requested details electronically, and return via email to
reservations@vantage.com.au, or via fax on: +61 3 9864 6664.

For enquiries contact our Global Assist Support Centre on 1800 99 11 44 or +61 3 9864 6644.

Terms & Conditions

BOOKING IN ADVANCE

· The availability of conferencing facilities cannot be guaranteed without a booking in advance, although Vantage will make every effort to meet your needs.

· Room Hire within Australia: Vantage requires at least 24 hours notice.

· International Room Hire: Vantage requires at least 48 hours notice.

HIRE CHARGE

· Minimum hire charge is 60 minutes.

· Additional hire is charged in 15-minute increments thereafter.

· Hire charges apply for the total time the conference has been booked. If a conference finishes earlier than the booked time, hire charges for the full period are applicable. Conferences that extend over the booked time will be charged at 15-minute increments.

· Service charges are as per line connection time, rounded up to the next 15-minute increment.

· Extra charges may apply to AMEX cardholders.  Please contact us for details.
AMMENDMENTS

· Any changes made after confirmation of the booking may attract an amendment fee.

Cancellation Policy

· When a conference is booked, we reserve both the rooms and the multipoint control unit (MCU) ports. We cannot sell either the rooms, or the MCU ports to another company whilst booked. As such, we reserve the right to charge for cancelled conferences as follows:

· MCU Ports: Cancellation charges may apply to reserved MCU ports.

· Vantage Public Facility: If notification of cancellation is 24 hours or less, 100% of Room Hire Charges and Scheduling Fee will apply.

· Vantage Brokered Facilities: Clients will be responsible for any service or cancellation fees and charges associated with any third party bookings made on your behalf.

Pre-Conference Testing

· The onus is on the client to request a pre-test, which are generally completed 15 minutes before the scheduled conference, except in the case of international sites, where a time acceptable to all sites will need to be arranged. All costs incurred by pre-testing will be borne by the client.

· Should pre-testing not be completed, and your conference fails due to technical difficulties, or any other unforeseen circumstances, full charges may still apply.

The information contained in this document is subject to change without notice. Vantage will not be held responsible for delays, postponements or cancellations of any conference due to unforseen circumstances. We cannot guarantee the quality or the recording outcome of your conference. The liability of Vantage will be limited, at the option of Vantage, to either (a) supply the service again; or (b) pay the cost of having the service supplied again. In no event will Vantage be liable for direct, indirect or consequential damages (including lost profit or savings), incidental damages or punitive damages arising from any claim or action hereunder, whether based on contract, tort, or other legal theory, arising from or in connection with the provision of these services.
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