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                                                   VTC Request

	E-mail to MCRCVTC                                                                                                             E-mail to MCRCVTC 

	 P.O.C For VTC Request                  Participating Units              VTC Request Information

	Name: 

Phone: 

Email: 

Other:
	01.

02.

03.

04.

05.

06.

07.

08.

09.

10.
	Date:

Start Time:

End Time:

Times For Conference Room:

Meeting Facilitator:



	Media Needed

	Yes or No
Do you need to use a laptop?
Do you need to share a document (i.e., PowerPoint, Excel, Word etc…)?
Do you need to use the internet?
Do you need to use the VCR?
Do you need to make use of an Opaque projector?
Other:

	Special Notes 

	List POC information for any sites outside of MCRC (i.e., National Guard VTC site):

List expected number of personnel in attendance & identify the senior person:

Describe the purpose for the conference/meeting:

Would you have traveled to conduct this meeting if we didn’t have the VTC ability? If yes, where & for 
how long?




