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Affiliate Videoconference Bureau Details

Site contact details:

	Company
	

	Contact name(s)
	

	Studio Address
	

	Town / City
	
	County / State
	
	Post/Zip Code
	

	Telephone No.
	
	Fax No.
	

	Email Address
	

	Area / Location
(delete as appropriate)
	North | North East | East | South East
South | South West | West
North West | Central
	Web site address:
	http://

	Office hours
	
	
	


Billing contact details:

	Company
	

	Contact name
	

	Address
	

	
	
	Post/Zip Code
	

	Telephone No.
	
	Fax No.
	

	Email Address
	

	Payment method
	Credit card / Bank transfer
	VAT No. (for EU Countries only)
	


	Credit Cards
	Mastercard
	
	
	Bank Transfer
	Bank name
	

	
	Visa
	
	
	
	Account Name
	

	
	American Express
	
	
	
	BIC
	

	
	Diners Club
	
	
	
	IBAN
	

	
	Other: 
	
	
	
	Currency
	


Technical contact details:

	Contact name (1)
	

	Telephone No.
	
	Fax No.
	

	Email Address
	
	Mobile Telephone:
	


	Contact name (2)
	

	Telephone No.
	
	Fax No.
	

	Email Address
	
	Mobile Telephone:
	


Cancellation policy details:

	Less than 72 hrs
	0%

	Less than 48 hrs
	50%

	Less than 24 hrs
	100%

	Other
	


	Confirmed by
	
	Title
	

	Date
	
	
	


Videoconference Bureau Affiliate Details

Booking contact details:

	Contact name(1)
	

	Telephone No.
	
	Email
	

	Calendar User?
	Specify all or specific room locations:  Yes/No

	Username
	
	Password
	


	Contact name(2)
	

	Telephone No.
	
	Email
	

	Calendar User?
	Specify all or specific room locations:  Yes/No

	Username
	
	Password
	


	Contact name(3)
	

	Telephone No.
	
	Email
	

	Calendar User?
	Specify all or specific room locations:  Yes/No

	Username
	
	Password
	


	Contact name(4)
	

	Telephone No.
	
	Email
	

	Calendar User?
	Specify all or specific room locations:  Yes/No

	Username
	
	Password
	


Note:

Automated rooms have a booking calendar associated with them. Automated means customers will make bookings without checking you can facilitate it as the real-time calendar function is used to show actual availability. To check and make changes to availability for a specific room, your booking co-ordinator will require access.  Multiple users can be set-up for use with each room listed.
Facility / Studio details:

	Outgoing ISDN call charges
	

	IP call charges
	

	Local currency
	

	Site description
	

	Additional Information


	

	Do you charge for test calls?
	
	If Yes, how much do you charge?
	


	Is your organisation a member of any other network? Please list:
	


	Confirmed by
	
	Title
	

	Date
	
	
	


Videoconference Bureau Affiliate Details

Studio (1)

	Location / room name (displayed online)
	

	Can you receive incoming call(s)
	
	Transmission speed (delete as applicable)
	128k bps
	256k bps
	384k bps
	512k bps

	Room capacity
	
	
	640k bps
	768k bps
	896k bps
	1024k bps

	Equipment Type
	
	Codec Type(s)
	

	Extra equipment
	
	Support IP connection?
	

	VCR
	
	Document Camera
	

	DVD Player
	
	PC Interface
(scan converter)
	

	DVD Recorder
	
	Other equipment
(e.g. Conference telephone)
	

	Flipchart(s)
	
	High Speed Internet
	


	ISDN #1
	
	ISDN #5
	

	ISDN #2
	
	ISDN #6
	

	ISDN #3
	
	ISDN #7
	

	ISDN #4
	
	ISDN #8
	


	IP Address
	
	Studio Telephone No.
	

	Multipoint ?
	
	People+Content (H.264)?
	

	Comments
	


	Catering options
(Provide details)
	


	Normal hours
	e.g. 08:30 – 17:30
	
Hourly Rate
	
	Automated room
	Yes / No

	Early hours
	e.g. 06:00 – 08:30
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	Late hours
	e.g. 17:30 – 22:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	24 hours
	e.g. 22:00 – 06:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No


	Comments
	Provide details regarding weekend and public holiday booking / pricing policy



Note:

BLUE Automated check boxes need to be ticked if after hours, early hours or 24 hours will be available as automated. This means you have to be capable of committing to resourcing any booking for that time band. Automated means customers will make bookings without checking you can facilitate it as the real-time calendar function is used to show actual availability.

RED Verify check boxes indicate if a period of time has been made available online BUT, you don't want that time band as Automated. You want an operator to ring and check that you can facilitate the after hours, early hours or 24 hours booking first.

	Confirmed by
	
	Title
	

	Date
	
	
	


Videoconference Bureau Affiliate Details

Studio (2)

	Location / room name (displayed online)
	

	Can you receive incoming call(s)
	
	Transmission speed (delete as applicable)
	128k bps
	256k bps
	384k bps
	512k bps

	Room capacity
	
	
	640k bps
	768k bps
	896k bps
	1024k bps

	Equipment Type
	
	Codec Type(s)
	

	Extra equipment
	
	Support IP connection?
	

	VCR
	
	Document Camera
	

	DVD Player
	
	PC Interface
(scan converter)
	

	DVD Recorder
	
	Other equipment
(e.g. Conference telephone)
	

	Flipchart(s)
	
	High Speed Internet
	


	ISDN #1
	
	ISDN #5
	

	ISDN #2
	
	ISDN #6
	

	ISDN #3
	
	ISDN #7
	

	ISDN #4
	
	ISDN #8
	


	IP Address
	
	Studio Telephone No.
	

	Multipoint ?
	
	People+Content (H.264)?
	

	Comments
	


	Catering options
(Provide details)
	


	Normal hours
	e.g. 08:30 – 17:30
	
Hourly Rate
	
	Automated room
	Yes / No

	Early hours
	e.g. 06:00 – 08:30
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	Late hours
	e.g. 17:30 – 22:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	24 hours
	e.g. 22:00 – 06:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No


	Comments
	Provide details regarding weekend and public holiday booking / pricing policy




Note:

BLUE Automated check boxes need to be ticked if after hours, early hours or 24 hours will be available as automated. This means you have to be capable of committing to resourcing any booking for that time band. Automated means customers will make bookings without checking you can facilitate it as the real-time calendar function is used to show actual availability.

RED Verify check boxes indicate if a period of time has been made available online BUT, you don't want that time band as Automated. You want an operator to ring and check that you can facilitate the after hours, early hours or 24 hours booking first.

	Confirmed by
	
	Title
	

	Date
	
	
	


Videoconference Bureau Affiliate Details

Studio (3)

	Location / room name (displayed online)
	

	Can you receive incoming call(s)
	
	Transmission speed (delete as applicable)
	128k bps
	256k bps
	384k bps
	512k bps

	Room capacity
	
	
	640k bps
	768k bps
	896k bps
	1024k bps

	Equipment Type
	
	Codec Type(s)
	

	Extra equipment
	
	Support IP connection?
	

	VCR
	
	Document Camera
	

	DVD Player
	
	PC Interface
(scan converter)
	

	DVD Recorder
	
	Other equipment
(e.g. Conference telephone)
	

	Flipchart(s)
	
	High Speed Internet
	


	ISDN #1
	
	ISDN #5
	

	ISDN #2
	
	ISDN #6
	

	ISDN #3
	
	ISDN #7
	

	ISDN #4
	
	ISDN #8
	


	IP Address
	
	Studio Telephone No.
	

	Multipoint ?
	
	People+Content (H.264)?
	

	Comments
	


	Catering options
(Provide details)
	


	Normal hours
	e.g. 08:30 – 17:30
	
Hourly Rate
	
	Automated room
	Yes / No

	Early hours
	e.g. 06:00 – 08:30
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	Late hours
	e.g. 17:30 – 22:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	24 hours
	e.g. 22:00 – 06:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No


	Comments
	Provide details regarding weekend and public holiday booking / pricing policy




Note:

BLUE Automated check boxes need to be ticked if after hours, early hours or 24 hours will be available as automated. This means you have to be capable of committing to resourcing any booking for that time band. Automated means customers will make bookings without checking you can facilitate it as the real-time calendar function is used to show actual availability.

RED Verify check boxes indicate if a period of time has been made available online BUT, you don't want that time band as Automated. You want an operator to ring and check that you can facilitate the after hours, early hours or 24 hours booking first.

	Confirmed by
	
	Title
	

	Date
	
	
	


Videoconference Bureau Affiliate Details

Studio (4)

	Location / room name (displayed online)
	

	Can you receive incoming call(s)
	
	Transmission speed (delete as applicable)
	128k bps
	256k bps
	384k bps
	512k bps

	Room capacity
	
	
	640k bps
	768k bps
	896k bps
	1024k bps

	Equipment Type
	
	Codec Type(s)
	

	Extra equipment
	
	Support IP connection?
	

	VCR
	
	Document Camera
	

	DVD Player
	
	PC Interface
(scan converter)
	

	DVD Recorder
	
	Other equipment
(e.g. Conference telephone)
	

	Flipchart(s)
	
	High Speed Internet
	


	ISDN #1
	
	ISDN #5
	

	ISDN #2
	
	ISDN #6
	

	ISDN #3
	
	ISDN #7
	

	ISDN #4
	
	ISDN #8
	


	IP Address
	
	Studio Telephone No.
	

	Multipoint ?
	
	People+Content (H.264)?
	

	Comments
	


	Catering options
(Provide details)
	


	Normal hours
	e.g. 08:30 – 17:30
	
Hourly Rate
	
	Automated room
	Yes / No

	Early hours
	e.g. 06:00 – 08:30
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	Late hours
	e.g. 17:30 – 22:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No

	24 hours
	e.g. 22:00 – 06:00
	
Hourly Rate
	
	Automated
	Yes/No
	
Verify
	Yes/No


	Comments
	Provide details regarding weekend and public holiday booking / pricing policy




Note:

BLUE Automated check boxes need to be ticked if after hours, early hours or 24 hours will be available as automated. This means you have to be capable of committing to resourcing any booking for that time band. Automated means customers will make bookings without checking you can facilitate it as the real-time calendar function is used to show actual availability.

RED Verify check boxes indicate if a period of time has been made available online BUT, you don't want that time band as Automated. You want an operator to ring and check that you can facilitate the after hours, early hours or 24 hours booking first.

	Confirmed by
	
	Title
	

	Date
	
	
	


The BizXchange  -  Providing services to industry since 1992

