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Reserved Call Request Form
(Reserved calls include Event & Event Auditorium)

	
	
	

	
	COMPANY NAME:
	
	

	
	REQUESTOR’S NAME & PHONE NUMBER: 
	     
	

	
	REQUESTOR’S EMAIL ADDRESS:
	     


	

	
	MODERATOR/HOST NAME: 
	      (The call will be booked under this person’s account)
	

	
	CLIENT ID:
	      (leave blank if unknown)
	

	
	
	

	
	CALL DATE(S):
	
	

	
	CALL TIME:
	
 FORMTEXT 

     
   FORMDROPDOWN 

	

	
	PRE-CONFERENCE TIME:
	 FORMDROPDOWN 
 if Other, specify time: 
	

	
	POST-CONFERENCE REQUIRED:
	 FORMDROPDOWN 
 (private conference for speakers after audience disconnects)
	

	
	CALL DURATION: 
	
	

	
	NUMBER OF PHONE LINES:
	
	

	
	CONFERENCE TITLE:  
	
	

	
	ADDITIONAL SPEAKER NAMES:
	
	

	
	
	

	
	CALL FORMAT: 
(choose one)
	 FORMCHECKBOX 
 MUTED UNTIL Q&A
 FORMCHECKBOX 
 MUTED FOR DURATION
 FORMCHECKBOX 
 OPEN LINES FOR DURATION 

	

	
	ATTENDANCE:

CONFERENCE TYPE: (select one)
	ATTENDANCE INFO NEEDED: 

 FORMCHECKBOX 
 HEADCOUNT ONLY

-OR- 

 FORMCHECKBOX 
 NAME

 FORMCHECKBOX 
 COMPANY

 FORMCHECKBOX 
 LOCATION (CITY,STATE OR CITY,COUNTRY)

 FORMCHECKBOX 
 PHONE NUMBER

 FORMCHECKBOX 
 NUMBER SITTING IN

 FORMCHECKBOX 
 OTHER  please specify:      
 FORMCHECKBOX 
Event Auditorium-Participants enter a passcode, and are asked to record the (above attendance) information. They will be automatically placed into the call. (OTHER, cannot be selected)

 FORMCHECKBOX 
Event-Participants lines are answered by an Operator, then placed into the conference. Choose this option if the (above attendance) information is mandatory, for participants to join the call.


	

	
	PHONE NUMBERS NEEDED:

(choose all that apply) 


	 FORMCHECKBOX 
 US/CANADA TOLL FREE
 FORMCHECKBOX 
 WORLDWIDE TOLL 

 FORMCHECKBOX 
 INTERNATIONAL TOLL FREE (all available countries will be sent)
	

	
	AUDIO ONLY RECORDING:

(choose all that apply) 

This section is for audio only recordings, no web content will be included.  See Web Presentation section for audio and web synched recording.
	 FORMCHECKBOX 
 NO AUDIO RECORDING NEEDED

 FORMCHECKBOX 
 RECORD AUDIO FOR BACK UP ONLY

 FORMCHECKBOX 
 AUDIO REPLAY - Duration (Days): 
 FORMTEXT 

     
  Attendance: YES  FORMCHECKBOX 
NO

 FORMCHECKBOX 
 MP3 - Turnaround Time:   FORMCHECKBOX 
 Standard (3-5 days)  FORMCHECKBOX 
 Expedited (24 Hrs)  

     Send to this email(s):      
 FORMCHECKBOX 
 WAVE- Turnaround Time:   FORMCHECKBOX 
 Standard (3-5 days)  FORMCHECKBOX 
 Expedited (24 Hrs)  

     Send to this email(s):      
 FORMCHECKBOX 
 CD -  Shipping:  FORMCHECKBOX 
 Ground  FORMCHECKBOX 
 Overnight Standard  FORMCHECKBOX 
  Overnight Priority  

     Delivery Address:      
 FORMCHECKBOX 
 TRANSCRIPTION, Turnaround Time?  FORMDROPDOWN 
 Send to: 
	

	
	
	


	 
	
	

	
	ADDITONAL FEATURES: 
(choose all that apply)


	 FORMCHECKBOX 
 COMMUNICATIONS LINE, (behind the scenes hotline between an  

     operator and someone at your location) Name: 
     Comm Line Purpose:  FORMDROPDOWN 
 if Other: 
 FORMCHECKBOX 
 POLLING, attach survey questions and answers. 
 FORMCHECKBOX 
 FEEDLINE (audio connection with an Onsite Audience) 
1. Will dial in:  FORMDROPDOWN 

2. How will Q&A be handled?  FORMDROPDOWN 

3. Will all speakers be at the onsite location?  FORMCHECKBOX 
YES  FORMCHECKBOX 
NO
4. Should the onsite audience hear the Operator’s intro or just the phone audience?   Everyone  FORMCHECKBOX 
 Phone Audience Only  FORMCHECKBOX 

5. Should the onsite audience hear the Operator’s Q&A instructions or just the phone audience?   Everyone  FORMCHECKBOX 
 Phone Audience Only  FORMCHECKBOX 

 FORMCHECKBOX 
 CONFERENCE CONTROLS (web application that allows the HOST to view the participants and prioritize the Q&A) 


	

	
	SCRIPTING:
	 FORMCHECKBOX 
 Use Generic Opening Script: 

     Good day and welcome to the <company name>  <conference title> conference call. 

     Today's conference is being recorded. At this time, I would like to turn the 

     conference over to <Mr./Ms. Moderator>.  Please go ahead sir/ma'am...

 FORMCHECKBOX 
 Use “Feedline” Opening Script:
     Good day and welcome to the <company name>  <conference title> conference call. 

     Today's conference is being recorded. We will be joining the live

     conference momentarily.  Please stand by. . .

 FORMCHECKBOX 
 Use Custom Opening Script: 
 FORMCHECKBOX 
 Check here if you need customized Q&A scripting
 FORMCHECKBOX 
 Check here if you need customized Closing scripting

	

	
	Do you have any special instructions?
	
	

	
	
	


