

 Email Reservation Form


All email reservations must be submitted at least 24 hours in advance


Please download this form if you intend to use it in the future


Please complete as many fields as possible


Please send completed form to the email listed below


Additional information will be obtained by an event coordinator if necessary





RESERVATIONS EMAIL:  		� HYPERLINK "mailto:" ���conf@mymeetings.com








Company Name:�
�
Authorization Code:


**Mandatory**�
�
�
Conference Leader:�
�
Conference Leader Phone Number:�
�
�
Conference Leader Email:�
�
�
Mailing Address (new leaders only):�
�
�
Contact Name: �
�
Contact Phone Number:�
�
�
Contact Email or Fax:�
�
Billing Reference or Cost Code:�
�
�
INSTANT MEETING RESERVATIONLESS CONFERENCE:�
�
Maximum # of Participants


(Increments of 10, up to 100):�
�
Entry Method:  Tone In, Silent, or Announce    


(Announce requires name record on):�
�
�
Quick Start “ON” means the first party to call in will start the call; “OFF” means the leader pass code must be entered to start the call. [On or off]:�
�
Auto-Continuation (Call can continue after leader disconnects) [On or Off]:�
�
�
�
�
Name Record – “ON” means a prompt will ask the caller to record their name; “OFF” means there will not be a prompt. [On or off]:�
�
�
For what countries do you want dial in numbers (or all)? Toll or Toll-free (or both)?�
�
COORDINATOR ASSISTED CONFERENCE DETAILS:�
�
Conference Date:�
�
Conference Time: �
�
AM or PM:�
�
�
Recurring (List Pattern):�
�
Time Zone:�
�
�
Conference Type: Rapid Entry / Voice Capture / Web RSVP / Pin Entry Plus�
�
Estimated Duration:�
�
�
Entry Method: Tone In / Silent / Music on Hold�
�
Q&A Session (Yes or No):�
�
�
Participant list: Other than name, is there any other information you’d like us to collect? Ex: company or City/State�
�
Email participant list to:�
�
�
Record call (Yes or No):�
�
Downloadable recording file:�
�
�
Instant Replay (Yes or No):�
�
Instant Replay available until (date):�
�
�
Transcript of call: 


(If so, specify 24- or 48-hour turnaround time)�
�
Email transcription to:�
�
�
Participant count:�
�
Total # of Participants:�
�
�
�
�
For what countries do you want dial in numbers (or all)? Toll or Toll-free (or both)? �
�
Net Conference:�
�
Net conferencing (WebEx):�
�



Record net (Yes or No):�



�
�
FTP download or Net replay:�
�
Email FTP download to:�
�
�
Comments:�
�
�
�









