NASA Voice Teleconferencing Services (VoTS) Reservation Form

Call in Reservation:  1-877-232-NASA (6272)

FAX in Reservation:  1-800-728-1300

Instructions for completing this form are found on the attached pages.  
Please download this form from the NISN web site and use Microsoft Word to complete.

	Section 1
	Required Information for all Conference Reservations

	NASA Site
	
	Call Leader
	
	Office Phone #
	

	Conference Contact 
	
	Office Phone #
	

	Call Date
	
	Call Time

(Indicate AM or PM):
	
	Time Zone

(of Call Leader)
	
	Duration
	

	Conference Title or Name
	

	Fax Conference Confirmation (Yes / No)
	
	Fax Number
	

	Email Conference Confirmation (Yes / No)
	
	Email Address
	

	Conference Type (Choose one)
	Unattended Service 

(Complete Section 2)
	
	Standard Service

(Complete Section 3)
	



	Section 2
	Unattended Service – Toll Meet Me or Toll Free Meet Me Access

	# Toll Access Ports

(Telephone connections)
	
	# Toll Free Access Ports (Telephone connections)
	
	Total # Ports Required (Telephone connections)
	


	Section 2.1
	Unattended Service Features

	Secured Call (Yes / No)
	
	Tone In (Yes / No)
	
	Standing Reservation (Yes / No)
	
	If Yes…

	Call Pattern
	
	Day of Week
	
	End Date
	



	Section 3
	Standard Service – Toll Meet Me, Toll Free Meet Me or Dial Out Access

	# Toll Access Ports

(Telephone connections)
	
	# Toll Free Access Ports (Telephone connections)
	
	# Dial Out Access (list names, phone numbers  & NASA site below)
	


	Section 3.1
	Standard Service Features

	Participant Screening (Yes / No) If Yes, list names below
	
	Enter / Announce (Yes / No)
	

	Roll Call (Yes / No)
	
	Standing Reservation (Yes / No)
	
	If Yes…

	Call Pattern
	
	Day of Week
	
	End Date
	


	Section 3.2
	Standard Service Special Instructions: (specify a script or protocol to be followed)

	

	

	

	


	Section 3.3
	Standard Service Participant Information (required for Dial Out Access and/or Participant Screening Feature)

	#
	Participant Name (provide phonetic pronunciation where necessary)
	Phone #
	NASA Home Site / Location

	1
	Call Leader (see instructions)
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	


Customer Support – For assistance with VoTS, please contact  the NASA Information Support Center (NISC) at 1-800-424-9920 or 544-4357 at MSFC.

NASA VoTS Reservation Form

Completion Instructions

All VoTS documentation is available at the NISN web site http://www.nisn.nasa.gov/Doc_Repos/vots/index.html.  This form is located at this site as a Microsoft Word document and should be saved to your computer to complete before faxing to VERIZON.  Also located at the NISN web site is a VoTS User’s Guide.  Please read the VoTS User’s Guide for complete information on scheduling and conducting voice conferences at NASA. 

Below is an explaination for the information required for each field on the NASA VoTS Reservation Form:

	Section 1
	Required Information for all Conference Reservations


NASA Site – provide the NASA Site for the Call Leader. 

Call Leader – provide the name of the Call Leader for the conference.

Office Phone# - provide the call leader’s office phone number.

Conference Contact – provide the name of the individual scheduling the conference if it is different from the call leader. 

Office Phone# - provide the conference contact’s office phone number.

Call Date – provide the date of the conference call.  If the conference will be a recurring conference (Standing Reservation), provide the beginning date of the conference.  

Call Time – provide the start time of the conference call and indicate if the time is AM or PM.  Example:  10:00 AM, 1:00 PM.

Time Zone – provide the time zone for the conference call.  This is the time zone for the call leader. 

Duration – provide the duration of the conference call.  Example:  1 hour, 30 minutes.

Conference Title or Name – provide a title or name for the conference.  

Fax Conference Confirmation – choose Yes if a conference confirmation is required via fax.  Choose No if not required by fax.

Fax Number – provide a fax number if a conference confirmation was requested via fax.

Email Conference Confirmation -choose Yes if a conference confirmation is required vis email.  Choose No if not required by email.

Email Address – provide an email address if a conference confirmation was requested via email. 

NOTE:  NASA recommends that VoTS users request a written confirmation for all conferences scheduled and check this confirmation for accuracy.  Choose either fax, email or both methods.

Conference Type – please choose one of the conference types listed.  A brief explaination follows and more information is available in the VoTS User’s Guide:

Unattended Service – An Operator is available for technical assistance by pressing *0 on your telephone keypad but does not assist with the initiation or direction of the conference.  Access type available is by either Toll Meet Me or Toll Free Meet Me or a combination of both methods:

Toll Meet Me – a participant joins the call by using a toll phone number and entering a pass code on his or her telephone keypad.

Toll Free Meet Me – a participant joins the call by using a toll free phone number and entering a pass code on his or her telephone keypad.

Standard Service – An Operator will greet and announce the NASA participants as they join the conference.  The Operator will monitor the conference for quality and can be called for assistance by pressing *0 on the telephone keypad.  Access to this conference type is by either Toll Meet Me, Toll Free Meet Me or Dial Out or a combination of these methods.

Toll Meet Me – participants join the call by using a toll phone number and the Operator will greet them and announce them into the conference.  If the feature Participant Screening has been requested, the Operator will check the participant’s name against an approved list provided by the Call Leader before entering him or her into the conference.

Toll Free Meet Me – participants join the call by using a toll free phone number and the Operator greets them.  If the feature Participant Screening has been requested, the Operator will check the participant’s name against an approved list provided by the Call Leader before entering him or her into the conference.

Dial Out – participants are contacted by the Operator and announced into the conference.  If the Operator cannot reach the participant, instructions to enter the call will be left on voice mail.

	Section 2
	Unattended Service – Toll Meet Me or Toll Free Meet Me Access


# Toll Access Ports (telephone connections) – provide the number of ports or telephone connections required for partcipants joining the call using a toll number provided by the conference facility.

# Toll Free Access Ports (telephone connections) - provide the number of ports or telephone connections required for partcipants joining the call using a toll free number provided by the conference facility.

Total # Ports Required (telephone connections) – provide the total number of ports or telephone connections required for all participants joining the call.  This should be the addition of toll access ports + toll free access ports.

	Section 2.1
	Unattended Service Features


Secured Call  - choose Yes to request the ability to secure or “lock” the call, choose No if this feature is not required.

Tone In – choose Yes to request that a tone signal the entry of a participant, choose No for silent entry of participants (NASA does not recommend this choice).

Standing Reservations – choose Yes for a recurring conference, choose No for a one-time conference.  

· If Yes, then provide the following additional information:

Call Pattern – indicate the call pattern for the recurring conference.  Example: daily, weekly, monthly, etc.

Day of Week – indicate the day of the week the conference is scheduled to occur.

End Date – indicate the ending date of the standing reservation.

	Section 3
	Standard Service – Toll Meet Me, Toll Free Meet Me or Dial Out Access


# Toll Access Ports (telephone connections) – provide the number of ports or telephone connections  required for partcipants joining the call using a toll number provided by the conference facility.

# Toll Free Access Ports (telephone connections) - provide the number of ports or telephone connections  required for partcipants joining the call using a toll free number provided by the conference facility.

# Dial Out Access – provide the number of participants that will require Dial Out access.  An Operator will contact each participant to join them with the call.  List the names, phone numbers and NASA site in Section 3.

	Section 3.1
	Standard Service Features


Particpant Screening – choose Yes to request that an Operator greet participants and check their approval to enter the conference using a list provided by the conference leader.  Provide a list of approved participants Section 3.  Choose No if this feature is not required.

Enter / Announce – choose Yes to request that an Operator greet participants and announce their entry into the conference.  Choose No if this feature is not required.

Roll Call – choose Yes to request that the Operator perform a roll call before turning over the conference to the call leader.  Choose No if this feature is not required.

Standing Reservations – choose Yes for a recurring conference, choose No for a one-time conference.  

· If Yes, then provide the following additional information:

Call Pattern – indicate the call pattern for the recurring conference.  Example: daily, weekly, monthly, etc.

Day of Week – indicate the day of the week the conference is scheduled to occur.

End Date – indicate the ending date of the standing reservation.

	Section 3.2
	Standard Service Special Instructions: (specify a script or protocol to be followed)


Standard Service - Special Instructions – specify any special instructions to be performed by the Operator for Standard Service Conferences Only.  

	Section 3.3
	Standard Service Participant Information (required for Dial Out Access and/or Participant Screening Feature)


Standard Service - Participant Information – complete this section for all Dial Out participants and if the Participant Screening feature is requested.  

Note:  Since the Call Leader is listed in Section 1 it is not necessary to list him or her in this section unless Dial Out access has been requested and the phone number listed in Section 1 is not the phone number to be used to reach the Call Leader at the time of the call.  For example, if the Call Leader will take the call in a conference room and not in his or her office, then list the phone number of the conference room in this section.

Participant Name –provide the name of each participant and a phonetic pronunciation where necessary.  This information is required for Participant Screening feature and if the access type is Dial Out.
Phone # - provide the phone number where the participant may be reached at the time of the conference.  This information is required if the access type is Dial Out.

NASA Home Site / Location – provide the participant’s NASA home site or location.  This information is required if the access type is Dial Out.

Note on International Participants:  Since VERIZON toll free phone numbers are accessible from the United States, Canada, Puerto Rico, or the U.S. Virgin Islands, many international participants may not be able to join a voice teleconference using the Access Type of Toll Free Meet Me.  There are two solutions available:

1. The call leader can request a toll phone number for the international participant to use to join the conference.  In this case, the international participant will be paying long distance charges to access the conference.

2. The call leader can request that an VERIZON Operator Dial Out to the international participant to join the conference.  In this case, the call leader will supply the conference facility with the name and telephone number of the international participant.  Approximately 10 minutes prior to the start of the conference the VERIZON Operator will Dial Out to the international participant using the telephone number provided by the call leader.  If the Operator cannot reach the international participant, he or she will leave a voice mail with instructions on how to join the conference.  The phone number left on the voice mail (+319-375-1930) is a collect phone number paid by NASA.  Shortly after the international participant calls the conference facility, an VERIZON Operator will then Dial Out again using the telephone number provided and connect the international participant with the conference.  
Individuals located in Russia using the MSFC telephone system (256-961-XXXX) are able to call the conference facility using toll free telephone numbers.  Thus, these individuals are able to join a teleconference using the Access Type of Toll Free Meet Me and do not require Dial Out Access.  
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