	VOICE CONFERENCE BRIDGE SCHEDULING

1. Teleconference dates may be scheduled up to 3 months in advance.
2. A minimum of two work days prior notifications are required.
3. Teleconferences cannot be changed — only cancelled and rescheduled.

	ATTENTION: PEO AVN, PEO MSL & SPACE AND AMRDEC CUSTOMERS
PLEASE CONTACT YOUR ORGANIZATION FIRST FOR TELECONFERENCE RESOURCES

· PEO AVN Customers: Contact your help desk at (256) 313-4357
· PEO MSL & Space Customers: Contact your help desk at (256) 842-4357
· AMRDEC Customers: The only authorized Audio Conference Bridge services are those provided through the AMRDEC Conference team at https://tiny.army.mil/r/IN5F/

CONFERENCE REQUEST

TO BE COMPLETED BY THE REQUESTOR


MAJOR ORGANIZATION:


ACCOUNT CODE:
(Funding may be required for non-Army customers)


POC NAME:


POC PHONE/DSN #:


POC EMAIL:


DATE OF CONFERENCE:


START TIME:
(The 24 hour clock is used 00:00)


STOP TIME:
(The 24 hour clock is used 00:00)





OCCURANCE: SINGLE       DAILY       WEEKLY        MONTHLY


NUMBER OF OCCURANCES IF A DAILY, WEEKLY OR MONTHLY CONFERENCE:


NUMBER OF ATTENDEES:


HIGHEST RANK/GRADE ATTENDING:
(Conferences are subject to pre-emption IAW the highest rank/grade without prior notice)


REASON FOR CONFERENCE:


[bookmark: _GoBack]AESD submit the completed ticket to: NEC Redstone Arsenal –ITSSD Network/Switch Support- Telephone Operations Support.




