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TelePresence Meeting Request Form

	*Organizer (Your Name):
	     

	Phone:
	     

	Email:
	     

	Organization:
	     

	 FORMCHECKBOX 
 GOV
	 FORMCHECKBOX 
  IGO
	 FORMCHECKBOX 
  NGO
	 FORMCHECKBOX 
  UN
	 FORMCHECKBOX 
  Media Representative

	

	Meeting Title:
	     

	Meeting Date:
	     

	Meeting Start Time:
	     

	Time Zone (e.g., CET):
	     

	Meeting Duration (minutes):
	     


*Required: Please provide full contact details for organizer and ALL site coordinators.
SELECT TELEPRESENCE ROOMS (maximum of 4 rooms):  
	Once this meeting request is booked, a confirmation email will be sent. It is the responsibility of the Organizer to forward the confirmation email with meeting details to all participants. Cisco will ONLY send confirmation emails to the Organizer and listed Coordinators. 

	

	COP15 Room(s)
 FORMCHECKBOX 
 Yes, I need a room at COP15 event.

Number of participants 
at event: 

     

	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Organization:
	     

	
	Participants:
	     

	
	

	
	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Organization:
	     

	
	Participants:
	     

	

	WebEx session will be automatically included with any meeting that includes a COP15 room – Dial-in details for WebEx participants will be provided in the confirmation email.
Expected Number of WebEx Participants (Audio/Web-conference attendees): 
     
· 

	Does this meeting utilize Tandberg VC from one of the Danish Embassies?         FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

(If this is unknown, please skip or select “No”)
If you selected “Yes”, please list which location:  

       



UN Rooms Next Page (
	

	UN Room(s)
	· 

	 FORMCHECKBOX 
 Danish Ministry of Climate and Energy 

in Copenhagen 

(CTS-3000, 6 seats)
	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Participants:
	     

	

	 FORMCHECKBOX 
 UNFCCC in Bonn 

· (CTS-3000, 6 seats)
	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Participants:
	     

	

	 FORMCHECKBOX 
 UN HQ in 

New York
(CTS-3000, 6 seats)
	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Participants:
	     

	

	 FORMCHECKBOX 
 UNOG Geneva
· (CTS-3000, 6 seats)
	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Participants:
	     

	

	 FORMCHECKBOX 
 UNICC in Geneva
· (CTS-1300, 4 seats)
	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Participants:
	     

	

	 FORMCHECKBOX 
 UNEP in Nairobi 
(CTS-1300, 4 seats)
	Coordinator:
	     

	
	Phone:
	     

	
	Email:
	     

	
	Participants:
	     

	

	French Ministry Room(s)

	Room Name:       

	Coordinator:       

	Phone:       

	Email:       

	Participants:       


Cisco Rooms Next Page (
	*Cisco Room(s)

	ALL INFORMATION HERE IS REQUIRED. Only registered participants will be permitted to enter Cisco facilities.
All Cisco room participants listed will need to show proof of identity (passport, national ID card, government ID, UN ID card).

	Room Name:       

	Coordinator Name:      

	Phone #:       
	Email:       

	Principal Participant:      

	Citizenship:       

	Organization Represented:       

	Organization Address(City,State,Country):       

	Additional Participant(s)
	Citizenship

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	

	Room Name:       

	Coordinator Name:      

	Phone #:       
	Email:       

	Principal Participant:      

	Citizenship:       

	Organization Represented:       

	Organization Address(City,State,Country):       

	Additional Participant(s)
	Citizenship

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	

	Room Name:       

	Coordinator Name:      

	Phone #:       
	Email:       

	Principal Participant:      

	Citizenship:       

	Organization Represented:       

	Organization Address(City,State,Country):       

	Additional Participant(s)
	Citizenship

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	


*Click here for a list of Cisco rooms and addresses.

	Total Estimated Number of Meeting Participants:  
	     


Submit the completed form to cop15telepresence@cisco.com or call +1-4089024242.  Your request will be processed and confirmed by email once it is completed.
All meeting requests should be made a minimum of 48 hours in advance of meeting start time.
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