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VTC Request
fort knox
11.0.0.20130303.1.892433
VIDEO TELECONFERENCE REQUEST
SECTION I - GENERAL
2. CONFERENCE TITLE:
3. VTC DATE:  (Use dropdown box to enter date)
5. VTC Start Time:
7. FLAG LEVEL:
8. CONVENER'S NAME:
9. CONVENER'S E-MAIL:
10. CONVENER'S TELEPHONE:  COMMERCIAL:
DSN:
11a. VTC TYPE 
(select the desired options):
What type 
(i.e., slides, DVD) ?
b. Collaboration:
c. Classified: 
SIPR Locations in the LTB Maude Complex, Bldg. 6434 only.
12. Will you have telephone participants?
How many telephone lines?
16.
13.
14.
17.
15.
VTC TECHNICAL POC NAME,
E-MAIL ADDRESS, AND
TELEPHONE NUMBER:
ENDPOINT
NUMBER:
ENDPOINT
LOCATION:
SITE ID/GVS/IP
SENIOR ATTENDEE'S NAME:
(if available or applicable):
YOUR LOCATION
ENDPOINT 1
ENDPOINT 2
ENDPOINT 3
ENDPOINT 4
ENDPOINT 5
Note:  For assistance or additional information contact Headquarters, U.S. Army Human Resources Command, PERSINSD, Tech  Div, Network Br., VTC
        Office at (502-613-7800 or 7801).  After completing this form, please e-mail to usarmy.knox.hrc.list.vtc@mail.mil. For quality assurance VTC
calls may be monitored.
1. 
6. VTC End Time:
Minutes:
(EASTERN) Hours
Minutes
4. " Is the VTC a recurring event?":
Hours:
ENDPOINT 6
NAME:
(If Yes, please complete the recurring schedule on page 2, item 18)
ENDPOINT 7
ENDPOINT8
ENDPOINT 9
(Network Enterprise Center)
(Recruiting Services Network)
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SECTION II - VIDEOCONFERENCING TIPS
Here are some helpful tips to make sure your VTC goes smoothly:
1. Remember to mute your audio when not speaking. Check to see if your system is muted by looking for the "Muted Mic" symbol at the top right of the 
window. Mute it by using the mute button located on the remote control or at the bottom right-hand corner on the AMX controller.
2. Check your self-view to see if your camera is pointing toward you and if your room is too bright or not bright enough.
3. If you have a table microphone, place it at least four feet away but not more than fifteen feet away from the participants. It does not have to be 
right in front of the person speaking.
4. Please do not move the microphones. This creates disruptive noise and can severely degrade the audio quality of your VTC.
5. Speak in a normal, clear voice. Avoid whispering. Yelling is unnecessary.
6. Give participants time to respond.
7. Have presentation items (slide decks, forms, etc.,) in all the appropriate party hands prior to the VTC. If collaboration (sharing slides)  is needed,
please advise the VTC Office well in advance of the conference. Certain settings need to be selected for this option.
8. The VTC Office needs to receive the VTC request no later than 3 working days prior to the date of the VTC.  Some external VTC bridges 
require more advanced notice (7 days prior) and will not add additional site IDs if not receive by the required date.
9. The convener of the VTC must reserve the appropriate conference room.
10. Provide feedback to the VTC Office after your VTC. This will help us gauge our service and improve your VTC experience.
SECTION III - FOR ADMINISTRATIVE USE ONLY
LAYOUT NOTES, COLLABORATION, GENERAL NOTES, AND/OR AFTERACTION REVIEW:
19. REMARKS AND/OR CHANGES TO PREVIOUSLY REQUESTED VTC:
18. Recurring VTC:
Recurrence pattern
Daily
Weekly
Monthly
Yearly
Recur every
week(s) on:
Start:
End:
Sunday
Thursday
Monday
Friday
Tuesday
Saturday
Wednesday
Range of recurrence:  Use dropdown boxes for calendar date:
Start:
End after:
End by:
occurrences
Sunday
FK LCES2 V9.0
Page 2 of 3
FK FORM 5125, FEB 2016
SECTION IV - INSTRUCTIONS
Please fill in this form to the best of your knowledge. To help expedite your reservation, please submit this form 3 working days prior to the conference 
start time. 
2.  Conference Title:  Please enter the subject of your meeting. If you do not know the subject, please enter the senior attendee's name.
3.  VTC Date:  Please select the date you wish the VTC to be performed. 
5.  VTC Start Time:  Please select the starting time of the VTC:  Only use eastern standard time. You may put your time zone in the remarks section on
page 2.
6.  VTC End Time:  Please select the end time of the VTC.
7.  Flag Level:  Will a flag officer be attending? Enter the flag officer's name.  COL(P) and above.
8.  Primary Convener:  This is usually the person coordinating and scheduling the VTC. Please enter his or her name here.
9.  Primary Convener's E-mail: Please enter the point of contact's e-mail address and include any other e-mail addresses that may be needed.
10. Convener's Telephone:  Please enter the primary convener's commercial and DSN (if applicable) telephone numbers.
11. VTC Type:  Check the box for the desired VTC options.
       a. 1)  Video-switching: This type of VTC will show only the speaking endpoint. When another site speaks, that location will then appear in the picture.  
           2)  Continuous presence: This is what would be considered the "Hollywood Squares" or "Brady Bunch" on-screen presentation. All sites
participating will show up on the screen in a separate picture so they can be viewed at the same time.
       b.  Collaboration:  This option gives you the ability to share and collaborate on documents such as Power Point and Word documents. Only select
this option if you are definitely sharing documents and video.
       c.  Classified:  Classified VTCs can be scheduled using GVS or secure IP.  The convener is responsible for the physical security of the
conference room, validating personnel security clearances, and clearing the conference room of all material after the call has ended.
12.  Will you have telephone participants?  Check yes if you wish to have participants dial-in telephonically. We suggest using a conference phone that
has muting capabilities. Please add number of lines needed.
Note: No cell phones allowed.
13.  Endpoint Number:  Use a single row for each endpoint, i.e. VTC site needed.
14.  Endpoint Location:  Please put convener's site in MY LOCATION. Include room number and name if possible.
15.  Senior Attendee's Name:  Enter the name of the senior attendee at that specific site.
16.  VTC Technical Point of Contact:  Enter the name, e-mail address, and telephone/cell phone number of the person who will be on site during the
17.  Site ID:  Enter the site ID/GVS/IP if available or applicable. (Site IDs are provided by the HRC VTC Office.)
19.  Remarks and/or changes to previously requested VTC: Changes to the date/time, location, cancellation, adding and/or removing endpoints, etc., 
need to be listed.
Note 1:  The HRC VTC does not reserve/schedule conference rooms for participants. Please contact the person or group that owns, or is closest to, the 
physical location of the conference room.
Note 2:  The Video Conferencing Request to be received at the VTC Office, no later than 3 working days prior to the conference start date. Some external 
VTC bridges require more advanced notice (as much as 7 days prior) and will not add any additional (late) site IDs.  The VTC Office cannot guarantee
resources will be available on networks external to the RSN.  Early submission of requests can help guarantee resources will be obtained.
1.  Networks:  Please select the appropriate network.
4.  Is the VTC a recurring event?  Please select yes or no from the drop down box.
18.  Recurring VTC:  Please select recurrence drop downs and check boxes to schedule recurring event(s). 
VTC
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