WEBCAST EVENT REQUEST

Wisconsin Department of Transportation

DT2239     8/2006

For a webcast presentation:

· The requester must reserve the event location.  When scheduling, include 2 hours for setup and 1 hour for tear down.  If off-site, your program may be required to cover travel related expenses incurred by webcast staff.

· If webcast staff are available on the date and time you have indicated, the event will be assigned to a webcast staff person, who will contact the requester identified below to discuss details.

· Complete this form and send it to E-Mail address:  DOT DL Webcast Form.
	Requester Name

     
	Area Code – Telephone Number

     
	Division / Bureau

     

	Event Date(s)

     
	Event Start Time

     
	Event End Time

     

	Estimated Number in Room Attendance
	Will questions be allowed?  Check all that apply

	     
	 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Yes, in Room
	 FORMCHECKBOX 
 Yes, Via Internet
	 FORMCHECKBOX 
 Polling

	Event Title

     

	Event Description

     

	Event Location – Include city, building name or address and room name or number

     


Technical contact at meeting facility is required if meeting is not at Hill Farms.

	Technical Contact Name

     
	Area Code – Telephone Number

     
	Technical Contact E-Mail Address

     

	Webcast Event Type – Choose One (Live is also recorded)
	Target Audience – Choose One


	 FORMCHECKBOX 
 Recorded ONLY
	 FORMCHECKBOX 
 Live – Estimated viewers      
	 FORMCHECKBOX 
 Public
	 FORMCHECKBOX 
 Internal Use Only

	Event Format – Choose all that apply
	Support Materials Required – Check all that apply

	 FORMCHECKBOX 
 Lecture, Number of Presenters:       
 FORMCHECKBOX 
 Panel, size:       
 FORMCHECKBOX 
 Roundtable, Estimated Participants:       
 FORMCHECKBOX 
 Training, Number of Simultaneous Presenters:       
 FORMCHECKBOX 
 Group Activity
	 FORMCHECKBOX 
 MS PowerPoint

 FORMCHECKBOX 
 VCR

 FORMCHECKBOX 
 Sound

 FORMCHECKBOX 
 Other Media:       
	 FORMCHECKBOX 
 Software Demo

 FORMCHECKBOX 
 DVD

 FORMCHECKBOX 
 Internet

	Web Address – URL – for any Support Materials

     

	Presenter Name(s)
	Presenter Title(s)
	Presenter E-Mail Address


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


