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SUBJECT
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SECURE VIDEO CONFERENCE REQUEST 
 Please fill out the form below and email it to the Naval Video Services (NVS) Video Telecommunications (VTC) Center at vtc-charleston@navy.mil or 

send it by fax to (843) 218-4851. 

NO
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END TIME TIME ZONESTART TIME

COMMAND ACTIVITY

COMPETENCY

DIVISION/BRANCH/COMPETENCY TELEPHONE EMAIL

ALTERNATE POC (Last Name, First, MI) DIVISION/BRANCH/COMPETENCY TELEPHONE EMAIL

CONFERENCE POC (Last Name, First, MI)

IF YES, WHAT IS THE FREQUENCY

If any of the following options are checked but don't apply to all sites, please note which sites the options apply to in the Comments/Additional 
Information field below. 

YES
RECURRINGDATE REQUESTED

CONFERENCE INFORMATION

POINT OF CONTACT/PHONEDIAL IN NUMBER
  

COMMAND/ACTIVITY/COMPETENCY
  

LOCATION/CITY

NOYES
FLAG LEVEL

SITE/PARTICIPANT INFORMATION 
Continue on page 2 if necessary
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COMMENTS/ADDITIONAL INFORMATION (Enter specific requirements)



  

INSTRUCTIONS
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START TIME - Enter the time you'd like the VTC to start. Note that 
there is a 25 minute set up time built onto the start time. If you need 
more time to set up, add on a few minutes.  
  
ALTERNATE POC - Please specify an alternate point of contact in 
case you aren't available 
  
VTC OPTIONS - If you select any of the options such as Flag Level, 
please explain why it is selected in the COMMENTS/ADDITIONAL 
INFORMATION section 
  
# OF PARTICIPANTS - List how many participants you think will be 
attending, keeping in mind that there is a limit of fifty attendees.  
  
COMMENTS/ADDITIONAL INFORMATION - If you check one of the 
VTC options please put why you checked it in the COMMENTS/
ADDITIONAL INFORMATION section at the bottom of the form . For 
example, specify if you have any person expected to dial in audio 
only. 
  
QUESTIONS OR PROBLEMS 
If you have questions or problems filling out the form or for support 
during a VTC, contact the NVS VTC Center at (887) 220-4VTC 
(4882), (843) 218-4242, DNS 588-4882 or email at  
vtc-charleston@navy.mil.  
  
SHOWING SLIDES? 
If there are any NMCI sites or sites that will be showing slides, please 
have a point of contact (POC) from that site contact the NVS VTC 
Center prior to the conference for testing.  
  
CONNECTING AND TESTING 
Please note that VTC conferences will be available thirty (30) minutes 
before the start time for connecting and testing and the audio bridge 
will be available ten (10) minutes before the start time. 
  
CANCELLATIONS 
If you have a last minute cancellation, or don't need your recurring 
VTC one week, please contact the NVS VTC Center using the above 
contact information. Include the date, time and the last four (4) digits 
of the dial in number for the VTC that is being canceled. This 
information will help us manage resources and make resources 
available to others. 
  
All conferences may be monitored for quality. 
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START TIME - Enter the time you'd like the VTC to start. Note that there is a 25 minute set up time built onto the start time. If you need more time to set up, add on a few minutes. 
 
ALTERNATE POC - Please specify an alternate point of contact in case you aren't available
 
VTC OPTIONS - If you select any of the options such as Flag Level, please explain why it is selected in the COMMENTS/ADDITIONAL INFORMATION section
 
# OF PARTICIPANTS - List how many participants you think will be attending, keeping in mind that there is a limit of fifty attendees. 
 
COMMENTS/ADDITIONAL INFORMATION - If you check one of the VTC options please put why you checked it in the COMMENTS/ADDITIONAL INFORMATION section at the bottom of the form . For example, specify if you have any person expected to dial in audio only.
 
QUESTIONS OR PROBLEMS
If you have questions or problems filling out the form or for support during a VTC, contact the NVS VTC Center at (887) 220-4VTC (4882), (843) 218-4242, DNS 588-4882 or email at 
vtc-charleston@navy.mil. 
 
SHOWING SLIDES?
If there are any NMCI sites or sites that will be showing slides, please have a point of contact (POC) from that site contact the NVS VTC Center prior to the conference for testing. 
 
CONNECTING AND TESTING
Please note that VTC conferences will be available thirty (30) minutes before the start time for connecting and testing and the audio bridge will be available ten (10) minutes before the start time.
 
CANCELLATIONS
If you have a last minute cancellation, or don't need your recurring VTC one week, please contact the NVS VTC Center using the above contact information. Include the date, time and the last four (4) digits of the dial in number for the VTC that is being canceled. This information will help us manage resources and make resources available to others.
 
All conferences may be monitored for quality. 
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