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Webinar Request Form
Once you are confident that a Zoom Webinar is your actual requirement, please complete the following:
	Title
	



	Description
	



	Date
	



	Time of start
	



	Expected Duration
	



	Recurring?
If yes, details
	



	Contact email - Can be a group/admin email address
Eg. ‘Dept. of Engineering’ av-support@eng.cam.ac.uk
Users will see ‘Dept. of Engineering’ <no-reply@zoom.us> 
	



	Use Zoom Webinar for registration process?
	



	>1 attendee invite URL?
For tracking where people join from
Eg. social media v. Dept. website v. direct email
	

	Q&A Option
	




	Record the webinar
	




	[bookmark: _GoBack]Livestream webinar
Facebook or Youtube?
	






If the Zoom registration process is used, greater analytics and information from attendees can be gathered before the webinar - eg. location, company info, any specific question(s) we set
	Auto-approve
	

	Allow attendees to join from multiple devices
	

	Show social share buttons on registration page
	

	Create a poll 
	



LIST OF PANELISTS ON NEXT PAGE…

List of ALL panelists + email addresses
All those partaking in the event who require *camera, microphone, screen sharing, Q&A responding abilities
*Cameras & microphones need not be active if preferred/required
Name							Email address
Department of Engineering AV Support			av-support@eng.cam.ac.uk




























ONCE COMPLETE, PLEASE EMAIL TO AV-SUPPORT@ENG.CAM.AC.UK
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