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Your EventMEET Enhanced Booking Confirmation
	Company:
	IBM Australia

	Main Contact:
	Mei Peng Pang
	Position:
	Event Organiser

	Conference Title:
	RBD/EGL Technical (Virtual) Workshop - Foundations 

	Date:
	07/07/08

08/07/08

09/07/08

10/07/08

11/08/07

	Time:
	12:00pm & 4:00pm
	Duration:
	60 minutes

	Number of lines:
	100


	Requested Features:
	 FORMCHECKBOX 
 Q&A              FORMCHECKBOX 


 FORMCHECKBOX 
 Voting/Polling      FORMCHECKBOX 


 FORMCHECKBOX 
 Participant List    

 FORMCHECKBOX 


 FORMCHECKBOX 
 Listen Only    FORMCHECKBOX 
 Notification  FORMCHECKBOX 
  

 FORMCHECKBOX 


	
	Recording:  FORMCHECKBOX 
 Audio    FORMCHECKBOX 
 Replay   FORMCHECKBOX 
 to CD   FORMCHECKBOX 
 FTP

 FORMCHECKBOX 
 No Record
*Requested Recordings and Reports will be made available after your conference.

	Speaker Information:
	TBC

	Rehearsal:
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No                                                         
	Date:
	N/A
	Time:
	N/A


Accessing an EventMEET Enhanced Conference Call

Speakers/moderators should join the actual conference at least 15 minutes prior to start time using one of the dial in numbers listed below.  You will be greeted and asked for your confirmation code (listed below) and your name.  You will then be placed into a private pre-conference where a lead operator will conduct final checks and run through call flow.  You can request a post-conference to review your event.
Participants 5-10 minutes prior to the start time should dial a telephone access number (listed below).  They will be greeted by an Operator and asked for their confirmation code (listed below).  Additional information as outlined at the time of booking will also be gathered, if required. Participants will be placed in listen-only mode with music until the moderator or speaker starts the conference.
	Confirmation Code
	6099290


	Moderator Dial-in (Local):
	+ 61 2 8113 1427

	Participant Dial-in (Local):
	+ 61 2 8113 1426

	Moderator Dial-in (1800):
	1800 556 270
	Participant Dial-in (1800):
	1800 554 798

	Dial in Numbers (Int’l)
	See below for specific International Toll Free Country access.

	Location
	Number
	Location
	Number
	Location
	Number

	Belgium
	0800 110 80
	Indonesia
	00180 3061 31022
	South Korea
	00798 613 60978

	Canada
	1800 332 0991
	Italy
	800 870 984
	South Africa
	0800 980 395

	China North (CNC)
	10800 6400 091
	Japan
	0053 1250 084
	Sweden
	0207 970 75

	China South (CT)
	10800 2640 090
	Malaysia
	1800 812 876
	Switzerland
	0800 567 893

	France 
	0800 917 625
	Netherlands
	0800 0227 213
	Taiwan
	00801 615 166

	Germany
	0800 182 5453
	New Zealand
	0800 450 585
	Thailand
	001800 613 0987

	Hong Kong
	800 901 587
	Philippines
	1800 1110 0767
	UK
	0808 234 8407

	India*
	000 800 100 6486
	Singapore
	800 6163 105
	USA
	1866 839 8029


*Indian ITFN access requires BSNL or MTNL as the participant’s carrier
Do you need to add visuals to your event?
To compliment your audio conference, you might need to present slides and visuals via your computer over the internet. Please speak to your Event Manager about Optus Business Conferencing’s WebMEET web conferencing service. 
Important Details to Note for your Event
Please find below some useful guidelines to assist you with your conference event.   Your point of contact for these items, is your Event Manager.

	
	Task
	Completion Date

	Dial-Out
	Please provide list of attendees, moderator(s) and speakers that require dial-out 3 days prior to the conference date
	3 days prior

	Scripting
	If you require customised scripts, these need to be provided to your Event Manager 24 hours prior to your conference
	24 hours prior

	CommLine 
	If you require a ‘behind the scenes’ link to an additional operator, you will need to nominate a colleague to take on this task during your conference.
	24 hours prior

	Notifying Attendees
	If you require us to send out on your behalf email, SMS or voice message invitations or reminders, you will need to provide us with the following:

· Type of notification – invitation, reminder or thank you (or a mixture of both

· Method of delivery – email, SMS or voice message (or a mixture of all)

· List of attendees and their contact details (email / phone)

· Time and date of each notification to be sent
	3 days prior

	Non-approved attendees
	If you require specific people to be prohibited from joining your call, you will need to provide us with a list of those names/companies 24 hour prior to the conference.
	24 hours prior

	Non-approved Q&A attendees
	If you require specific people to be prohibited from joining your Question & Answer session (i.e. media, staff), you will need to provide us with a list of those names at least 24 hours prior to the conference.
	24 hours prior

	Web Conference
	If you will be using WebMEET as a presenter it is recommended that you use Internet Explorer and that your documents are available in PowerPoint.
	24 hours prior


The above items require your ongoing attention and input prior to the start of the conference to ensure the success of your event.

Your Conference Replay Information 

Accessing Your Audio Replay

If you have requested a conference audio replay, your replay will be available approx. 2 hours after the conference call (depending on the length) and will be available for up to 30 days. To access the replay, dial a telephone access number (listed below) and enter your replay passcode followed by “#” key. Instructions on how to control the replay include:

Press 5 to RESTART the replay


Press 8 to PAUSE

Press 7 to REWIND 30 seconds 


Press 9 to FAST FORWARD 30 seconds

You can hang up at any time to conclude the replay.

	Replay Dial in Number (1800)
	1800 008 585

	Replay Dial in Numbers (Int’l)
	See below for specific International Toll Free country access

	Location
	Number
	Location
	Number

	Belgium
	8001 1797
	Netherlands
	08000 232 153

	Canada
	1866 4783 460
	New Zealand
	0800 174 159

	China North (CNC)
	10800 611 0041
	Singapore
	800 616 2127

	China South (CT)
	10800 361 0086
	South Africa
	0800 993 543

	Denmark
	8088 1373
	South Korea
	00798 612 1058

	France
	0800 904 160
	Sweden
	020 792 274

	Germany
	0800 181 3763
	Switzerland
	0800 564 016

	Hong Kong
	800 966 697
	Taiwan
	00801 232 352

	India
	000 800 100 6647
	Thailand
	001800 612 1065

	Indonesia
	0018 0306 12086
	UK
	0800 169 7301

	Japan
	0066 3386 1031
	USA
	1866 846 0868

	Malaysia
	1800 181 061
	
	


	Replay Passcode
	6099290


For more information on scheduling your next event, please contact your dedicated Account manager.
OPTUS CLIENT SUPPORT:  1300 132 004 or +61-2-9338-8863 or email reservations@optus.com.au

______________________________________________________________________________________________________________________

Confirmation EventMEET Enhanced– AU NSW

                   Confirmation prepared 20/06/2008
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