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UNIVERSITY OF THE PUNJAB

INFORMATION TECHNOLOGY CENTRE

REQUISITION FORM
for availing Video Conference facility
	1. 
	Event Name
	

	2. 
	Event Date
	

	3. 
	Start time
	
	End time
	

	4. 
	Name of person submitting the request
	

	5. 
	Phone number of person submitting the request
	

	6. 
	Email address of person submitting the request
	

	7. 
	Department Name
	

	8. 
	Which of the following mode shall be used during presentation.

	
	· 
	PowerPoint slides

	
	· 
	DVD/ CD video disk

	9. Remote Location # 1

	i. 
	Remote site contact person's name:  
	

	ii. 
	Contact person's phone number:  
	

	iii. 
	Technical Contact Name:
	

	iv. 
	Technical Contact E-Mail:
	

	v. 
	Technical Contact Phone:
	

	vi. 
	Video conferencing system IP Address:
	


If there are more than one remote locations, kindly give the information against each location as in remote location# 1.

Signature & Stamp
of the Head of the Department
Contact Person:    Mr. Yassar Sajjad, 
      Senior Support Services Administrator/ Focal Person Video Conference
      Phone #.: 042-99231119, 042-99231656, 
      Email: yassar.itc@pu.edu.pk


UNIVERSITY OF THE PUNJAB
INFORMATION TECHNOLOGY CENTRE

STANDARD OPERATING PROCEDURE (SOP)

FOR AVAILING VIDEO CONFERENCE FACILITY
1. The department shall download the Requisition Form from the website www.pu.edu.pk/downloads/ 

2. The Department shall co-ordinate and gets information from the remote location to fill the Requisition Form.
3. Requisition Form duly signed by the Head of the Department shall be submitted to Director IT for availing the facility.
4. Director IT shall confirm the availability of the Video Conferencing Hall at the specified date and time.
5. Information Technology Centre shall take a test session with remote location one day before the event.
6. At the end of the conference the head of the department shall submit Completion Report to the Director IT.
7. All the Colleges/ Institutes/ Centres and departments of University of the Punjab can avail this facility without any charges (free of cost) where as outsiders have to pay Rs. 15,000/- (fifteen thousands only) to avail this facility. (in favour of Treasurer, University of the Punjab)






