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 TRACC Collaboratory Event Planning Checklist

	Checklist Item 
	Descriptive Detail 

	Title of Event 
	

	Description of Event 
	(brief description of event and type of event)

	Date(s)and Time Requested 
	· 

	User/Requestor Contact Information 
	Name:   


Email:  


Phone:


FAX:    

	Conferencing Site(s) 

(Note: Foreign National visitors to TRACC require prior Argonne approval/clearance []) 
	Main Site Location:

# of Attendees:

Technical Contact (name, email, phone)

Remote Site Location:

# of Attendees:

Technical Contact (name, email, phone)

Remote Site Location:

# of Attendees:

Technical Contact (name, email, phone)

(Please add lines for additional sites

	TRACC Scheduling/Technical Contact(s) 
	tracc-collaboratory@anl.gov or 630.578.4250 

	TRACC Collaboratory Conferencing Capabilities 
	· Adobe Acrobat Connect: standard browser, one-to-many environment; low bandwidth requirement 

· H.323-based Video Conferencing –-multi-site interactions with data sharing (HD video available); higher quality, higher bandwidth requirement 

· AccessGid Nodes – multi-site interactions with data sharing; multiple participants with multiple streams at each site; highest quality, highest bandwidth requirement 

· Combined Videoconferencing and Adobe Connect TRACC Collaboratory can accommodate a combination of differently equipped sites to best enable collaborative sessions 
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