UNIVERSITY OF CALIFORNIA, BERKELEY

LIBRARY PURCHASING

Phone: 510-643-1832             Fax: 510-642-6086

Zoom Conference Reservation Form

Please allow at least a week notice to schedule Conference Call 

Departments: Please completely fill out the form below. Do not leave any questions unanswered. Thank you. 
	Date of Request: 
     
	Requester’s Name: 
     

	Host Name:  
     
	Requester’s Phone Number: 
     

	Library unit to be billed: 
     
	Chart of Account String:  

     

	Authorization of Unit Head or Supervisor: 

	Name:
	     
	Signature:
	
	Date:
	     

	
	
	
	
	
	


To reserve a conference: 

	Date of Conference Call :
      
	Start Time: 
     
	Approximate End Time: 
     


Department selects option(s): 

	Date of Conference Call : 

     
	Start Time:
      
	Approximate End Time: 
     


For international participants, please supply names of countries they will be calling from: 

	1.     
	2.      

	3..     
	4.      


Cost for Zoom Calls
Instructions: 

Department completes the section above and faxes this form to 642-6086 or e-mail to purchase@library.berkeley.edu.  Department should call 643-1832 ahead of time to inform Library Purchasing that you are transmitting this form.  

Information Assigned by Library Purchasing: 
	7 Digit Access Code Number:            

	Chair Person ID Number:        


For Library Purchasing Use Only: 
	LIB #:        
	
	

	
	
	


