Setting up the Conference

Reservations are required during normal business hours.

e Reservations are made on a first come, first served basis.
e Reservations can be made up to eight weeks in advance. They will also be taken immediately prior to the
conference, if conference space is available.
e Standing reservations can be accommodated on a weekly or monthly schedule.
e To make reservations call the State Operator at (360) 902-3310. Please provide:
Your name
Number of people in your conference
Date
Time
0 Anticipated length of call
e The originator is responsible for notifying all participants in advance of the scheduled conference call.
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Cancellations/Rescheduling/ Modification:

Cancellations and rescheduling must be made 1 hour before the conference call is initiated to avoid charges.

To modify a conference call, allow 1 hour before the conference call begins.

Adjustments:

All customer requests for credit must be processed through the requesting agency’s Telecommunications Coordinator.
Conference Call Tips:

The State Operator provides you with the information necessary for your conference. Conference calling instructions are
available from the State Operator at (360) 902-3310.

The busiest times for conference calls are between 10:00-11:00 a.m. and 1:30-3:30 p.m.

Six-Party Conference Call: If your local telephone service is provided by DIS, you can set up a SCAN party conference
call yourself for parties of up to six participants. Your Telecom Coordinator can advise you as to whether you have this
capability available at your location.

State operators (360) 902-3310
ServiceDesk@dis.wa.gov (360) 753-2454 or 888-241-7597
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