[bookmark: _GoBack]Procedures for Online Submission
 Of an IMM Audio/Visual (IMM-AV) Department AV Support Ticket


IMM–Audio/Visual Department Technical Support Hours of Operation:
8:30am – 5:00pm, Monday through Friday and in observance of any University Holidays/ Closures. Events that take place outside of normal listed business hours ARE REQUIRED to be requested at least one week in advance for consideration, and may acquire fees to cover expenses and potential overtime pay.


Submitting IMM-AV tickets in advance are required to help avoid scheduling conflicts. For smaller functions, both the IMM scheduling department and IMM-AV department require event coordinators submit an IMM–AV ticket a minimum of 5 business days prior to the date of the event.  For larger functions or functions that require multiple day, multiple room usage, multiple presentations, etc. both the IMM scheduling department and IMM-AV department require event coordinators submit an IMM–AV ticket a minimum of 4 – 6 weeks prior to the event date.




An IMM – AV request must be submitted online. Failure to do this will result in the removal of the IMM scheduling department “on hold” status and your booking will be forfeit. 





To submit an IMM – AV ticket, please visit the following site: 

http://med.uth.tmc.edu/msit/mshelp.htm   (or… click on images)






2. Select “Change Department”.


3. Choose and click “IMM-AV” on the drop down menu to complete and submit an IMM-AV ticket.




4. In your online request, please indicate the following:

Name of speaker and event title 
Date & time of event (please allow 30 minutes for AV set–up)
Coordinator contact information
Location of event (room #)
Will a PowerPoint presentation(s) be part of the event? (PC or MAC)
Will AV personnel need to be present for the event in question?
What equipment is needed for the event?
Projector
Laptop(PC)
Laser pointer
Microphone
Etc…








Please note that this action must be completed for each individual event/function/etc. or adequate A/V support may not be available.

Once submitted, an IMM–AV conformation will be sent to the IMM scheduling department which in turn will confirm your room reservation via email.    

Again, please note that if AV support is required for your function(s), your room reservation will not be confirmed until you have submitted the required IMM–AV ticket via the online submission system (link provided above).



In the event that a function is delayed, IMM scheduling department (x2461) and IMM - AV department (x3851) should be contacted as soon as possible so that, if feasible, scheduling and AV requirements may be adjusted to address the delay. 



In the event that a function is cancelled, the IMM scheduling department (x2461) and IMM - AV department (x3851) both require that a cancellation notice (e-mail) be submitted within all possibility no less than 1 business day prior to the scheduled event. Please note that failure to submit cancellation notices may have an effect on future room reservations and AV support.
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