July 19, 2005
TO:
Site Host, MHSA Community Services and Supports Requirements Video Conference, Tuesday, July 19, 2005 
 

FROM:            Barbara Field, Executive Assistant, CiMH

RE:

Instructions and Responsibilities for Video Conference Site Hosts
The California Institute for Mental Health is sponsoring a one day video conference on Friday August 12, 2005, from 9:00 a.m. to 12:00 p.m. entitled:  “Mental Health Services Act – Community Services and Supports Plan Requirements.”
We are pleased that you will be participating in this Video Conference.  As Site Host for this training, there are a few steps you will need to follow to ensure that all goes well.

You will be contacted by Precision Videoconferencing Solutions to test your equipment.  It is imperative that equipment has been tested at least 24 hours in advance of the training.  If you do not test your equipment in advance, we cannot guarantee that you will be able to participate.  If you are not the technical contact for your site please provide us with their name and contact information immediately.
If you have any difficulty with your video conferencing equipment on the day of the Video Conference, please contact Precision Videoconferencing Solutions directly.    

Immediately after the video conference, please fax or mail the sign-in attendance sheet, evaluation forms, and any other paperwork to: California Institute for Mental Health, Attn: Barbara Field, 2125 19th Street, 2nd Floor, Sacramento, CA 95818, fax (916) 446-4519.  

We would like to thank you for taking on the responsibility of being a Site Host for this Video Conference.  If you have any further questions, please contact me at bfield@cimh.org or (916) 556-3480, ext. 106.
