ON-LINE PUBLIC MEETING BEST PRACTICES

June 11, 2020 - 9:45 am | Zoom USA



SCAN

STATES OF CALIFORNIA
AND NEVADA CHAPTER

WWW.SCANNATOA.Org

June 11, 2020 - 9:45 am | Zoom USA



STATE OF CALIFORNIA
EXECUTIVE ORDER N-25-20

...limitations upon attendance at public assembles,
conferences, or other mass events...

June 11, 2020 — 9:45 am | Zoom USA



STATE OF CALIFORNIA
EXECUTIVE ORDER N-25-20

...d local legislative body or state body is authorized
to hold public meetings via teleconferencing...

June 11, 2020 — 9:45 am | Zoom USA
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ON-LINE PUBLIC MEETING BEST PRACTICES
Platforms to be discussed...

* GoToMeeting

e GoToWebinar

 Microsoft Teams and Teams Live events combined with
AT&T Conference Bridge

* Cisco WebEx meeting & WebEx Events

e Zoom Webinar combined with Global Meet Bridge
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ON-LINE PUBLIC MEETING BEST PRACTICES
Today’s speakers...

TONY RUGGIERI & SARAH GORMAN
City of Santa Barbara

JACK CHIN
City and County of San Francisco

MICHAEL D. SMITH
City of Torrance
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ON-LINE PUBLIC MEETING BEST PRACTICES

TONY RUGGIERI
City of Santa Barbara

SARAH GORMAN
City Clerk Services Manager
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Virtual Meeting Background
e Stay at Home Order came from the State March 19
 Last normally televised meeting was March 24.
e GoToWebinar implemented April 7.
 Since April 7 City has televised, streamed and recorded 50 plus
meetings virtually
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Brown Act and Legal Considerations

e Governor’s Order that stated that the meetings could be
closed to the public and could be done electronically.

e City permits members of the media to be on site.
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CITY COUNCIL MEETING
May 27, 2020

GoToWebinar Selection
* LogMeln
e GoToWebinar, GoToMeeting, GoToTraining, OpenVoice
e Demo for City Staff
e 90 days for free




SCAN

STATES OF CALIFORNIA
AND NEVADA CHAPTER

Virtual Meeting Set-Up

* Mayor and City Administrator participate from Council Chambers
using webcams

* This proximity allows for easy communication between them during a
meeting to deal with any logistics or issues that arise during meetings.

* All other staff, councilmembers and the public participate remotely.

 We are prepared to have people participating in-room and remote
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GoToWebinar Features

Parks and Recreation Commission
May 13, 2020

OFFICE OF THE CITY ATTORNEY

COVID-19 TEMPORARY EVICTION MORATORIUM
ORDINANCE

Expiration and Payback Period

* Roll Call
* General Business

* Ceremonial ltems

* Consent Items

+ Street Tree Advisory Committee Items
+ Administrative and Staff Reports

» Old Business

* New Business

* Adjournment

24 panelists

1000 attendees (can expand to 3000)

We have all panelists log in 1 hour before meeting to test

Attendees must register before the meeting and raise their virtual hand
Attendees must have a smart phone to participate

Attendees come into the webinar muted - Audio only — no webcams
Staff reads the name of public speakers

Staff developed a 3 minute countdown timer for public comment



You Have 3:00 Minutes to Speak

No Time Remaining

3:00 2:30 2:00 1:30 1:00 0:30 0:00



You Have 3:00 Minutes to Speak

No Time Remaining

3:00 2:30 2:00 1:30 1:00 0:30 0:00
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GoToWebinar Features cont...

6 webcams can be active on screen at one time

We thought this would be a limitation - in practice it works like a request to speak button
The 6 camera limit has helped to moderate and provide some order to the meetings
Goal was to make these virtual meetings as close to the in-person meetings as possible
All votes are done as a roll call

Need 4 staff for every Council meeting. Moderator, Clerk, PowerPoint, Tech Staff

Sent out a training bulletin to all staff on best practices on participating in a GTW



City Council - April 14, 2020 o od
Watch later Sharei_
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OFFICE OF THE CITY ADMINISTRATOR

COVID-19 UPDATE

April 14, 2020
» o) 3:04:46/317:52 SantaBart A B & Youlube 3F

MORE VIDEOS
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MORE VIDEOS
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MORE VIDEOS

P o) 9:32/35310
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Watch later Shar%_

Single Family Design Board - May 26, 2020

Roll Call

Commission Members:

Brian Miller, Chair
Lisa James, Vice Chair
Jan Ferrell
Joseph Moticha
Robert Richards
Fred Sweeney

Jonathan H. Ziegler
MORE VIDEOS



Single Family Design E
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MORE VIDEOS




City Council Budget Hearing () el

Watch later Shars
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CITY COUNCIL MEETING
May 27, 2020

XN OF 3
A

Call to Order

Pledge of Allegiance

Public Comment

Fiscal Year 2021 Recommended Operating and Capital Budget
® Library Department

® Public W s Department

Adoption of Emergency Economic Recovery Ordinance

Adjournment

MORE VIDEOS
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Lot Gomman, Clly Ok Sevwm Mamager

CITY COUNCIL MEETING
June 2, 2020

Call to Order

Pledge of Allegiance
Public Comment
Consent Calendar

Fiscal Year 2021 Recommended Operating and Capital Budget
-

Adjournment

MORE VIDEOS

P ) 33405/8:3506 & YouTube 2
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MORE VIDEOS
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Equipment / Technical Considerations

Added 2 new computers and scan converters into our broadcast equipment in the control room

We also made modifications to the audio system in our 2 wired meeting rooms to eliminate feedback loops
when we have a combination of remote participants and in-room participants

Strongly encourage everyone to have wired headphones and microphone

Audio is key. Can participate in a meeting without someone’s video, but must have good audio.

Sometimes computer audio has issues, so we always can switch people over during the meeting to use their
telephones to connect
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JACK CHIN
City and County of San Francisco

San Francisco Government Television tv
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SF is a City & County
Ao Ve o CHER TR e Board of Supervisor —with 7 Committees
e 66 plus Boards and Commissions
e SFGovTV covers 34 Board and Commission meetings




Microsoft Teams and Teams Live Events
e Office 365 subscription
* Active Directory integration
 Ease of roll-out, part of Office365
 No additional installation per users
* No additional cost solution for CCSF

MS Teams Live Events for Board of Supervisors and Commissions
* Up to 10K viewers
 Close captioning built in
e Automatic Translation for up to 6 different languages
 Production switching environment
 Live Webcast without SFGovTV for meetings we don’t cover




The Broadcast Team sentafeed of

- the Audience view froma
SC AN MS Teams Live Event Workflow dedicated computerto a

Frame Sync /Scan Converter

« ® ® Frame - Preduction [
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Online External Audience CCSF
via Teams Live Events Website

—_——_—1——— — — —

Teams Live Event Cable TV Channels26 & 78

Producer

I
| | The Producer switched
] between Desktop share
-E—_——_—_—_—_— - — ("Conwversation View”) and an
individual's video ("Speaker
View") duringthe event

Meeting Chat & Emoji’'s used
to emulate "Hands Up*”

AT &T Patched into
Teams Live Event (|

=t
I L. @ S —_— The presenters sharestheir
.. Desktop with the Preduction
i > Meeting full screen so that
AT & T Bridge San Francisco Board of i RS
: . you're seeing the "active
Admin Workstation = . : o
upervisors speaker” view of participants
Dial inattendee [:
management =
LSETS5 ~q @
AT & T Bridge |-= E Live Event Dial in for Public
=g

Queuve toTalk (Dial 20)
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contacrs. Change settnct

March 2020

23

24 25 26 21

FAIRMONT CHICAGO MILLENNIUM chack in SARMO

MILLENNUM check out SuRMO

n Rafae  Teams . Active Usage Forecast ¥

Premier Servce Reviea

Vacer 3
0 i Wortplce Bromn 19

MW N y e

y of San Mateo | Misosoh P

r Seevice Revew

New live event (preview)

Teams Live | Mcr

Events Tinng | Alsmeda Teams

SCCo Ac e . .
‘ You are setting up a live event
To invite attendees, copy the link once you schedule the live event and publish it or send it in a
L calendar invite 1
Title Irrvite praple 10 your event group
A
5 P: Hawall AD/O365 Raseball Practice

Sales monthly update

fwite presenters
Meetin

Lacaton

Microsoft Teams Meeting

1 Daniela Mandera

tart

End

Feb 14, 2019 Feb 14, 2019 1200 PM

(UTC-08:00) Pacific Standard Time
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D ) 03815/ 1:0000

MS Tems Live Event reports

Viewer report

Q&A Transcript

Full meeting Transcript
from captions

Transcript

Meeting notes
£ Search transcript
36.02 Yuing-1o uevice seLunygs now 1mgomy
to hide device settings to get rid of

3807  that window come back to these three
dots here for more actions and I'm
actually come over here

38:11  show meeting knows so earlier during
our session we're talking about the pre
meeting

3817 experience we actually kicked off the
team meeting notes for the meeting that
we have

3822 for the future tomorrow so here | can
actually can copying knows within the

A

View the live event usage report

1. In the left navigation of the Microsoft Teams admin center, click Analytics & reports > Usage reports. On the View reports

tab, under Report, select Teams live event usage.

2. Under Date range, select a predefined range or set a custom range. You can set a range to show data up to a year, six months

before and after the current date.

3. (Optional) Under Organizer, you can choose to show anly live events organized by a specific user.

4. Click Run report.

Analytics & Reports

Repart Date range Organizer [aptional}

Teams live event usage 28 days

Live event usage report

\ \
/ \ / \ / \
/ \ / Y / \
/ N\ / \ /
@ S N / N/ \
| 18249
B - Start tima PST] 4
DEC 4, 1045 AM Comgleted
DEC B, 545 AM Comalezed
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Live events

Q&A

Thousands

Meeting

Chat

Hundreds

MS Teams Live Event Cost

Includes Microsoft Teams for easy remote

Get first & nmonths free with anmual = hAi
commitment. £ weasrkcing.

Microsoft 365 Business

Basic
(formerly Office 365 Business
Essentials)

$ 5 .00 user/month

{annual commitment)

Promotional pricing reflected in cart. =

Best for businesses that need Microsoft
Teams and cloud storage. Desktop versions
of Cffice apps not included.

Office apps included

Meb and mobile versions of Waord, Excel,
and PowerPoint included.) 2

Services included

9E & D b

Exchange OneDrive SharePoint Teams

Microsoft 365 Business
Standard

(formerly Office 365 Business Premiun)

$12.50 =™

{annual commitment)

Try free for 1 month +

Best for businesses that need Cffice apps
across dewvices plus business email, cloud file
storage, and online meetings and chat.

Office apps included

lii!ﬂ.ﬂ-

Cutlook Excel PonwerPoint
Publisher ACCEsS
(PC il
anly) ol

Services included

98 & B o

Exchange OneDrive SharePoint Teams

Includes Microsoft Teams for easy remote
working.

Microsoft 365 Business

Premium
(formerly Microsoft 365 Business)

$20.00 w7

{annual commitment)

Try free for 1 month +

Best for businesses that need everything
included in Business Standard plus adwanced
cyberthreat protection and dewvice
management.

Office apps included

lii!ﬂ!-ﬂ-

Cutiook Excel PonwwerPoint
Publisher AcCcess
(PC (=
anly) oy}

Services included

G & B o

Exchange OneDrive SharePoint Teams

e &

niune Azure
Information
Protection



SCAN| AT&T Conference Bridge Service

e Upto500 callers
AND NEVADA CHAPTER  Broadcast (listen only) and Q&A mode
e  Public Speaker moderator control
. Public Comments, Request to speak, 1,0
 Ability to queued speakers in speaking orders
e Tracks the number of speakers in the queue
« Automated directions for speakers when muted and time to speak
* Not part of main video meeting — less chance of disruption

1} ﬂﬁ.ﬂmﬂele{nnfmn(e& X I+ e S0 X N & 5 AaT TeleConference Senvic| T ATAT TekeConference 5 X l+ v =l

-] qlﬁm&neleconfemoes x l+ R R - EI x
O @&

& - O @ A nhipsy/aonteleconferenceati.com/acmweb/ACMLte X = L e & 2 D @t A hipsaoniseonferenceattcom/aammeh/ACMLE w =L

£ hittpsy//acm teleconference.att.com/acmweb/ACMLite

“

AT&T TeleConference Services

a | EnD CONF  LOCK CONFERENCE | BROADCAST MODE J 172 1. 11114175 1. | FUTURE CONF. 0PTIONS [ CURRENT CONF. OPTIONS [ CONF. CONTINUATION
B [T S [ T

Active Participants

B CAST MODE
L ——

T Conr-CONTINUA!
ACTIVE TALKER JJ SPECIALIST [ HELP fLOGOUT

Entry/Exit Options

P
1 BOS GENERAL2  (415) 6547726 Host
[215) 664-0329  Cont

cording

g
% |8 i
2|3 |8
Bl |T|a

A
3
w
=1k
H S |5
Tl
= @

| _UNLOCKED Conference Mode:
Recording -mm
c_onfm nce Made QB4 Nade
TALK lode
. I [acnve |
i Active Tallosr 084 Queue
[ o | [ ]

Terms gnd Conditions. Privacy Policy
Copynght © 2003 ATET. Al rights resenved




Cisco WebEx Events:

 Initially a replacement for ATT Bridge Lines

* Single platform for video meeting and
public speaker call in line

e Hostis able to mute public speakers — and they
can’t unmute

 Raise hand to speak for public speakers

e Up to 30 video tiles on Grid view

 Live Webcast without SFGovTV for meetings we
don’t cover

* Up to 10K viewers

* No additional cost for CCSF




v Participants (52) > ]

SCAN| Cisco WebEx Events: s
* Flexible platform — "

* Attendees elevated to Panelist E— e ——

TR

 Raise hand to speak ]
 Public speaker order .

- o Fo v Partidipants (52) :
: Find

s Attendee: 36 (1 displayed)

SP 5 okt
A B v Attendee: 36 (1 displayed) C)
- f > s A1 JO O Johnny Delaplane & P
oy \ 40 Name (36) ~ Feedback g
¢y Sean Phillips (Host) © Michael Redmond ] . . View all attendees...
= o |a- ) i
> Friend of Canna... g
v Chat x
S greg longacre g
x
Afgesien >  Johnny Delaplane W g
_
(nd Jon Torres Anglin g
]

@ Name(36)  ~ Feedback & Le ] Katie Davies g
©  Friend of Canna.. g " }
L8] Ken Bukowski g

% greg longacre g

/
4 Johnny Delapl:

£ Eugene Hillsman & ./ O josquintorres 1 | @ Johnny Delaplane L ] 2

O Jon Torres Anglin g

€  Katie Davies g

D Ken Bukowski g

AF

@) Dande Cossio &

£ Tom Temprano ¥ O Avacelli Frias

-JC JS M P ! To: | All Participants ~

- To: | All Participants
4// 58 \l
A

0 James Caldwell & 0 Jeremy Schwartz ) Michael Christensen SF Planning




SCAN Cisco WebEx Events:
* Webinar registrations and Surveys

AND NEVADA CHAPTER

Hmiin
CIsco

%)
i)

Home Webex Meetings \Webex Events Webex Support Webex Training My Webex Modemn View Jack Chin Sign Ov

New User Reference Host image: Upload a picture of yourself or the presenter

4

Attend an Event Event material: Upload event material for attendees to download before event starts
Inlisted Events Other UCF options: [ Do not allow attendees to share rich media files in this event
Reguest attendees to verify rich media players

Who can view the attendee list: _ All participants
edule an Event ® Only the host, presenter, and panelists

Host an Event

4

e Video: = Turn on video
>ite tvents

o Post-event survey: post-event s
Email Templates Do not display survey to attendees
Registration Questions Display survey in pop-up window

Display survey in main browser window (instead of destination URL)
Destination URL after event: http./

Survey Questions

My Event Recordings
v Manage Programs Attendees & Registration:
Create New Program Attendee:
List of Programs 0 —=
Invite friends: E Allow registrants to invite friends to this event
v SetUp

Maximum number of registr:mls: 10000
Webex Events

Registration form: Click here to customize your registration form

Preferences Destination URL after registration:

¥ Support Approval required: Sel up approval rules
Help Registration password: ' Yes, specify password:
MyResources
- | ‘ Registration ID required:
Uownloads

Presenters & Panelists:

Panelists:

Panelists info: (7]

[J Allow panelists to upload documents associated with the event
Panelist password: (recommended)

Confirm password:

Email Messages

Email format: O Plain Text @ HTML E Include iCalendar Attachments

Invitation emails: Atten
Registration emails: EpP
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@ Cisco Webex Events (Practice Session

File Edit Share View Communicate Participant Event Help

O]

AF

)y Aracelli Frias (Host) & 4} Michael Redmond &

oV

@) James Caldwell §
1

-

£ MarisaRodriguez

4} DandeCossio &

Cisco Webex Events

You have joined the practice session for the event.
Participants in the main event cannot hear

Waltlng for Other' communications in the practice session.
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AgfiMoller.Caen
PUBLIC UTILITIES COMMIS:

]

Free features
Up to 100 participants in 2ach meeting
Each mesting can last up 1o 50 minutes

Use your computer for audio

Usage reports
Unlimited number of meetings

Deskiop, application, file & whiteboard

sharing options

Video conferencing features

Webex Teams collaboration featurss
Mabile features

Security feat

Online support

WebEXx Live Event Cost

Starter

§$1350=

Buy Now

[}

=]
5]

All Free features +

Up to 100 participants in each meeting
Meet as long as you want

Call-in for audio

5 GB of cloud storage

Recording transcriptions

MP4 Cloud Recordings

Deskiop, application, file & whiteboard

sharing options

Calendar integrations

24/7 Customer suppor

Ability to assign alternate hosts

Webex Mestings integrations with other

applications
Jein from a video system or application
User management

Administrative feature controls

¥ Security features

» Opticnal add-ons

Plus Business
fid-size teams Large teams & businesses
S$17.95 =0 $26.95 =0
Buy Now Buy Now

Minimum 5 licenses per month

All Starter features + All Plus features +

Host up to 100 paricipants Host up to 200 participants

Allow others 1o schedule meetings on 10 GB of cloud storage

behalf of the host . .
Branding and customizations

Customizable Webex site URL - :
Single sign-on

Administrative portal . . .
ative porta Microsoft Exchange and Active Directory
Analytics and troubleshooting Syne

» Optiocnal add-ons Domain claim

» Opticnal add-ons
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Teams Live event is overly secure

Difficult for outside city participants to join
Back up computer to host the meeting
And back up system for public call in line
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First BOS meeting had over 500 viewers on Teams

38 of 66 commissions trained and meeting online

Highest # of public caller = 250 with 88 wanting to speak
2 minutes each makes a very long meeting

Meetings are much longer because members are at home
Training takes the longest
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CODE OF 350-1008 AND THAT
INFORMATION IS ALSO POSTED ON
=

312420  SFGov

£v)




SCAN

STATES OF CALIFORNIA
AND NEVADA CHAPTER

ON-LINE PUBLIC MEETING BEST PRACTICES

www.SFGovTV.org
www.Facebook.com/SF

www.YouTube.com/SFGTV




SCAN

STATES OF CALIFORNIA
AND NEVADA CHAPTER

ON-LINE PUBLIC MEETING BEST PRACTICES

MICHAEL D. SMITH
City of Torrance CitiCABLE
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ON-LINE PUBLIC MEETING BEST PRACTICES

Zoom meeting, |Zoom meeting
audio only with video
: Y r: -




City of Torrance City Council Meeting



ZOOM Pro @ $14.99/mo. & Webinar @ $S40/mo.

SCAN

STATES OF CALIFORNIA
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ZOOF‘I’I Meehng P|an5 fOFYOLIr BUSlneSS Zpom for Education | Zoom for Telehealth | Zoom for Developers

Basic Pro Business Enterprise
Personal Meeting Great for Small Teams Small & Med Businesses Large Enterprise-Ready
Free $14.99:‘"|:‘--'||u:l o $19.99 /mo/host o $19.99 /mo/host o
Purchase up t 5 per account 5 5 05 o
Sign Up, It's Free Buy Now Buy Now Contact Sales
ost up to 100 participants ] All Basic features + All Pro features + All Business features +

ncludes 100 participants Includes 300 participants
Unlimited 1 to 1 meetings Meed more participants? (3 ] MNeed more participants? ]
participants
40 mins limit on group meetings @ Meeting duration limit is 24 hrs Dredicated phone support Unlimited Cloud Storage
User management i ] Admin dashboard (5 ] Dedicated Customer Success
Unlimited number of meetings Manager
Ticket Support Admin feature controls i ] Wanity URL L ] Executive Business Reviews o
+ Video Conferencing Features ~ ) )
Reporting ° CRremEE ° Bundle discounts on Webinars and
+ Web Con cing Features Zoom Rooms
. Custom Personal Meeting 1D Managed domains (5 ]
+ Group Collaboration Features
Assign scheduler i ]
+ Security Single sign-on i ]
1GE of MP4 or M4A cloud i ]
recording Company branding ]
REST AP
Custom emails ]
Skype for Business (Lync) o
interoperability
LTI integration ]
+ Optional Add-on Plans
Cloud Recording Transcripts ]

City of Torrance City Council Meeting
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Video Webinar

Starting at $40/mo/host for 100 attendees *

x
. F"-" 3 Pl s | R P | i i
" LULY INLeracine video panaists
J
] % =i F e i 1 "
. Plans ranging from 100 to 10,00C

I .I.-I— I.I .-.I.I.'. I.il-.-l—

dees

. lost controls such as mute/unmute panelists, recording and more
— - - i 1 T s il e =1
. Q/A with live or text answers, polling, registration and reporting
. Live streaming to unlimited audiences on Facebook Live and YoulTube

Learn More

City of Torrance City Council Meeting

ZOOM Pro @ $S14.99/mo. & Webinar @ S40/mo.

Pro

Great for Small Teams

All Basic features +

ncludes 100 participants

Need more participants?

User management

Admin feature controls

Reporting

Assign scheduler

1GE of MP4 or M4A clou
recording

REST AP

Skype for Business (Lync)
interoperability

! + Optional Add-on Plans

!
$14.99.-‘mc:-.-"hasl [+ ]

Purchase up to ? hosts per account

|
m |

Meeting duration limit is 24 hrs

Custom Persenal Meeting 1D

d L]




CenturyLink GlobalMeet cost is determined by
the number of participants and call duration
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GlobalMeet GlobalMeet GlobalMeet GlobalMeet
Basic Standard Premium Enterprise

It's °1 ) Contact
Free S—— — Sales

m Contact Sales Contact Sales Contact Sales

City of Torrance City Council Meeting . ..
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ON-LINE PUBLIC MEETING BEST PRACTICES




] Participants 2 e i
3
Panelists (21) Attendees (1)

i Find a participant

@ Michael D Smith (Me) ¢ A

AGENDA )
| TORRANCE CITY COUNCIL
A— MEETING
IS IN CLOSED SESSION
WE WILL RESUME e
SHORTLY
STATES OF CALIFORNIA ST A
AND NEVADA CHAPTER
Y = . alani 0
F | = E3Youlube i
fan Ashcraft
OUR CITY AGENDA
YOUR HOME
#MorranceCares THE
TORRANCE CITY COUNCIL a Katie Wand Y o
MEETING =
IS IN CLOSED SESSION m =0 Ay Monae
l“ e
WE WILL RESUME

&) Mike Griffiths

SHORTLY =
o smegerdichian "

TORRANCE MAY 26, 2020

wun CitysfTorranteCA com

Top chat =

™
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City of Torrance City Council Meeting
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ON-LINE PUBLIC MEETING BEST PRACTICES

OUR CITY (B

YOUR HOME -
m\\ #TorranceCares THE

I TORRANCE CITY COUNCIL
 Fr— MEETING
st IS IN CLOSED SESSION

WE WILL RESUME
SHORTLY

'e're working hard to keep you safe and informed

TORRANCE JUNE 2, 2020

www.CityofTorranceCA.com

2
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ON-LINE PUBLIC MEETING BEST PRACTICES

AGENDA

OPENING CEREMONIES

1. CALL MEETING BACK TO ORDER

2. FLAG SALUTE:
Councilmember Ashcraft
NON SECTARIAN INVOCATION:
Councilmember Chen

giii® PATRICK J. FUREY
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Torrance City Council Virtual Meeting

CITY COUNCIL MEMBERS

CITY CLERK—CITY TREASURER
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CenturyLink GlobalMeet cost is determined by

SCAN the number of participants and call duration
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www.TorranceCA.Gov

www.Facebook.com/TorranceCA

www.YouTube.com/TorranceCitiCABLE
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