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Southern Oregon ESD                                                                                                                  Scott Perry
Computer Information Services                                                                                                  Superintendent
Help Desk: 541-858-6730

Media Duplication Request Form
Computer Information Services is available to duplicate media.  Please follow guidelines when requesting duplication.  Please complete this form to ensure proper time to order required media, design disk faces for printing, compile files necessary to complete the project, and bill for expenses.  
	Name                                Department                      Account Code/PO#                      Phone#



	
	
	
	
	

	Type of Duplication

· CD

· DVD

· Other: Specify

	Source (item to copy)
· CD/DVD 
· H Drive

· USB Flash Drive

· Other: Specify
	Casing

· Standard Jewel Case

· Slim Jewel Case

· Paper Sleeve
	Art Work for Label

· Provided by Requester
· Title Only

· Add Clipart / Image
· Other – define below 

	
	
	
	
	

	Date Needed:   
	Please provide desired wording to be used on label:  

(Please include applicable items such as; title, date, department, agency, Win/Mac format, PowerPoint, DVD or CD, desired fonts, color etc.)

**I certify that the inclusion and duplication of these materials do not violate copyright laws. 

     Please initial______________

	Quantity:


	

	

	Fees:

Supply costs will be billed to your department

· There is no charge for duplication of 10 or fewer disks.

· CDs:  $.32 each
· DVDs:  $.40 each

· Slim Jewel Cases:  $.20 each
· Standard Jewel Cases:  $.20 each
· Printing Fee:  $.12 each

 
	Notification Timelines:

Duplication Quantities        Estimated Completion Time
1-10                                              3 days      

   11-49                                             1 week

               50 +                                             2 weeks
We reserve the right to modify time lines if necessary.  

	

	



For Computer Information Services Department Use Only

	Date Received:
	Received By:

	Materials Ordered:
	Help Desk Ticket #:

	Date Completed/Delivered:
	Total Amount Due:


