éMissouri

" DEPARTMENT OF ELEMENTARY & SECONDARY

| EDUCATION.

TODAY'S DATE

DEPARTMENT OF ELEMENTARY & SECONDARY EDUCATION

MEDIA PRODUCTION SERVICES

P.O. BOX 480, 205 JEFFERSON STREET, JEFFERSON CITY, MO 65102
PHONE: 573-751-2721 FAX: 573-526-6793

CONFERENCE SUPPORT REQUEST FORM

DATE(S) OF TAPING

START/END TIME OF TAPING

WORKSHOP/MEETING NAME

LOCATION/ROOM

DATE WE CAN SET UP

TIME WE CAN SET UP

EXPECTED NO. IN AUDIENCE AGENDA AVAILABLE

ves [ ] no []

YOUR NAME

TELEPHONE NUMBER CELL PHONE NUMBER
( ) ( )

DEPARTMENT/DIVISION

IS THE CONFERENCE FACILITY PROVIDING TO BE SUPPLIED BY MEDIA PRODUCTION SERVICES

ADDRESS (INTERAGENCY)

STAGE/DAIS SETUP
SINGLE SPEAKER/PODIUM

L]

NUMBER OF HANDHELD
MICROPHONES? YES NO
[ [ NUMBER OF LAPEL
NUMBER OF SCREENS NEEDED
?
SCREENS? ves[ ] wo [] APPROXIMATE SIZE OF SCREEN
PROJECTORS? ves[ ] no [] NUMBER OF PROJECTORS NEEDED
DO WE NEED TO PROVIDE
AUDIO SYSTEM? YEs[ ] nNo []

PODIUM WITH HEAD TABLE

L]

SPEAKERS FOR THE ROOM?

HEAD TABLE/PANEL
DISCUSSION

QUESTIONS FROM
AUDIENCE

NAME OF CONFERENCE FACILITY TECHNICAL CONTACT

( )
PRESENTER INFORMATION

NAME OF PRESENTER(S) TO BE VIDEOTAPED

PHONE NUMBER

IS THE PRESENTER(S) USING A
PROJECTOR?

PRESENTERS' PERMISSION TO
VIDEOTAPE?

WILL A COPY OF THE PRESENTER(S)' PRESENTATION BE AVAILBLE
TO US FOR EDITING INTO THE VIDEO?

ves [ ] no [] ves [ ] ~no [ ] YES NO
WILL YOU NEED THE FINAL NUMBER OF DVDs NEEDED
YES NO
PRESENTATION ON DVD? L] L]
IS THE FINAL VIDEO TO BE REQUESTED DATE FOR PROJECT COMPLETION:
YES |:| NO |:| QUES OR PROJECT CO o
STREAMED TO THE INTERNET?

SPECIAL INSTRUCTIONS/MORE INFORMATION

SIGNATURE

DATE

This signature authorizes Media Production Services to perform and invoice for the services requested.

The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities. Inquiries related to Department programs and to
the location of services, activities, and facilities that are accessible by persons with disabilities may be directed to the Jefferson State Office Building, Civil Rights Compliance (Title VI/Title IX/504/ADA/Age Act), 205 Jefferson
Street, Jefferson City, MO 65102-0480; telephone number 573-526-4757 or Relay Missouri 800-735-2966.





