CABLE TV - SATELLITE DOWNLINK SERVICES REQUEST FORM

Sponsoring Agency     


Agency Contact Name


Date of Request

Program Name/Topic

Date of Program

Time:


Test Time:

Start Time:

End Time:

Approximately how many participants will be present at each site?

Sites:








# Participants






Services Requested (check if applicable):

· Satellite Conference/Receive

Downlink request for seminar to commonwealth CATV channel 98. 
· Satellite Conference/Receive and Record   
If tape recording of the downlink event is required, the requesting agency is responsible for tape pick-up. Multiple tapes, or editing of the recording, is the responsibility of the requesting agency. OA-Information Technology only supplies 1 non-edited version of the program.
Agency Responsibilities:
· Make room reservations

· Coordinate site, including arrangements for a TV or Viewing screen that has tuner capability and can receive the CATV-Video system (at a minimum, channels 95 through 99).

· Send an agency coordinator onsite to the receive room location one hour before downlink to:

· Call CATV-Video System (Unit)  at 772.5490 2-5491 and supply coordinator name and return phone number at the site 

· Test the viewing screen and check test screen ½ hour before presentation

· Taping requests:  supply tapes - minimum T-200’s VHS, or Sony DVCAM 184 (PDV-184ME) Must be supplied 2-days prior to the broadcast. To: M25e, East Wing, Main Capitol.  Agency  must make delivery arrangements.

· Satellite

· Supply CATV-Video System  (Unit) with a copy of the broadcast company-supplied satellite coordinates data sheet that lists transponder and satellite channel.

· Supply contact information for broadcast company technical staff, not sales staff, that will be available on the day of the test and the actual event to assist in locating feed.

Satellite uplink provider:   (PLEASE FAX COPY OF UPLINK PROVIDER INFORMATION)                                       
Broadcast type: __________ Live __________ Tape Delay __________ Interactive

If Interactive

(Explain):_______________________________________________________________

Test Date/Time __________________ Show Date/Time _________________

                                                                          End Time ________

Service Provider Help Desk Phone No#_____________________________

Satellite Digital Signal Details or C-Band Coordinates:

Satellite: ___________________________________________________________________

Transponder: ________________________________________________________________

Satellite Analog Signal Details or Ku Coordinates:

Satellite: ___________________________________________________________________

Transponder: ________________________________________________________________

Audio: _____________________________________________________________________

Do you have a TV-Monitor scheduled:_______ Must be capable of receiving channel 98.
Billing Information: (All billing, invoicing, payments, and coordination of programming, associated with the uplink service provider is the responsibility of the requesting agency.)
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
The completed form, with an attached copy of the uplink programming and satellite providers, coordinates, date and time must be faxed to: 717.787.8642.
An e-mail in reference to this request, must be sent to:
John Yalch
OA-Information Technology

phone – 717.772.5490
jyalch@state.pa.us 
or
Dave Clark
OA-Information Technology

phone -717.772.5491                                                              
daclark@state.pa.us 
Disclaimer:  The Office of Administration, Office for Information Technology, I.T. Enterprise Training & Recruitment does not endorse programs that are satellite downlinked using these services. The services are provided to assist commonwealth agencies with their communications needs. OA-Information Technology takes no responsibility for program selection or content.  It is expected that agencies will request satellite downlink broadcasted programs that are relevant to the business of the commonwealth.
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