[image: image1.png]


 Blac Swan Transcription Services
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📄 Media Submission Form - Blac Swan Transcription Services
Please complete this form and include it with your mailed media. This helps us track your materials and process your request accurately.



Contact Information

	Info Needed
	Details

	Full Name
	

	Email Address
	

	Phone Number
	

	Mailing Address
	




Media Details

	Media Type
	Quantity
	Title/Label on Item
	Notes/Instructions

	CD
	
	
	

	Cassette Tape
	
	
	

	Flash Drive
	
	
	

	Other (specify)
	
	
	




Delivery Format

☐ PDF via Email
☐ Printed Copy (additional charges may apply)



Terms & Acknowledgment

I understand that my media will be handled with care and returned to me with free shipping. I certify that I have the right to request transcription of the submitted material.
Signature: ___________________________
Date: ___________________________
If additional media needs to be added please use the backside of sheet
Media Details

	Media Type
	Quantity
	Title/Label on Item
	Notes/Instructions

	CD
	
	
	

	Cassette Tape
	
	
	

	Flash Drive
	
	
	

	Other (specify)
	
	
	


Media Details

	Media Type
	Quantity
	Title/Label on Item
	Notes/Instructions

	CD
	
	
	

	Cassette Tape
	
	
	

	Flash Drive
	
	
	

	Other (specify)
	
	
	


Media Details

	Media Type
	Quantity
	Title/Label on Item
	Notes/Instructions

	CD
	
	
	

	Cassette Tape
	
	
	

	Flash Drive
	
	
	

	Other (specify)
	
	
	


Media Details

	Media Type
	Quantity
	Title/Label on Item
	Notes/Instructions

	CD
	
	
	

	Cassette Tape
	
	
	

	Flash Drive
	
	
	

	Other (specify)
	
	
	


Media Details

	Media Type
	Quantity
	Title/Label on Item
	Notes/Instructions

	CD
	
	
	

	Cassette Tape
	
	
	

	Flash Drive
	
	
	

	Other (specify)
	
	
	


Mail all items to:


Constance Mann-Leonard


3308 Kyle Court


Baltimore, MD 21244








Creative Director: Constane L. Mann-Leonard * Ph: 443-414-8551 * info.blacswan@blacswantranscription.digital


