[image: image1.png]


orders@digitalburning.com
175 prospect street

#17d

east orange, nj  07017



voice (973) 494-8072

cell (973) 698-2218                                                             

efax (636) 600-2218


CDR/DVDR Duplication Order Form

Please include this form with your submitted materials.
IMPORTANT:

Day Zero begins upon approval of preliminary proof sent by us to you. The proof will be sent to the email address of the main contact. Failure to reply and approve the email proof will result in the delay of the job.
1. Contact information:

Contact Name: ____________________________________________

Company Name: ___________________________________________

Title of Project: ____________________________________________

Phone: ______________________________
Fax:    _______________________________

E-Mail ____________________________________________________

Bill to Address: 



Ship to Address:

_______________________

_____________________ _______________________      

_____________________

_______________________

_____________________ _______________________                    _____________________
2. Order Information:

Purchase Order #__________________
Quantity ___________
Duplication Type:      __ BizCardCd (Rink) __ BizCardCd (Rectangular) 

 __Mini CDR (3”)       __ Full Size CDR      __ Mini DVDR           __ Full Size DVDR

Label Printing Quantity ___________
__Matte Labels
__Glossy Labels
__Inkjet onto printable cds/dvds __silver cd  __white __ cd/dvd 
__Hub Printable (yes or no)   
Packaging Type:

__ Bulk (no cases)
__ Sleeve __________

__ Plastic Case __________ 
__ Jewel Case   _______________     

__ Other Case ____________________________ (specify)
__ Complete Package ___Slim Line ___Standard Jewel
(Printing specs for jewel case insert & tray card)

___insert __4/0 __ 4/1 __4/4 # of panels___

___tray    __4/0 __4/1 __4/4

Is Digital Burning assisting in Multimedia or Art Design?

__Yes __No Special Instructions:

Multimedia___ Artwork___ _________________________________________

Special Instructions ___________________________________________________

___________________________________________________________________
Requested Delivery Date:_____________________

The date above is the latest you wish to receive your completed project. Duplication requires anywhere from 1-5 business days to complete. Day Zero begins upon receipt and approval of all required items. A notification will be issued with estimated ship date. Any changes or issues relating to the content or artwork submitted will result in a new day zero and completion date.  Rush orders are available upon request.

Preferred shipping method:

Ground___ 3day__ 2day__ Overnight__

*NOTE- If shipping method will not meet the requested delivery date then the shipping method will be expedited unless otherwise instructed.

3. Purchase Order agreement:

I (print name) _________________________________ hereby grant authorization to Digital Burning to produce (#) __________ copies of the data submitted (titled) ___________________________________________________________.
4. Payment:

Digital Burning requires all projects to be prepaid. Paypal or certified funds are the preferred method of payment; credit cards will also be accepted through Paypal. No CD’s will be shipped without payment in full.

How did you find out about us? _________________________________________.

Digital Burning Terms of Service

Guarantee Policy

Digital Burning unconditionally guarantees all services performed and product delivered. Digital Burning shall replace any product that is deemed defective by reason of workmanship or materials.

General Terms

Please note that your order will be delayed if you have failed to provide all necessary materials (CDR master, artwork, deposit, or purchase order, etc.) Day zero begins when we have all client materials and approvals. Digital Burning reserves the right to refuse any order. All CD-R masters, artwork, photos, etc. furnished to US

Digital Burning by the client remain the property of the client. Digital Burning will treat the client's materials with the utmost care and attention. Digital Burning specifically denies liability for any damage or loss due to fire, casualty, or negligence while the client¹s materials are in the care and possession of Digital Burning. Clients should provide insurance coverage, as Digital Burning' policy does not provide protection for client materials in our possession.

The client acknowledges that the same artwork may print differently depending on the printing method (silkscreen, inkjet, digital, offset, etc.). The client may request a one-off proof, at their expense, to ensure the print output meets their specifications. No merchandise may be returned to Digital Burning without prior return authorization. US Digital Burning limits liability to rerun or refund, at our sole option, on the services performed and product delivered, provided that the product is deemed defective by reason of workmanship or materials. Digital Burning disclaims all liability for any consequential damage or losses, under any theory, for defects in material or workmanship. Reruns or refunds will be prorated based on the quantity of goods returned to Digital Burning. No product is replaced, or credit given, more than thirty (30) days after the client's receipt of the product.
Intellectual Property Rights Protection

Digital Burning complies with the International Recording Media Association (IRMA) Anti-Piracy Compliance Program, which protects property rights owners from the unauthorized distribution of their content. Digital Burning reserves the right, at its sole discretion, to investigate the ownership of any and all materials provided for manufacturing. If Digital Burning determines, or has reason to believe, that the customer does not have the authority to reproduce the product or materials provided, Digital Burning will have no further obligations to the customer to provide any reproduction services or any other services under any agreements with respect to such product or materials, and will return such product or materials to the customer. By reserving these rights, Digital Burning does not in any way assume an obligation to investigate or verify ownership of any and all intellectual property or other materials provided by the customer, and Digital Burning will rely solely on the customer's representations and warranties, as provided under Digital Burning' Product Information Form. The customer represents and warrants that it is the true and rightful owner of, or is licensed or otherwise possesses legally enforceable rights to use, the registered and unregistered rights, titles, and interests in and to any United States or foreign trademarks, service marks and trade names, copyrights, or other intellectual property rights relating to the customer's property subject to this agreement, including but not limited to the right to use certain films, music and sound recordings, pictures, software, etc. The customer is not, or will not be, as a result of the execution and delivery of this agreement or the performance of the obligations hereunder, in violation of any intellectual property rights of third parties. No claims with respect to the customer's intellectual property rights or third party intellectual property rights are currently pending, or, to the knowledge of the customer, are threatened by any person, nor, to the customer's knowledge, do any grounds for any claims exist. Customer agrees to indemnify, defend, protect, and hold harmless Digital Media and its subsidiaries and their respective officers, directors, agents, affiliates, losses, claims, damages, punitive damages, causes of action, lawsuits, administrative proceedings (including interest from the date of such damages), and costs and expenses (including without limitation reasonable attorneys' fees and disbursements of every kind, nature, and description) (collectively, "damages") suffered, sustained, incurred, or paid by the indemnified parties in connection with, resulting from, or arising out of, directly or indirectly (i) any claim, demand, proceeding, or lawsuit by a third party based on any assertion that the services provided to the customer under this agreement breaches the patent, copyright, trademark, trade secret, or other proprietary right of such third

party and (ii) any breach of any representation or warranty of the customer set forth in this agreement or the Product Identification Form, Intellectual Property Ownership Agreement, Purchase Order, or in any other form or document in connection herewith. The customer agrees to provide Digital Burning, upon request, all necessary documentation for a supplied data source, including all pertinent copyright and licensing information.

Payment Policy

Digital Burning is happy to accept Cash, Company check, Money order.  VISA, MasterCard, Discover, and American Express are gladly accepted via Paypal.

Digital Burning requires a 50% deposit with submission of your order.  The balance is due upon delivery.   Companies requesting credit must fill out a credit application to be approved by Digital Burning before any order can be processed. A purchase order or # is required before any open account order can be processed. Past-due accounts placed for collection are responsible for all associated fees, including interest at 1.5% per month on the late balance. Direct mail fulfillment orders always require postage to be paid before mailing. You will be informed of the exact postage after receipt and certification of your mailing list.

Billing Policy

All orders are subject to a production over/under run of up to 10%. Customers will be charged for actual quantities shipped. If a client opts to supply Digital Burning with finished film for printing, any charges to accommodate that film to Digital Burning's specifications will be billed to the client. In the event a client fails to pay within 30 days for any work completed, or in the event a client fails to accept delivery or pick up his finished product within 30 days from completion, Digital Burning has the right to sell, dispose of, or use any such material on hand in any way the company chooses.
Shipping / Delivery Policy

Freight and shipping price quotes are estimates only, and may vary depending on final production quantities and type of service requested. Digital Burning is not responsible for storage of any printed materials.  Extra printed materials will be returned with your shipment. Quoted or acknowledged delivery dates are only estimated dates of delivery. Digital Burning specifically disclaims liability for delays in delivery and any resulting consequential damage or losses.

Pricing Policy

Digital Burning reserves the right to change prices, materials, specifications, and quantities mentioned within company websites, catalog and other materials without notice or obligation.
Authorization

I have read and agree to be bound by the foregoing terms and conditions.

Signed by: _____________________________

Print Name: _____________________________

Title: _____________________________

Date: ____________________________________

Instructions for submitting CDR masters and artwork files:
A CDR master is created by copying your content to the initial CDR.  This step may be performed by your in-house staff or outsourced to one of our specialists.  Be sure to Test, Test, and Test your master before submitting for duplication.

1. Use only high quality CDR media for creating masters. CDRW discs cannot be read on all CDROM readers and therefore will not be accepted.

2. Make sure that all sessions and files on the discs are closed. Appendable or open discs cannot be copied. There is a $65 fee for closing the discs for you.

3. Avoid using Direct CD to create master discs.

4. Send at least 2 CDR masters. This is to ensure that we receive a good disc that has no errors or has not been damaged during shipping.
Submitting label artwork files

Label artwork is the graphic design of the print that will go onto the CD face. This step may be performed by your in-house staff or be developed by our graphic art department.

1. Contact us for templates. Photoshop or Illustrator files are preferred but not required.

2. Make sure that the artwork submitted is at a resolution of at least 300 dpi.

3. Define all colors as CMYK or PMS. Save as CMYK, grayscale, or bitmap color mode. Be sure to note if the artwork submitted requires a white flood coat. A white flood coat is needed if the color white is present in the artwork. White flood also allows for a better finish and is recommended.

4. Allow proper bleed (1/8”). Keep all type within 1/8” safety/live area.

5. Include fonts or create them into outlines.

6. Artwork submitted in layers and not as a flat image is preferred. This will allow  our graphics team to move adjust the layers of the to accommodate machine set-up.
7. Send a jpg proof for color matching.

8. Artwork files can be submitted via email or by saving to a disc and then sending via snail mail.
Submitting Purchase Order agreement.

Create a purchase order stating that the content submitted belongs to you or your organization and that Digital Burning is authorized to make the requested number of copies. Create Purchase Order # for your project.
Fax both documents to (509) 278-4862, or send along with master CDRs. Incomplete information or non-submission will result in the delay of your order.

Things to Know For Duplication

We accept art in the following formats:
.bmp, .doc, .gif, .jpg, .pdf, .psd, .tif

Adobe Illustrator, Adobe Photoshop, Fireworks or Freehand must be able to open you art files.
Artwork Requirements
Unacceptable Art Files

-We do NOT accept file formats not mentioned above.

-We do NOT accept faxes or image resolutions at 72 dpi.

-Images from the Internet.

-Images from digital cameras set at a resolution of 72 dpi. Exception, images may only be taken if client's digital camera is set at maximum setting.

*Artwork must be at a resolution of 300 dpi. Anything lower than 300 decreases image quality.

*Color Mode should be in CMYK, not RGB.

*Artwork and template MUST be on separate layers.

*All graphics need, at least, an extra 1/8" bleed beyond their borders.

*All art files need to be accompanied with "True Type" font files

                                  or

Client should create text into "Outlines".

*Any changes needing more than 10 minutes to correct will result in additional development fees and may put a delay in the shipping due date.
