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	 SHAPE  \* MERGEFORMAT 



CONTACT INFORMATION

Requesting Office: 

Contact Person: 
     
E-mail: 
     
Telephone: 
     
Date of Request: 
     
SOURCE FILES

Submit your final approved documents to: translations@schools.nyc.gov

Contact us if the files are too large to submit by e-mail.

Number of documents/pages:      

Document Title(s):
     


Update to a prior translation: 
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If yes, indicate T&I project number: 
     
Source File Format

 FORMCHECKBOX 

Word
 FORMCHECKBOX 

Publisher
 FORMCHECKBOX 

PowerPoint

 FORMCHECKBOX 

InDesign*
 FORMCHECKBOX 

Quark*
 FORMCHECKBOX 

Excel

 FORMCHECKBOX 

Other:      


*
Also submit all linked images and fonts used.

Document Type

 FORMCHECKBOX 

Letter
 FORMCHECKBOX 

Form / Survey
 FORMCHECKBOX 

Booklet
 FORMCHECKBOX 

Folding Brochure

 FORMCHECKBOX 

Poster / Flyer / Notice / Handout
 FORMCHECKBOX 

Other:      


Dimensions (if not 8.5” x 11”) 

Width      
Length      
	LANGUAGES REQUESTED

 FORMCHECKBOX 

Arabic

 FORMCHECKBOX 

Bengali

 FORMCHECKBOX 

Chinese

 FORMCHECKBOX 

French

 FORMCHECKBOX 

Haitian Creole

 FORMCHECKBOX 

Korean

 FORMCHECKBOX 

Russian

 FORMCHECKBOX 

Spanish

 FORMCHECKBOX 

Urdu

 FORMCHECKBOX 

OTHER* (please specify):

     


*Translation services into other languages require the following billing information prior to initiating the job. 
A cost estimate will be provided on request.

Office:

     

Attention:

     

Address:

     

PO No.:

     

OUTPUT

 FORMCHECKBOX 

High quality PDF (for professional printing*)
 FORMCHECKBOX 

Low quality PDF (for non-professional printing, 
e-mail attachments, posting online for download)
 FORMCHECKBOX 

HTML (for posting as web page or site)

* Please provide the following contact information:

Printing Vendor:

     

Contact Person:

     

Phone:

     

E-mail:
     

Your office must provide all printing specifications by separate document or e-mail.

Important! The T&I Unit must approve all print proofs of translated documents before any print run.


FOR T&I UNIT USE ONLY





			


PROJECT NUMBER		PROJECT MANAGER





			


WORD COUNT		DELIVERY DUE
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