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Instructions/Important Information
1. As of the date of submission, translataion turnaround times for the following CCEC documents are:
a. Meeting Notices – 5 business days
b. Meeting Agendas – 5 business days 
c. Resolutions – 10 business days 
d. Bylaws – 15 business days
2. Email your completed CCEC Translation Request Form and the final approved document(s) for translation to: translations@schools.nyc.gov.  
3. Documents are returned in PDF format by e-mail.
4. T&I is not responsible for the quality and accuracy of the translations if they are altered after delivery.
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Word Count	Delivery Due Date

[bookmark: Text1]Date of Request:	     	
Requesting CCEC Office:	     	
Requestor Name:	     	
[bookmark: _GoBack]Requestor Title:	     	
Telephone:	     	
E-mail:	     	
Requested Language(s)
|_|	Arabic	|_|	Korean
|_|	Bengali	|_|	Russian
|_|	Chinese	|_|	Spanish
|_|	French	|_|	Urdu
|_|	Haitian Creole
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TRANSLATION DUE	DELIVERY DUE	PM LOAD

	Source Files
Number of documents/pages:	     	
Document Title(s):
     	
Update to a prior translation:	|_| Yes	|_| No
If yes, indicate T&I project #:	     	
Source File Format
[bookmark: Word]|_|	Word
|_|	InDesign
[bookmark: InDesign]|_|	PowerPoint
|_|	Other	     	
CCEC Document Type
|_|	Meeting Notice
|_|	Meeting Agenda
|_|	Resolution
|_|	Bylaws

Additional Notes



Visit the CCEC Resource Page for existing translation resources including meeting notices, applicable Chancellor’s Regulations and more.FOR T&I USE ONLY
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