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Translation Request Form for Offices
additional information
Department of Education • Translation & Interpretation Unit • 45-18 Court Square Floor 2 • Long Island City, NY 11101

Tel: 718-752-7373 • Fax: 718-752-7390 • E-mail: translations@schools.nyc.gov • Web: schools.nyc.gov/offices/translation


	 SHAPE  \* MERGEFORMAT 



CONTACT INFORMATION

Requesting School: 
     
School DBN (ex. 22K718): 
     
Contact Person: 
     
E-mail: 
     
Telephone: 
     
Principal: 
     
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: 
     

	LANGUAGES REQUESTED

 FORMCHECKBOX 

Arabic

 FORMCHECKBOX 

Bengali

 FORMCHECKBOX 

Chinese

 FORMCHECKBOX 

French

 FORMCHECKBOX 

Haitian Creole

 FORMCHECKBOX 

Korean

 FORMCHECKBOX 

Russian

 FORMCHECKBOX 

Spanish

 FORMCHECKBOX 

Urdu
DOCUMENT TYPE
 FORMCHECKBOX 

Letter 
 FORMCHECKBOX 

Flyer / Notice / Handout / Brochure
 FORMCHECKBOX 

Newsletter  / Calendar
 FORMCHECKBOX 

Form / Survey
 FORMCHECKBOX 

Reference Guide / Handbook
Important Information

· Requests are processed on a first-come first-served basis. Documents are returned in PDF format by e-mail.

· The total word count for your submission is limited to 3000 words (approximately 10 pages). Outdated content will not be processed. Other restrictions may apply.

· For languages and document types not indicated here, please see the Vendor Information For Schools fact sheet in the Key Documents section of our website.
· The Translation & Interpretation Unit is not responsible for the quality and accuracy of the translations if they are altered in any manner without prior approval.


Additional Instructions: 

     

FOR T&I UNIT USE ONLY





			


PROJECT NUMBER		PROJECT MANAGER





			


TRANSLATION DUE		DELIVERY DUE





			


WORD COUNT		Q.C. LOAD
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