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Copy Submission ProForma
      Received (office use only):.......................

**Please complete all parts of this proforma and refer to the guidance notes**



Proposed Copy Title/Subject
Short Description             


Date submitted:


Author:                                                             UNISON/Branch Position: 

Email: 
                                                                              Tel:  


Proposed Website location for copy:

Members Only                (Please tick box by typing the letter ‘a’ in the box)
Urgency/Embargo


Urgency (deadline?): 
 
Embargo'd  until (date)



Expiry Date
Relevance to existing copy (specify):



None             (Please tick box by typing the letter ‘a’ in the box)


Updates: 


Replaces: 


Responds to: 
Attachments/Inclusions (if required):


Picture 1:


Picture 2: 



Picture 3:


Other document 1:


Other document 2:


Other document 3:


Link 1:


Link 2: 


Link 3:

Are pictures/documents copyright-free?    Y                           N             

Have the subjects of documents or

pictures given their permission?               Y                             N
(Please tick boxes by typing the letter ‘a’ in the necessary box)
Additional information (if required):


Email address:



Telephone number:



Associated FAQ: 
Other Instructions: 

Copy to be sent to:

mail@westcheshireunison.org.uk (for electronic copy)

UNISON West Cheshire Branch, 25 Castle Street, Chester, CH1 2DS (for hard copy)
Declaration

By submitting this I declare that I have the permission to use all the information contained in my submission. This includes the information in the main body of text, any additional images/photos/pictures and any additional electronic files.
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