
School Communication Service
 • Information and Technology Division •

Tipton Abrahams,  Senior Public Relations Specialist
Marcia Emrich, Public Relations Assistant
Jean Palmer, Public Relations Assistant
Andrea James, Public Relations Assistant

Phone: (315) 793-8610  •  793-8526  •  793-8523 • 793-8545
Fax: (315) 223-4701 -- Please note new fax number and physical address --

Date: ________________________________ # of pages sent (including cover):______________

To: ________________________________ From: _________________________________

Job#: ________________________________

The following is a proof copy of your job. Please read it carefully as we depend on you for the
correct spelling of student and employee names, as well as the accuracy of data included.
Please check one of the items below and sign the release for printing (Signature is needed
before printing can begin).

SEND TO PRINTING  (no corrections needed)

MAKE CORRECTIONS - AND SEND ANOTHER PROOF COPY
(significant changes to the job will require additional time; these are changes in layout,
size, or format, rewriting copy, etc.)

CANCEL JOB (and bill me for work completed to date)

Please complete, sign, and return this form to us with any necessary changes within one working day. If
you have any problems or questions regarding your job, please notify us as soon as possible.

RELEASE FOR PRINTING
I have carefully read the documents to be printed, and authorize release for printing.

I understand that any revisions requested after this will be at my expense.

________________________________________________
AUTHORIZED SIGNATURE

502 Court Street
Utica, NY  13502
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