West Cheshire UNISON Website 

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.


Signed
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�This will be the title of your article and you must complete this field.


�A brief description of what the article is and the aims  of it should be included here.


�


�Your name as author of the article.


�Your branch position if you have one.


�Your contact details so we are able to contact you if required.


�You should give the location of where you would like your article to go. This should be fairly obvious but if it isn’t please see the notes in the submission guidelines which detail what should go in each area of the website.


�Should the article be members only. Note that typing an “a” will put a tick in the box.


�Does this article need to be on the website urgently? If so then please specify a date.


�Is there an embargo on this article? If so please specify when this article is ok to go on the website.


�Is there a date that this article should be removed from the website? If so please specify so the branch staff know when to remove it.


�Please tick if this is not related to another article. If  it does relate to another article then you may wish it to replace another article or update another article. Please specify which applies.


�Use this section to notify of additional images/pictures, documents and links. If submitting electronically then please enter the titles of the images or documents and attach them in the email to the branch. The same applies with other documents, enter the title of the document and attach the document to the email.


�Please enter any links which you require to be displayed after the article. These could be useful websites or sites where you can find more information.


�Please make sure that any pictures are copyright free.  If you are unsure then don’t use them.


�Similar to above. Make sure you have permission to use any documents or content.


�This email will appear in a contact box after the main body of text. Only include an email if the article requires people to respond or invites them to respond.


�Similar to above. Only include if response is invited or required.


�Some news articles may be linked to an FAQ. It may be the case that an article is being submitted along with an accompanying FAQ. Or an article may be linked to an existing FAQ


�Any other relevant instructions should be put here.


�A final check that you have ensured that everything you have submitted is ok for us to use. If submitting electronically please print your name.





