Sample

e-Request for Interpretation

[image: image1.png]Translation Services
Service de Traduction

You Must Select
WA~ Interpretation Request

2. Sender / Receiver Information.

Name: Roy, Carole ‘Send Back orginalDoc. O
Emai caroleroy@gov.mb.ca Documents Submited by: WA - Interpretation Request Vv,
Customer: cours Quotaton Requires O
Ao Deler To [Gesignated back up person Vil pay S5 (Yes or o) Yes
Other e (email adaress): [you may add delivery to anothbr person Appropriaton: 45 Courts v
3.Request Information
Transiate From: English select |V Request THe:
ranaite . e ey © INTERPRETATION: _and the Titis of Procseding
nstructons and Comments:

Date Requesied: ILOGATION: Gourt Houss & Gourt Room
Target Date: Date of Event |ONSITE GONTAGT Counsl Requsing mwrpresion rame phene & o
“Toal Word Count Number of hours or days requi Reference Request Number
4.Documents.

if you wish to send documents electronically select “Browse” (Browse... ] [ Reference

“When there are more than § documents or f document size exceeds § b, documents should be compressed (zipped).
= Please check ihe "Reference” box f the document s a reference document,




1. Contact Information

Name: automatically defaults when “New Request” is selected
Email: automatically defaults when “New Request” is selected

Customer: automatically defaults when “New Request” is selected

Also Deliver To: designated back up person for any correspondence (this is set up when you set up your account with Interpretation Services)
Other cc (email address):  if you wish any correspondence to be copied to someone ( you may add their email address here)
2.  Sender / Receiver Information

Send Back Original Doc:  not required  (unless you are sending supporting documentation)
Documents Submitted by:  you must select;  N/A – Interpretation Request

Quotation Required:  not required unless applicable

Will pay $$ (Yes or No):   Yes 

Appropriation:  automatically defaults to your appropriation or select your appropriation if have more than one
3.  Request Information

Translate From:  select French or English
Translate Into:    select English or French

Date Requested:  automatically defaults to today’s date & time

Target Date:  insert Date of Event

Total Word Count:  insert number of hours or days required for interpretation

Request Title:  must insert the words “INTERPRETATION:” first in this field; then insert the title of proceeding or case number

Instructions and Comments:  insert the following information; Location (Courthouse & Courtroom); Date(s) & Time(s); Onsite Contact Information (counsel requesting interpretation, his name, phone & cell number)

Reference Request Number:  this reference number is later filled in by Interpretation Services

4.  Documents

Browse…:   if you are sending any documents electronically you may select “Browse”
Send    click on “Send”  when all pertinent information has been added, you will receive an email confirmation
Print request for record keeping
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