Sign Language Interpreting Request Form

__________________________________________________________________________
Interpreting services shall be requested via email. Please complete all fields. Incomplete requests may be submitted for scheduling purposes; however they will not be confirmed until all information is provided.
SEND TO: 
drc.interpreters@dot.gov 

__________________________________________________________________________
Date Service is required:  

Start Time:  

Duration: 

End Time:
Location of Assignment (Building, Floor, & Room Number): 

Description of Assignment:  

Name of person REQUESTING services:

Name of employee(s) or visitor(s) REQUIRING services: 

Agency (OA) of person REQUESTING services:
Type of sign language needed:
(If in doubt, ask employee or visitor) 

Copy of presentation or subject matter provided:      Yes [  ]     No [  ]

Points of Contact for THIS meeting: (minimum 2 required) 

The person who is requesting the interpreter (including Deaf employees) may provide personal contact information such as a txt number or IM address. The information on this form will be provided to the vendor. The information can be very helpful to the interpreter who is trying to locate the requestor before the event. DRC does not maintain any contact information that is provided on this form
Contact Name:



Contact Number/IM:

Alternate Contact Name:


Alt Contact Number/IM:
Parking Location:  

Special comments and needs: 

Interpreting requests are filled on a first-come, first-served basis based on your email. Interpreting services should be requested at least 5 days in advance but please allow as much advance notice as possible. Last minute (less than 72 hours prior to the event) or "emergency situations" will be accommodated on an as-available basis. 

Disability Resource Center

U.S. Department of Transportation

1200 New Jersey Ave., SE

Washington, DC 20590

Interpreting Services: 202-366-9433

Drc.interpreters@dot.gov

The DRC Interpreting Office is located at W56-425 in the DOT Headquarters building. Scheduling is performed daily from 8:30 a.m. to 4:30 p.m.

http://drc.dot.gov/interpreting.htm
Version 1.3
5/2/2011

