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CCEC Interpretation Request Form

Instructions/Important Information
1. A seven (7) business day notice in advance of the scheduled meeting is required.
2. Email your completed CCEC Interpretation Request Form to: interpretations@schools.nyc.gov.
3. Services are NOT available for Workshops, Forums, Roundtables, Panel Discussions, Fairs and Conferences.
4. Notify us of any changes or cancellations within 48 hours of event to avoid the DOE from incurring unnecessary costs.
5. On-site contact is required to sign in interpreters with the start time requested and sign them out once assignment is complete.
6. Interpretation equipment is subject to availability. If equipment is used, please make sure to place in a safe location for next day pick-up.  
	Requestor Information
[bookmark: Text1]Date of Request:	     	
Requesting CCEC Office:	     	
Requestor Name:	     	
Requestor Title:	     	
Telephone:	     	
E-mail:	     	
Meeting Logistics
[bookmark: School]Date of Meeting:	     	
Start Time:	     	
End Time:	     	
Requested Language(s)
|_|	Arabic	|_|	Haitian Creole
|_|	Bengali	|_|	Korean
|_|	Chinese (Cantonese)	|_|	Russian
|_|	Chinese (Mandarin)	|_|	Spanish
|_|	French	|_|	Urdu
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T&I Equipment:
# Cases: 		
# Transmitters: 		
Case name: 		
Vendor Equipment:
# Cases: 		
# Transmitters: 		
Name(s) of techs: 		
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IEP PROJECT NUMBER	WORD COUNT	PROJECT MANAGER

					
TRANSLATION DUE	DELIVERY DUE	PM LOAD

	Required Information
	Type of CCEC Meeting
	# of
CCEC
members
needing
services
	# of
non-CCEC
members
needing
services

	|_| CCEC Calendar
	     
	     

	|_| CCEC Business
	[bookmark: _GoBack]     
	     

	|_| CCEC Calendar/Business*
	     
	     

	|_| CCEC Committee Meeting
	     
	     

	|_| CCEC Annual Meeting
	     
	     

	* Inclusive of Special Meetings
	
	


Meeting Site Information
Meeting Site:	     	
Address:	     	
Room(s):	     	
City:	     		ZIP:     	
At the Meeting site, interpreters must report to:
Name:	     	
Cellphone #:	     	
Email:	     	
At the Meeting site, equipment should be delivered to
(if applicable):
Name:	     	
Cellphone #:	     	
Email:	     	
REMINDERS
1. Save time…submit your calendar of meetings for the entire school year.
2. Visit the CCEC Resource Page for translated resources
3. Remember that contractually interpreters are not to do anything other than interpret.
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	TRANSLATION & INTERPRETATION UNIT
	ADDRESS: 45-18 COURT SQUARE, FLOOR 2, LONG ISLAND CITY, NY 11101   •   TEL: 718-752-7373
E-MAIL: INTERPRETATIONS@SCHOOLS.NYC.GOV   •   WEB: INTRANET/NYCBOE.NET/TRANSLATION_INTERPRETATION
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