Interpretation Request Form

Department of Education • Translation & Interpretation Unit • 45-18 Court Square Floor 2 • Long Island City, NY 11101

Tel: 718-752-7373 • Fax: 718-752-7390 • E-mail: translations@schools.nyc.gov • Web: www.nyc.gov/schools/offices/translation

	Event Title / Description
     

Date of Event:
     
Start Time:
     
End Time:
     
Event Type
For Central and District Offices:

 FORMCHECKBOX 

Panel for Educational Policy

 FORMCHECKBOX 

Parent Fair

 FORMCHECKBOX 

Parent Training

 FORMCHECKBOX 

Parent Workshop

Community Education Council:

 FORMCHECKBOX 

Business Meeting

 FORMCHECKBOX 

Public Meeting

 FORMCHECKBOX 

OTHER (please specify):

     


For Hearings:

 FORMCHECKBOX 

Impartial Hearing

 FORMCHECKBOX 

Suspension Hearing

Name of Student(s):

     


Event Site Information
Event Site:      

Address:      

Room:      


 FORMCHECKBOX 

Multiple rooms will be used

City:      

ZIP:      


At the event site, interpreters shall report to:

Name:      

Cell Phone Number:      

	Contact Information
Requesting Office:      

Contact Person:      

Telephone:      


Date of Request:      

Languages Requested
 FORMCHECKBOX 

Arabic
 FORMCHECKBOX 

Bengali
 FORMCHECKBOX 

Chinese (Cantonese)

 FORMCHECKBOX 

Chinese (Mandarin)

 FORMCHECKBOX 

Haitian Creole
 FORMCHECKBOX 

Korean
 FORMCHECKBOX 

Russian
 FORMCHECKBOX 

Spanish
 FORMCHECKBOX 

Urdu
 FORMCHECKBOX 

OTHER (please specify):

     

Approximate number of attendees 
who will need interpretation services:      

 FORMCHECKBOX 

Check if outreach materials and handouts for your event(s) have been sent to our office for translation.
Please keep in mind...
· Interpreters are not provided for school-based events or student reviews.

· A minimum of one week notice is required to process your request.

· Interpretation requests are processed on a first-come, first-served basis.

· Use separate request forms for events held at different locations.

· If submitting a request via fax, please call to confirm that we have received your request.
· Contact us immediately regarding any changes or cancellations to your event.
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