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DRC Interpreting Request Procedures
The DRC interpreting office is striving to improve the way we handle and maintain information. To ensure that your requests are handled appropriately, we must have all pertinent information prior to the assignment. We want to be able to find and respond to these requests as efficiently as possible. Therefore, we are asking our customers to follow a consistent format that makes requests easy to sort and identify, as well as easy to transcribe information accurately to our calendar.
Note: Please send a separate email for each assignment. For on-going requests, follow those procedures when the same request repeats frequently. 

Please follow the procedures as outlined below:
I. 
New Requests

A. 
Please follow the proper format for requesting an interpreter. Your email should include this template with your appropriate information filled in:

In the subject line of the email:
Subject line:   New Request: (mm/dd/yy); (start time to end time), Bldg/Room number.
In the body of the email to include this format: 
Operating Administration requesting interpreting service:
Deaf Consumer's name:
Description of the event:
Additional information/Special Information: 
Number of Interpreters (if known):
Requestor’s Name and Phone Number: 
B. 
Example Request:

Subject line: New Request: 07/15/06; 01:00-02:00, DOT HQ, W56-403
In the Body of the email:
Operating Administration requesting interpreting service: OST
Consumer's name: John Doe
Description of the event: Project Plan Meeting
Additional information/Special Information: Arrive 15 minutes early. Will provide handouts. 
Number of Interpreters (if known): One Interpreter
Requestor’s Name and Phone Number: Jon Doe, 202.366.9433
II. 
Modifications to Requests

A.  Please follow the following format and procedure when making a modification to a previously submitted request:
Subject line:  Mod Request: (original request information) (mm/dd/yy); (start time to end time), Bldg/Room number.
B. Example of a Modification Request: 
Subject: Mod Request:  07/15/06; 01:00-02:00, , DOT HQ, W56-403
In the Body of the email: (Modified Information)
Example:  Time changed from 01:00-02:00 to 2:00 to 3:00 room number 6214

C. Note: Modified requests that make changes to the date and time and that are made with less than five working days notice, are considered late. 

III.
Cancellations
A. The requesting office is responsible for notifying the DRC of cancellations at least 72 hours or three working days prior to the interpreted meeting, event or training. This will help the DRC reassign interpreting services to other individuals or events and avoid unnecessary costs.

In order to assure maximum availability of service, the requesting office is responsible for providing notification of a cancellation as soon as it is known that the service will not be required.
B. Please follow this format for canceling a request:

Subject line:  Cancel Request: (mm/dd/yy); (start time to end time), Room number.
C. Example: 
Cancel Request: 07/15/06; 01:00-02:00, , DOT HQ, W56-403
IV.
 On-Going Requests
A. For meetings that are repetitive in nature, it is not necessary to submit an individual request for each meeting.   However, it is necessary to list each date of the meeting on the initial request.  If you have previously scheduled an on-going meeting, please send an updated email to us to ensure we have the correct information for your meeting and it is on our calendar.
B. Example of an On-Going Request:
Subject line:  On-going request: (start date-end date): (start-end time); Location/Room: 
     
Body of the email: 

  
Requesting OA: OST

  
Deaf Consumer(s):  John Doe

   
Description:  Project plan meeting

            Add’l Information: Arrive 15 minutes early.  Will provide handouts

   
Number of interpreters needed: One Interpreter

           Requestor: Jon Doe, 202.366.9433
C.  Recurrences: 

Include intervals, for example: (1st Monday.., 4th  Thursday, every other…). Include information on the upcoming meeting dates, for example: next three meeting dates:  07/01, 07/14, 08/01

V.
Late Requests
Untimely requests are those made less than five working days prior to the date services are needed. There is no guarantee that services requested on short notice can be filled.
VI.
Confirmations

A.  Due to a high volume of interpreting request, please allow at least two business days for a confirmation. However, if this is a last minute request we will inform you as expeditiously as possible.   You should receive a confirmation for each assignment requested.   If you do not receive a confirmation, please contact us via e-mail with the date of your assignment and the time and date your request was submitted. 
C. Example
Request Confirmation: (date of event); (time of the event), (location/room)
