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Office of Civil Rights (OCR)-Workforce and Policy Compliance (WPC)

A. Requestor Information
1. Date of Request:       
2. Requestor Name/Contact:      
3. Deadline for Request:      

B. Project Funding
4. Have funds been identified for this project?
|_| Yes (see 5 below)
|_| No

5. If yes, is this a capital-funded project or an operating-funded project?*
|_| Capital
|_| Operating

*Note: OCR will cover the cost of interpretation services for operating-funded projects.  Projects must cover translation costs if it is a capital-funded project (ex. Fleet of the Future, extension projects).

C. Timeframe for Interpretation Request:
6. [bookmark: Check21]|_| Contact OCR at least 72 hours in advance of your request, if not sooner. 

D. Target Language(s)
7. What language(s) or dialect are you requesting for interpretative services?
|_| Spanish
|_| Chinese (Mandarin)
[bookmark: Check39]|_| Chinese (Cantonese)
|_| Korean
|_| Vietnamese
|_| Tagalog
|_| Other (specify)       
|_| Not sure/unknown (Contact OCR for demographic information.)

8. Type of Interpretation (Check one):
[bookmark: Check33]|_| Consecutive 
(Interpreter waits for speaker to pause and interprets each section immediately afterwards.)     	
[bookmark: Check34]|_| Simultaneous 
(Interpreter interprets simultaneously as the speaker talks.)


Email form to Jennella Sambour-Wallace (jsambou@bart.gov).
If you have any questions please contact Jennella at ext. 6513.
Contact OCR at least 72 hours in advance of your request, if not sooner.






E. Provide the Following Event Information: 
9. [bookmark: Text6][bookmark: _GoBack]Date:      
10. [bookmark: Text7]Time:      
11. [bookmark: Text8]Meeting location:      
12. [bookmark: Text9]Format of the event :      
13. [bookmark: Text10]Number of interpreters/language needed:       
14. Requesting interpreting equipment, i.e. headsets?* 	
|_| Yes (see 14a below)
|_| No
[bookmark: Text16]14a. Number of headsets:       

*Note: Extra cost of $5-$10 per person.  GCR Rep: See Lisa Moland for headsets/transmitters.

15. On-site project staff contact information for event:
[bookmark: Check22][bookmark: Text12]|_| Name:             
[bookmark: Check23][bookmark: Text13]|_| Cell phone number:      

16. Do you have documents/information for the interpreter to review before the event? 
|_| Yes (see 16a below)
|_| No	
16a. Email to OCR:
[bookmark: Check24]|_| Surveys     
[bookmark: Check25]|_| Flyers  
[bookmark: Check26]|_| Boards       
[bookmark: Check27]|_| PowerPoint presentation
[bookmark: Check28]|_| Talking Points     
[bookmark: Check29][bookmark: Text15]|_| Other (specify)      

F. Other Comments:

[bookmark: Text20]     
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