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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:      
4. [bookmark: Text19]Document Title:      

B. Project Funding
5. Have funds been identified for this project?
[bookmark: Check35]|_| Yes (see 6 below)
|_| No

6. If yes, is this a capital-funded project or an operating-funded project?*
[bookmark: Check37]|_| Capital
[bookmark: Check38]|_| Operating

*Note: OCR will cover the cost of translation 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 Translation:
7. [bookmark: Check12]|_| If possible, notify OCR by email of your upcoming request at least ONE week before your documents are ready.*

*Note: This allows us to notify the translation company in advance so they can line up their translators and/or InDesign team before receiving the actual files.

8. [bookmark: Check2]|_| When sending files to be translated, please allow TWO weeks for translation to avoid a rush fee.  

9. Will proofing be required?  
|_| Yes (see 9a below)			|_| No
[bookmark: Check4]9a. Send your finalized document(s) to OCR and add ONE to TWO days for turnaround. |_|

D. Target Language(s) and Audience
10. Target language(s) for translation:
[bookmark: Check5]|_| Spanish
[bookmark: Check6]|_| Chinese (traditional)
[bookmark: Check40]|_| Vietnamese
|_| Korean
|_| Tagalog
[bookmark: Check8][bookmark: Text1]|_| Other (specify)       
[bookmark: Check43]|_| Not sure/unknown (Contact OCR for demographic information.)

11. [bookmark: Text18]Who is your target audience? (Gender, age group, ethnicity, race, country of origin, literacy level, etc.)       

E. Service(s)
12.  If DTP is requested the translation service will lay out the translated text into the document.  DTP requires InDesign files.  Are you requesting DTP?  
|_| Yes
|_| No

F. Design(s)
13. What is the type of media that requires translation?
[bookmark: Check10]|_| Newspaper advertisement
[bookmark: Check11]|_| Survey
[bookmark: Check13]|_| Fact Sheet
[bookmark: Check14]|_| Meeting Notice
[bookmark: Check41]|_| PowerPoint presentation
[bookmark: Check42]|_| Document
[bookmark: Check15][bookmark: Text4]|_| Other (specify)      

14. In what format would you like your documents delivered?
[bookmark: Check16]|_| Word
[bookmark: Check17]|_| PDF
|_| PowerPoint
|_| Publisher
|_| InDesign 
|_| Same as English version
[bookmark: Check18]|_| Other (specify)       

15. Will your document be posted online? 
|_| Yes (see 15a below)
|_| No
15a. Specify the format you want the 
translated text or document for online posting:
[bookmark: Check19]|_| Word
[bookmark: Check20]|_| Writeable PDF
[bookmark: Check44]|_| None

G. Other Comments:

[bookmark: Text20]     
Email form to Jennella Sambour-Wallace (jsambou@bart.gov).  If you have any questions please contact Jennella at ext. 6513.
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