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Interpreting Checklist

for interpreting services provided to NASA

under contract NASW-97001

In an effort to provide you with the highest quality interpreting services, we ask for your cooperation in providing us with all of the following information.  This is information we require in addition to the information you've provided on the SR form.  The more preparation our interpreters are given ahead of time, in terms of both the logistics and content involved with the upcoming assignment, the better they will be able to perform.  Ultimately, high quality services are the product of close interaction between you, the client, and us, the service provider.  Therefore we need to receive the following information from you as soon as possible in order to best meet your needs.  If you have any questions please feel free to call Deputy Project Coordinator, Martina Foot, at 301.424.7737 extension 25.  Thank you very much.
Exact location of assignment [including street address (for locations other than NASA HQ) and floor and room numbers]:

Interpreter(s)' point of contact at assignment (please provide the name and phone number of an individual who will be present either immediately before or even during the actual assignment as a point of contact):

Are/is interpreter(s) required to be U.S. citizens for the purposes of this assignment?

( YES




( NO

What identification must the interpreter(s) have with them?

What special entry procedures exist, if any, at the location of the assignment? (e.g. Must interpreters check in somewhere before proceeding to assignment? Must interpreters call someone to gain admittance? If so, whom? etc.)

Please provide a brief description of the assignment, including number of participants, names and titles (if appropriate), and type of subject matter involved:

In addition to the above, please provide any available preparation material (in English and/or target language), such as talking points or agendas or information containing any highly specialized, specific terminology that may be involved.  Thank you again for your cooperation.
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