Booking and confirmation
It is ALL’s policy to pre-book all interpreting requests.  However, in an emergency we will try and provide an interpreter, subject to availability, at our earliest.
When booking an interpreter, we will require the followings:
Once an interpreter has been booked, a confirmation will be sent via e-mail. This will list all details of the interpreting session: please check details are correct for example language, date, time and location.
We will send you an Agreement to fill out with our terms and conditions, and the charges. This form must be completed and returned to Access Languages Ltd. before the interpreting session takes place.


Please put INTERPRETER REQUEST FROM in black background and white letters

Interpreter request form
Organization’s Name			Address			Email 	
Authorised person			email 				Telephone
Service required	DROP DOWN	Case type DROP DOWN	Language drop down	
face to face 		Legal			ad all languages.
video 			Private
telephone		Family
translation		Crime
transcription		Court
			Insurance
			Social services
			Other Leave space to type 
Date of attendance date option		start time 		end time
(add calendar and clock )

Job location 
Preferred interpreter gender 	Drop down
				Male
				Female
				Any

						Submit
