INTERPRETER REQUEST FORM

1. Please submit interpreter requests at least 7-10 days prior to event to maximize potential for fulfillment.  

2. E-mailed requests must indicate the following in the subject line:  

A. The words, “Interpreter request” 

B. Date of the event

C. Name of the event 

lisa.jucha@losangeles.af.mil
3. Requests must be made by d/Deaf or Hearing/Speech Impaired Consumer’s supervisor and emailed to Lisa Jucha in Civilian Personnel:    

In some instances, d/Deaf persons or individuals with hearing/speech impairments may make the requests directly, without involving the supervisor (e.g., sensitive/confidential matters involving the supervisor, personal issues, etc.)

4. ALL fields below MUST be completed.

5.
If available, please forward advance materials of the event (agenda, copies of speeches, PowerPoint slides, etc.) to the email address above.
6.  Very important:  Please inform Lisa Jucha immediately upon learning that 
interpreting services need to be canceled, if such situations arise.
Please note:  When announcing/posting events, meetings, etc., it is recommended that a statement is added indicating that sign language interpreter services will be available upon request, and that interested individuals should have their supervisors make the request ASAP (preferably 7-10+ days prior to the event).  
	Date: 
	

	Start Time: 
	     

	End Time: 
	     

	Name/topic of event: 
	     

	Event Location: 
	     

	If escort is necessary, 

escort meeting place/time: 
	     


	Deaf Consumer/s: 
	     

	Supervisor of Consumer/s: 
	     

	Contact person/phone number:
	     

	Additional Information/Notes: 
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