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ANNEXURE ‘A’

The Msunduzi Municipality
LANGUAGE SERVICES SERVICE REQUEST FORM

To : Principal Language Practitioner/Assistant Director: Language Services
Attention
From

Enquiries
Date : Ref
Subject

1. 1 hereby request assistance with the following language service: (tick the appropriate

box below):

SERVICE PLEASE TICK REQUIRED SERVICE
Translation Service

Interpretation Service

Transcribing Service

2. Information Regarding the Request: (Please complete):

SERVICE SPECIFY:

Name of a document for
translation/transcription

Name of the accused

SPECIFIC REQUIREMENTS AND/OR COMMENTS




PLEASE NOTE:

Information provided must be accurate. Unless there is a mistake on our part, we are not
responsible for any modification of information provided.
Assistance will be provided strictly based on the information that has been provided.

Turnaround times for final product:
> For Translation Services please note that our turnaround timeframes are as

follows:
5-6 pages a day for non-technical
4 pages a day for technical text

» NB: We do accommodate urgent circulars and notices for same day
translations.

> For Interpretation Service all requests must be sent to us 7 business days and
not later than 2 business days before the date of the sitting.

» Each Disciplinary Hearing must have a separate request form.

For Transcription Services our turnaround time is 30 minutes per day depending
on the audibility of the recording

Y

SIGNATURE:

FOR OFFICIAL USE: LANGUAGE SERVICES
DATE DOCUMENT/ | ALLOCATED INFORMATION | NAME OF DATE FOR
RECEIVED | HEARING LANGUAGE COMPLETE OFFICIAL REQUESTING
BY PRACTITIONER | OR REQUESTED TO | FURTHER
LANGUAGE INCOMPLETE | OBTAIN INFORMATION
SERVICES MISSING

INFORMATION

COMPLETION DATE




