
[image: image1.jpg]Deaf and Hard of Hearing Services
U N I V E R S I T Y O F 0126 Shoemaker Building

N\
College Park, Maryland 20742-8111
TEL 301.314.7682 FAX 301.405.0813

Email: dhhs@umd.edu





One Time Request Form
	Today’s Date:      
	Date of Event:       

	
	
	
	

	                                   FORMCHECKBOX 
 M     FORMCHECKBOX 
 T     FORMCHECKBOX 
 W     FORMCHECKBOX 
 TH     FORMCHECKBOX 
 F     FORMCHECKBOX 
 SA    FORMCHECKBOX 
 SU

	Requestor Name:           
          or

Instructor Name:         
	Phone/Ex:      
	Email:      

	Client Name:      
	Phone/Ex:     
	Email:     

	Language Preference:  FORMDROPDOWN 


	Event Title:      

	Location:      
	Start Time:      
	End Time:      

	Suggested Dress:      

	Preferred Service Provider (please list 2 or 3 choices):     

	Other comments/helpful info:      


	FRS #:      
JV #:      
	Billing Contact:     

	 Ph:     

	Email:     


	For Office Use Only

	Request Filled  FORMCHECKBOX 
   Event Cancelled  FORMCHECKBOX 
   No Show  FORMCHECKBOX 
     Request Taken By:      
Service:  FORMDROPDOWN 
                                 # Service Providers Required:       

	Service Provider
	Hourly Rate
	Hours
	Additional Cost
	Cost
	  √

	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	     
	     
	     
	     
	     
	 FORMCHECKBOX 


	                                                              Total: 
	     
	     
	     
	 FORMCHECKBOX 



Please note: Our ability to schedule interpreters relies on receiving a complete request form from your office. Submit your requests for interpreters for meetings, events, class, etc at least 2 weeks in advance. Not submitting your request within that time will increase the cost for services and reduce our ability to provide interpreters.












Updated 5/6/05
Please note: Our ability to schedule interpreters relies on receiving a complete request form from your office. Submit your requests for interpreters for meetings, events, class, etc at least 2 weeks in advance. Not submitting your request within that time will increase the cost for services and reduce our ability to provide interpreters. Your department will be billed for the full assignment if notice of cancellation is not received 3 full business days prior to the event. Cancellations of conferences or ongoing classes will require 5 full business days prior to the event to avoid being charged for the assignment. 


Updated 5/9/05

