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TRANSLATION REQUEST FORM
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	1. Requester's (your) Details:


	

	Name:
	 

	Department:
	

	Telephone:
	 

	Email:
	 


	2. Project Details:


	

	Language(s) Required:
	 

	Documents to be translated:
	

	What is the Purpose of this Translation?

e.g. Publication, Research information, website content:
	 

	Formatting Requirements: 
	

	Are You Able to Provide Glossary or Definitions for Abbreviations?
	

	Translation Recipient(s):
	

	Expected Deadlines:
	 

	Confidentiality:

*If the documents are confidential please upload them on your FTP Site
	

	Additional Comments:
	 


	3. Invoicing Details:


	

	Budget Code or PO Number:
	 

	Invoice Recipient: 
	 

	Telephone:
	 

	Email:
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