
 

3618 East Lake Street, Minneapolis MN. 55406                                                                                                                                                 
Tel: 612-249-6100  I   Fax: 612-767-8890   I  Email: scheduling@globallanguageconnections.com  

TRANSLATION REQUEST FORM                                                                                                     
PLEASE FILL IN ALL THE REQUESTED INFORMATION 

 

Date: __________________________ Requested by: __________________________________ 

Phone: _________________________ Email: _________________________________________ 

Organization: ____________________Department: ___________________________________ 

Billing Address: _________________________________________________________________ 

 

 

Document Name: _______________________________________________________________ 

Source Language: ______________________Target Language: ___________________________ 

Requested Due Date: ____________________ 

Document Type:□ Letter □ Flyer        □ Handout □ Brochure    □ Policy       □ Newsletter                        
□ Form  □ Calendar □ Survey     □ Handbook  □ Website  □ Other ___________ 

Document Format: □ Word    □ Power Point         □ Publisher            □ Excel            □ InDesign                                                                                                                                              
(preferred)  

Note: Documents in InDesign format will require access from the client. Please be sure to 
provide the LoginID and Password to allow the translator to access the document.  

Brief Description of Document/Comments/Special Instructions: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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