
How to Request an Interpreter from the Spring Ins�tute 

To request an interpreter from the Spring Ins�tute, follow the steps below: 
 

1. Confirm the date/�me of your appointment, court appearance, reference interview, etc. with the 
par�cipant before submi�ng the Interpreter Request Form. 

2. Complete the Interpreter Request Form. 
• Make sure to specify whether the request is for in-person, phone, or video 

interpreta�on services. If you are reques�ng phone or video interpreta�on services, 
enter “N/A” in the Appointment Address field. Make sure to include the video link in the 
request form if you are reques�ng video interpreta�on services. 

• Enter the name of the person who requires interpreta�on services (i.e., youth) in the 
Patient/Consumer Name field. 

• Enter any addi�onal informa�on in the Comments field. You may want to include details 
about the nature of the request (i.e., court appearance, reference interview), the age of 
the person who requires interpreta�on services, where to meet for in-person 
interpreta�on services, and anything else that is important for the interpreter to know in 
advance. 

3. Submit the Interpreter Request Form by sending it via email to 
interpreternetwork@springins�tute.org. You will receive a booking confirma�on email once your 
request has been processed. If you do not receive a booking confirmation email within 24 hours, 
call 303-831-4151. 

4. Conduct your in-person, phone, or video appointment as scheduled. Make sure to keep track of 
the length of the appointment. Please note that the Spring Institute has the following billing 
rates and policies: 
 

 
 

The OCR will be billed for these services so you will not receive an invoice. 

https://coloradochildrep.org/wp-content/uploads/2023/10/Interpreter-Request-Form.docx
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