Mission Integration Contract Russian Services

Meeting Support Request Form (MSRF)

Please complete the form below giving as much detail as possible


Every meeting is unique in the way that it is organized, setup, and handled. These and other various factors will determine what support would be best suited for your meeting.  Information listed below will help you determine what type of support best fits your meeting support needs.

Definition of an Interpreter – Someone that interprets conversation – Oral, not written

Definition of Consecutive Interpretation – The speaker pauses and waits for the interpreter to interpret.  This type of interpreting is what is normally used for face-to-face meetings such as a mini-TIM.

Definition of Simultaneous Interpretation – The interpreter sits in a separate room and interprets without the speaker pausing.  Special simultaneous equipment is required for this type of interpreting as well as special configuration of the meeting room.  Simultaneous is mainly used during multilateral meetings or very high-level management meetings.  This mode requires multiple interpreters.
Definition of a Translator – Someone that translate documents – Written, not Oral.  If you feel that a translator is necessary to be present at the meeting location please give reasons – as much detail as possible – and indicate whether you will require translation into English only, into Russian only, or both.  To have a translator at a meeting requires NASA Management / MIC COTR or designee approval.

MIC Logistics Coordination Support at a Meeting – This support is mainly used when there are a large number of participants and/or a large number of splinter groups and/or a large number of documents to be translated during a meeting.  To have a logistics coordinator at a meeting requires NASA Management / MIC COTR or designee approval.
Conference Rooms – After work hour conference rooms are used when there are several groups meeting in Moscow so that they can have a place at the end of the work day at the hotel to tag up.  This is normally only done for high-level management meetings such as GDR, JPR, etc.  To have a remote conference room reserved requires NASA Management / MIC COTR or designee approval.
Please include a copy of the agenda for your meeting (mandatory) along with any presentations that will be given, documents to be discussed, or other reference material that would be helpful for the interpreters to study prior to your meetings. Providing such materials in advance will allow the interpreter(s) to be better acquainted with the subject matter and terminology, and as a result will improve the quality of support you can expect at your meeting.  In addition, please make a copy for the interpreter(s) when distributing any materials during the meeting itself. 
	Name of Meeting – Description of work / task (provide as much detail as possible)
	     

	Will there be any Export Control topics discussed at the meeting?
	 FORMDROPDOWN 


	Meeting Dates
	     

	Meeting Location

(Country, city, work site, building #, room #, etc.)
	     

	Phone number at the meeting location
	     

	Meeting start time
	     

	Lunch break (give start time & end time)
	     

	Meeting end time
	     

	Trip / Meeting Lead
	     

	Trip / Meeting Lead’s work phone #
	     

	Trip / Meeting Lead’s work fax #
	     

	Trip / Meeting Lead’s pager #
	     

	Trip / Meeting Lead’s cell phone #
	     

	Trip / Meeting Lead’s home #
	     

	NASA Letter of Invitation / Trip #
	     

	Suggested number of Interpreters
	     

	What type of interpretation will be needed? (Simultaneous or Consecutive)
	 FORMDROPDOWN 


	Suggested number of Translators
	     

	Justification if Translators are requested

(Mandatory for approval)
	     

	Will you require a logistics person at your meeting?  (Requires NASA mgmt/MIC COTR or designee approval)
	 FORMDROPDOWN 


	Will you require MIC to reserve a conference room?
	 FORMDROPDOWN 


	If so, how many people should the room be able to accommodate?
	     

	What days will you need the conference room?
	     

	What time will you need the conference room? (Please give start and end times)
	     

	Do you have a weekly standing telecon that needs to be canceled during the dates of your meeting?
	 FORMDROPDOWN 


	Will you require MIC to provide transportation?
	 FORMDROPDOWN 


	If so, how may people will transportation be needed for?
	     

	What time will you require pick up in the morning to go to the meeting?
	     

	Will you require MIC transportation during lunch?
	 FORMDROPDOWN 


	If so, what time will we need to pick up the group for lunch? (Requires NASA mgmt/MIC COTR or designee approval)
	     

	What time will we need to have the group back to work after lunch?
	     

	What time will we need to pick up the group at the end of the day to take them back to the hotel?
	     

	For meetings at NASA/JSC only

RL&LS will automatically request Buildings 1, 4N, 4S, & 9.  Please indicate any other buildings that you will require the Russian Delegation to be badged for.
	     


If you have any additional comments and or instructions please list them here:

	     


J-1, Appendix H, Form 1


