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Send your transcription request form to

Gary Watkins
Workinfo.com
Facsimile 086 689 7862
Banking Details:

Company: 

Workplace Performance Technologies (Pty) Ltd

Bank: 

Nedbank

Branch: 

Musgrave 

Acc. No.: 

1301 196 088      

Branch Code:
1301 26 10     

Account: 

Cheque

Please complete and fax to 011 507 6173 or by email to info@workinfo.com
Transcription Request Form
To expedite transcription service, recordings may be delivered to 332 Kent Avenue Randburg. Alternatively please specify method of delivery of transcription below. 

Recordings may be expressed mailed to PO Box 925 Lanseria Gauteng 1748. Please email the tracking number and date of postage to info@workinfo.com 

Contact Person

	Telephone  .-----.-.-.-..-…-.---.-.-.--.-.-----
	

	Facsimile
	

	Email
	

	Cellular
	

	Address for collection of recordings (if in Johannesburg)
	


Billing Address

	Company
	

	VAT Number
	

	Telephone
	

	Facsimile
	

	Email
	

	Cellular
	

	Postal Address
	

	Physical Address
	


Service Required

( Transcription




( Translation – from _______________ to _______________
( Copy typing
Transcription of a meeting

Nature of the meeting

	Presentation
	

	Workshop
	

	Conference
	

	Disciplinary hearing
	

	Round table (focus groups)
	

	Other (please specify)
	


Names of participants
Please also specify the role of the various participants (if any) e.g.
Chairperson

Initiator

Witness

Minute-taker

Delegate

Presenter

Other (please specify)
	Name
	Role

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Meeting Specifics

	Venue
	

	Dates and times of meeting(s)
	

	
	

	
	

	
	

	Company
	


Documents / Items referred to in meeting

	Document / Item
	Annexure

	
	

	
	

	
	

	
	

	
	

	
	


Format of recording 

( Electronic

( CD-ROM 
( DVD-ROM 

( Flash Drive

( Other  _________________
( Cassette

( Microcassette
( Minicassette

( Compact Cassette
(normal tape cassette)
( Other  _________________
Duration _______h_________
Documents are produced in MS Word. 
Costs

1.
Transcriptions

R600.00 per audio hour of recording subject to final invoice (the final fee will depend on the length and quality of the recording.
2.
Copy typing

Fee available on request.
3.
Translation
Fee available on request.

Would you like a pro forma invoice before commencing the transcription? Yes No

Payment is due and payable on completion of the service.
________________________

Authorized Representative 

________________________

Date 
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