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	Task
	Interpreting cycle

	
	Project # 1
	Project # 2
	Project # 3

	PREPARATION
	
	
	

	
(1) Project Evaluation
	
	
	

	
(2) Project Setup
	
	
	

	
(3) Definition of Resources 
	
	
	

	
(4) Schedule Equipment and support*
	
	
	

	

(4.1) Venues and technicians face-to-face
	
	
	

	

(4.2) Phone connection
	
	
	

	

(4.3) Internet connection
	
	
	

	
(5) Name of presenters and specifics
	
	
	

	
(6) Travel arrangements
	
	
	

	STUDY CONTENT
	
	
	

	
(7) Prepare Glossaries
	
	
	

	
(8) Study/Research Materials
	
	
	

	DAY OF EVENT
	
	
	

	
(9) Technical Setup and sound check
	
	
	

	
(10) Actual Interpreting Session
	
	
	

	COMPLETION
	
	
	

	
(11) Minutes
	
	
	

	
(12) Business Mgmt. (Bill & Pay) 
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