	International Education Evaluators, LLC (IEE)
Please send the application form (page 1 only) along with the payment to one of the following addresses:
Postal mailing address: IEE, P.O. Box 545863, Surfside, FL 33154.
Courier mailing address: IEE, 250 95th St., #545863, Surfside, FL 33154
Please make your check or money order payable, in U.S. dollars, to International Education Evaluators, LLC.
If you have any questions, please contact us at (305) 503-9063 or e-mail us at info@iee-usa.com.


Translation Service Extra Copy Request Form
1. CLIENT INFORMATION
[bookmark: _GoBack][bookmark: Check1][bookmark: Check2][bookmark: Text62][bookmark: Text63][bookmark: Text64]Gender: |_| Male     |_| Female     Date of Birth:   	/   	/     	
	MM	DD	YYYY
[bookmark: Text8][bookmark: Text9][bookmark: Text6][bookmark: Text7]Name:	     		     		     		     	
	Last Name	First Name	Middle Name	Maiden Name
[bookmark: Text21][bookmark: Text17]Attorney/Corporate Firm Name:      		Contact Person:      	
[bookmark: Text19][bookmark: Text20][bookmark: Text22][bookmark: Text23][bookmark: Text89]Telephone: (	   	)    	-	     		Fax: (	   	)    	-	     		Email:      	
2. SERVICES AND FEES
[bookmark: Text94][bookmark: Text95][bookmark: Text96][bookmark: Text97]I would like to order an extra copy of my translation issued on:   	/   	/	    		File Number:      	
	MM	DD	YYYY
[bookmark: Text30][bookmark: Text31]Translation service (up to 1 year after completion) $35.00 each:   		In a sealed envelope $40.00 each:   	
	(How many)	(How many)
[bookmark: Text32][bookmark: Text33]Translation service (after 1 year of completion) $50.00 each:   		In a sealed envelope $55.00 each:   	
	(How many)	(How many)
IMPORTANT: Please provide photocopies of your documents if translation was completed more than 1 year ago.
3. MAILING
Please send the translation(s) by:  
International Education Evaluators, LLC | P.O. Box 545863, Surfside, FL 33154, USA | Tel: 305.503.9063 | Fax: 305.993.5550 | www.iee-usa.com | info@iee-usa.com
[bookmark: Check7][bookmark: Text37][bookmark: Check8][bookmark: Text38][bookmark: Check9][bookmark: Text39]|_| First Class Mail (no additional charge):   		|_| Priority Mail (U.S. only): $8   	 	|_| Express Mail (U.S. only): $25   	
	(How many)	(How many) 	(How many)
[bookmark: Check14][bookmark: Text65][bookmark: Check15][bookmark: Check16][bookmark: Text66]|_| First Class International: $10   	 	|_| Priority Mail (international) $40:   	 	|_| International Courier Service: $70   	
	(How many)	(How many)	(How many)
Please mail the translation(s) to:	
[bookmark: Text90]     		     		     	
Contact Person	Mailing Address (Line 1)	Mailing Address (Line 2)			
[bookmark: Text56]     		     		     		     	
City	State	Zip/Postal Code	Country
Comments:	
	
	
4. CERTIFICATION
By signing this form, I certify that the information provided in this form and within the enclosed documentation is true, complete, correct and authentic.  I understand that the evaluation reports prepared by International Education Evaluators, LLC (IEE) are advisory in nature and are not binding upon any agency or institution. I have read the section on Policies and Procedures and agree with the terms and conditions stated therein.  I release IEE from any liability for damages resulting from the use of the evaluation report by any party.  I release IEE from any liability for damages resulting from the loss of original documents that may be requested by IEE in associated with this application.
					
Printed Name		Signature		Date

POLICIES AND PROCEDURES:

· All evaluation reports prepared by IEE are based upon the most current information and research available.  IEE uses all practical resources, placement recommendations and guidelines to form a basis for its interpretation and judgments.  IEE does not guarantee that the applicant will agree with the evaluation report.  

· IEE will not be liable for damages resulting from the loss or physical damage to the original documentation that may be requested by IEE. 

· No evaluation report will be prepared if documents are suspected to be tampered or forged.  Additionally, the documents become property of IEE.  No refund will be issued and concerned parties will be notified. 

· If documentation not included in the original application is submitted for evaluation to IEE, it is considered a new evaluation and payment of the evaluation fee is required.  If an applicant requests to change a document by document evaluation report to a course by course evaluation report, the appropriate fee for the course by course report is required.

· IEE reserves the right to revise its reports as new information is issued and cannot guarantee that the applicant will agree with the evaluation report issued. 

· All evaluation reports prepared by IEE are advisory in nature and are not binding upon any agency or institution.

· IEE reserves the right to refuse service to anyone.

· IEE accepts no liability regarding the loss or damage of documents.  IEE will keep applications and accompanying documents submitted for evaluation and/or translation on file for one year.

· No refunds are issued once the application has been submitted, or when the necessary documentation is not provided.  There will be no refund after a written evaluation report has been prepared. 

· IEE conducts business via mail.

· IEE reserves the right to verify academic documentation submitted for evaluation with the issuing institution(s).  IEE reserves the right to request original document(s) to be sent directly from the issuing institution(s).

· Any dispute that may occur between IEE and the applicant shall be governed by Florida law and subjected to the jurisdiction of the Miami-Dade County court system.

· All fees are payable in advance.  All payments are payable in U.S. dollars by money order, check or credit card.  If the money order or check is issued by a bank outside the U.S., it must have the printed name of the affiliated U.S. bank.  For personal checks, please allow up to 10 business days to clear. Credit card payments are subject to a surge charge.

· IEE will not release any evaluation report or translation until proper payment has been received.

· Prices are effective as of January 1, 2015 and are subject to change at the discretion of IEE.

· Attorney/corporate clients with regular account activity will be billed on a monthly basis.  All fees will be due upon receipt of the invoice.  If there is no prior account balance, clients are allowed a grace period of 15 days from the date of the invoice to send their payment.  Accounts that are late 30 days will be subject to account administration fee of $15 per month.  IEE reserves the right not to service an account that is late 60 days.

· Evaluation reports and documents are delivered to clients by first class mail service (U.S. only).  The following delivery options are available for an additional cost.

First Class Mail (U.S. only): no additional charge		Express Mail (U.S. only) $25
Priority Mail (U.S. only): $8 			International Courier Service: $70
Priority Mail (International): $40			First Class Mail (International): $10

· If you disagree with the outcome of your evaluation, you have 60 days from the date of issue of the evaluation report within which to raise any questions concerning its content (thereafter, the file will be closed).  If you would like to have your file reviewed, please put your request in writing.  Your request may be sent by regular mail or email (info@iee-usa.com).  Please be sure to include your name and file number on all correspondence.  Allow a minimum of 10 business days for your case to be reviewed.  You will receive a reply in writing thereafter.  Please understand there is no guarantee that any changes will be made to the existing evaluation report.



