FY13 LANGUAGE SERVICE SUBMISSION GUIDE

1. Salary Vouchers for Interpretation & Translation:

· Email to LSsalaryvouchers@State.gov 
· Include Name, DUNS #, Job Number, Signature, and Agency Worked For on the voucher.

DUNS Number:

· LS-changeofinformation@State.gov 

Salary Voucher Inquiries:

· Contact your Assigning Officer

For ECA Reports:
· E-mail to LS-ECAReports@State.gov 

· In addition, e-mail a copy to your ECA Program Officer and to your LS Assigning Officer.

Change of Banking Information:

· Update  at www.sam.gov and notify LS by sending an email to LS-changeofinformation@state.gov .  You must provide your name and DUNS Number.
2. Travel Vouchers Submission and Inquiries :
· Contact Roslyn Blanchard @ (202) 261-8818 ; BlanchardRA@State.gov or
· Scott Henderson @ (202) 261-8793 ; HendersonSM@State.gov.

· FEDEX hard copy to:

Travel Unit 






US Department of State






A/OPR/LS, SA-1 






2401 E Street NW, 14th Floor





Washington, DC 20522

· Must include all receipts. Add FedEx cost to travel voucher.

· Faxed copies will no longer be processed.

3. Change of Address, Telephone, Citizenship, Security Clearances, ID cards and  other Database Information: 
· E-mail to LS-changeofinformation@State.gov 
· Or fax to (202) 261-8821  Attn: Darlee Washington (202) 736-9032

· For citizenship change, provide certificate number, date and court
4. Completed Translations: 

· E-mail to: Translation@State.gov
· Please review the translation instructions carefully since some projects are too large to transmit electronically. In such cases, please consult with your assigning officer to determine the best delivery method. If the translation must be mailed, please send it to the attention of the appropriate Assigning Officer at: 




Translation Unit





US Department of State






A/OPR/LS, SA-1, 






2401 E Street NW, 14th Floor





Washington, DC 20522
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