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Best Practices for ITU for Remote services with Caption First (extract) 
Once you have been in contact with a representative of Caption First, there are some preliminary steps that the consumer and the payer need to complete, and then you will be ready to go!

Setting up the Relationship:

· Establish the rates and complete billing authorization form.  
· Receive a five- to ten-minute live demonstration of our remote services.  Or, at a minimum, click our demo link to ensure you are able to view the streaming text via your specific PC: 

http://www.streamtext.net/text.aspx?event=NetcaptionDemonstration
· In order to receive automatic notifications of jobs and to see a list of all scheduled jobs per day, go to www.captionfirst.com and follow the instructions for “Login.”
Scheduling jobs:

Send an email requesting services to scheduling@captionfirst.com.  The following information is necessary:  

· Payer’s name
· Name of organization
· Date of job

· Time of job, time zone and country
· Onsite technical contact name, phone number and country code
· Meeting description

· Skype ID
· Chairperson’s name

· List of participants or countries
· Link for agenda and documents

· Specify if a transcript is needed

· Specify email and name of person(s) receiving transcripts
· Specify when a transcript is needed.  Immediately or within 3 days 
· Specify if a raw, unedited transcript is needed immediately

Prep materials:

Sending lists ahead of time of participant names or highly technical terms as well as links to prep materials such as handouts, agendas, or PowerPoints will assist the captioner in providing a higher-quality product.  These names and words need to be programmed in before the job starts.  

Financial arrangements:  

· If needed, ask for and receive an estimate for services from accounting@captionfirst.com
· After completion of the job, an invoice is emailed to the payer
· Caption First terms and conditions are found at  http://www.captionfirst.com/Terms_and_conditions
· Payment is due within 30 days of receipt of invoice
Tips for success:

· Have the chairperson start the meeting by stating their name or title, in order to help the captioner to recognize and focus on that voice. (ie:  >> CHAIR:  This is Robert Smith, Chair of the meeting.)
· When the chairperson recognizes a speaker or country, have the chairperson recognize the person by saying the next speaker’s name or country.  (ie:  >> CHAIR:  Switzerland, you have the floor.)

· If staff from ITU are monitoring the text, please enter the chat box in the captioning platform. It is a communication pathway between the ITU staff and the captioner.  This can be used to supply proper spellings or to privately communicate information to the captioner.  
· Caption First scheduling staff will send the link information, name of each captioner and Skype ID of each captioner to the onsite ITU technician.

Definitions:

· Raw transcript is unformatted and completely unedited.  There is no charge for this transcript.
· Finished transcript is formatted, scanned for mistakes, and spell checked.  Finished transcripts are delivered within three business days.

· Rush transcripts are finished transcripts that are delivered within 24 hours or less.  There is a higher charge for rush transcripts. 
· Please discuss rates with Caption First Staff.
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