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PURPOSE

These Standards of Practice provide guidelines for the scheduling and use of
interpreter and other language access services in the courts and outline the
payment policies to be followed when reimbursing providers for these services.
The Administrative Office of the Courts (AOC) and the magistrate, metropolitan,
and district courts shall follow these guidelines when retaining and using court
interpreters and other language access services. These Standards and Payment
Policies supersede all policies and procedures previously in effect. Please note,
however, that any conflict between the Standards of Practice and Payment
Policies and the rules of procedure governing the use of court interpreters in New
Mexico State Courts, as established by the New Mexico Supreme Court, are
resolved in favor of the rules.

These guidelines do not limit access to the courts nor the accommodation
options courts may use, particularly when complying with the requirements of the
Americans with Disabilities Act (ADA). Courts should provide the most appropriate
accommodation for each person. The Statewide Program Manager for
Language Access Services is available to assist courts.

. GENERAL STANDARDS
A. DEFINITIONS
1. Interpreters by Classification

qa. Certified Court Interpreters -Spoken Languages

A New Mexico certified spoken language interpreter is an individual who has
received court certification through the New Mexico Administrative Office of the
Courts (including mandatory orientation and all required examinations), the
United States Federal Court, or the National Center for Interpretation at the
University of Arizona (Navajo only) and has completed at minimum the including
mandatory orientation and post-certification workshops as regularly offered by
the AOC. Interpreters in languages for which there are no standardized national
examinations, must complete the mandatory written examination and Oral
Proficiency Interviews per AOC Policy (available by request) to be recognized as
New Mexico court certified.

Certified court interpreters in New Mexico must be in compliance with the AOC's
Court Interpreter Continuing Education Policy (see Attachment C). Those in
compliance will be provided an identification badge in January every other
calendar year. Should cerfification lapse due to non-compliance with the
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Continuing Education Policy, an interpreter will be required to retake the
certification examinations.

An individual who has passed all parts of the National Center for State Court’s
interpreter certification written and oral exams may be able to obtain reciprocal
certification in New Mexico. An interpreter requesting reciprocal certification by
New Mexico must provide sufficient information to allow confirmation of exam
results in the other state. The Program Manager will review and confirm the test
results. Upon confirmation of the certification exam results and the interpreter’s
attendance at New Mexico Court Interpreter Orientation, the Program Manager
will add the interpreter to New Mexico’s Directory of Certified Court Interpreters,
indicating the state of certification. The Administrative Office of the Court
reserves the right to request re-certification of any interpreter seeking reciprocal
certification. Interpreters certified in another state and added to New Mexico's
roster must maintain certification by meeting New Mexico’s continuing education

requirements for Certified Court Interpreters. If a person is denied reciprocal
certification, the interpreter may appeal the denial to the Language Access
Advisory Committee. The decision of the committee will be final. Reciprocal
certification will not be granted if the other certifying entity does not grant
reciprocal certification of New Mexico certified interpreters.

b. Certified Interpreters - Signed Languages

Certified: Legal Specialist

Deaf Interpreters

Hearing Interpreters

Conditional Legal Interpreting Permit: Relay
(CLIP-R)

Specialist Certificate: Legal (SC:L)

Certified Deaf Interpreter (CDI)

New Mexico Community License

New Mexico Community License

AA Degree or alternative pathway (BA in
2016)

BA Degree or alternative pathway

AOC Oirientation

AOC Orientation

AOC Application

AOC Application

Background check

Background check

2.0 Legal CEUs in each 4-year RID CMP
cycle

2.0 Legal CEUs in each 4-year RID CMP
cycle

4 hours (.4 CEUs) ethics in each 4-year cycle

4 hours (.4 CEUs) ethics in each 4-year cycle

Certified: Legal Qualified

Deaf Interpreters

Hearing Interpreters

Certified Deaf Interpreter (CDI)

RID Generalist Certification

New Mexico Community License

New Mexico Community License

Legal Training sufficient for SC:L Written test

Pass SC:L Written Test

AA Degree or alternative pathway (BA in
2016)

BA Degree or alternative pathway

AOC Orientation

AOC Orientation
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AOC Application

AOC Application

Background check

Background check

2.0 Legal CEUs in each 4-year RID CMP
cycle

2.0 Legal CEUs in each 4-year RID CMP
cycle

4 hours (.4 CEUSs) ethics in each 4-year cycle

4 hours (.4 CEUs) ethics in each 4-year cycle

Certified: Leg

al Apprentice

Deaf Interpreters

Hearing Interpreters

New Mexico Provisional License

RID Generalist Cert.

CDI Training sufficient to take CDI Written
test

New Mexico Community License

AOC Oirientation

AOC Orientation

AA Degree or alternative pathway (BA in
2016)

BA Degree or alternative pathway

AOC Application

AOC Application

Background check

Background check

2.0 Legal CEUs in each 4-year RID CMP
cycle

2.0 Legal CEUs in each 4-year RID CMP
cycle

4 hours (.4 CEUs) ethics in each 4-year cycle

4 hours (.4 CEUs) ethics in each 4-year cycle

No trials or jury

No trials or jury

Additional clarification of requirements:

e The degree requirements follow R

ID’s established Educational Requirements.

The 2.0 Legal CEUs per CMP cycle follows RID’s requirement for SC:L holders.
The 4 hours of ethics each CMP cycle mirrors the requirements established by

the AOC for spoken language interpreters.

Signed language interpreters will submit a copy of their RID CEU Transcript to

the AOC at the end of their respective 4-year CMP cycles.

c. Non-Cerlified Interpreters -
i. Justice System Interpreters

A New Mexico justice system spoken

Spoken Languages

language interpreter is an individual who

has successfully completed the Justice System Interpreting course of study with

the New Mexico Center for Language Access (NMCLA).
their successful completion from NMCLA the individual will be placed on the AOC
Registry of Justice System Interpreters.

Upon notification of

Interpreters in languages for which there

are no standardized national examinations, must complete the mandatory

written examination and Oral Proficiency Interviews per AOC Policy (available by

request) to be recognized as New Mexico justice system interpreters.

All justice system interpreters must complete a one-day orientation through the

New Mexico Administrative Office of

the Courts Language Access Services and

the required post-certification fraining in order to be included on the Registry of
Justice System Interpreters. Continued inclusion on the Registry is dependent
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upon compliance with New Mexico's continuing education requirements for
certified court and justice system interpreters. If a justice system interpreter fails
to comply with the yearly continuing education requirements they will be
removed from the Registry. All Justice System spoken and signed language
Interpreters who work regularly in the courts, must be actively pursuing court
interpreter certification within one year of having been placed on the Registry.

ii. Other Interpreters

A spoken language interpreter without state or federal court interpreter
certification who is not a Justice System Interpreter (i.e., included on the NM AOC
Justice System Interpreter Reqistry) is considered a non-certified other interpreter.

2. Team Interpreting
a. Spoken Languages

The typical team is comprised of two interpreters who work in tandem, providing
relief every 30 minutes. The interpreter engaged in delivering the interpretation at
any given moment is called the actfive interpreter. His or her job is to interpret the
court proceedings truly and accurately. The other interpreter is called the support
interpreter. His or her job is to (1) assist the active interpreter by looking up
vocabulary, or acting as a second ear to confirm quickly spoken names, numbers
or other references; (2) assist the active interpreter with any technical problems
with electronic interpreting equipment, if in use; (3) be available in case the
active interpreter has an emergency; and (4) serve as an impartial language
expert in the case of any challenge to interpretation at the witness stand.

(Adop’red from the NAJIT position paper, “Team Interpreting in the Courtroom,” which can be
read in its entfirety at: http://www.nqjit.org/documents/Team_Interpreting.pdf)

b. Signed Languages
(Excerpted in its entirety from Registry of Interpreters for the Deaf, Standard Practice Papers: Team
Interpreting, http://www.rid.org/UserFiles/File/pdfs/Standard Practice Papers)

All feam members are actively engaged in the process. They may be providing
direct interpretation services, actively working between the two languages or
functioning in a supporting role. This support is necessary to enhance the team's
performance and assure accurate communication takes place and may
include: monitoring the overall setting; assuring appropriate and timely transitions;
supporting/cueing other team members as needed.

At times, more than one team of interpreters may be needed. Some factors
determining the number of interpreters needed are: size of the audience,
setting, communication preferences of presenter(s) and audience type, and
interactivity of presentation, special communication needs of those in


http://www.najit.org/documents/Team_Interpreting.pdf
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attendance (including, but not limited to, the need for tactile, oral or close visual
range interpretation) and dynamics of the scheduled events (concurrent sessions,
off site tours, etc.)

When two or more interpreters are working together, the team will need a
sufficient amount of time prior to the assignment to determine placement, roles
and how to provide support to each other.

3. Real Time Court Reporting

This is the same as stenographic court reporting but uses real-time software that
translates stenographic symbols into English. As the reporter keys in the
stenographic symbols, the software translates and displays them as text
simultaneously (in real time) on the computer screen. This method is often referred
to as CART (communications access real-time translation) and is often used to
assist the hearing impaired.

4. Assessment of Interpreting Need For Dedaf Individuals Who Do Not Use Standard
American Sign Language

Severe hearing loss presents a complex combination of possible language and
communication barriers that traditional ASL/English interpreters are not trained to
assess, and it is not within their role to assess. If a deaf or hard of hearing person is
having trouble understanding a court interpreter and there is indication or
suspicion that the person needs other kinds of supports, a language assessment
may be requested by the Court. Conducted by a tfrained professional who is bi-
cultural and bi-lingual and has training in rehabilitation as well as disability/access
issues, the assessment shall involve, at a minimum, a face-to-face interview with
the person and a determination of what barriers to communication are present
and recommendations about supports that could be utilized, within ADA
Guidelines, to make access possible. An individual conducting such an
assessment should be able to provide documentation of his/her training and
experience in working with deaf or hard of hearing individuals who are not fluent
in American Sign Language which may be due to cognitive disabilities, emotional
or mental health issues, and/or because they primarily use another signed
language. Following the assessment, a recommendation shall be provided to the
Court regarding how best to provide due process for such an individual.

5. Translations and Transcriptions
a. Translations

Translation is the process by which written text is rendered from one language
into another. The original is in written form, and the translation into the other
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language is also produced in written form. In both interpretation and franslation,
the goal is for the tone, style, and content of the original to be maintained in the
rendition into the other language. Sight translation is a hybrid form in which the
content of a written text in one language is rendered orally (on sight) into
another language.

NOTE: Interpretation and translation, while both language-related, are not
identical disciplines. Each requires specific knowledge, fraining, and practice.
Credentialing is different for each domain. Some practitioners are equally adept
at both; others specialize in one discipline or the other. Although the public and
media often use the terms inferchangeably, interpretation refers to the language
transfer of oral speech, and franslation to the language transfer of written texts.
(NAJIT: FAQ, http://www.ndiit.org/)

b. Transcriptions

In a criminal or civil case, a foreign language recording may be infroduced into
evidence. Such arecording may be audio or video, analog or digital.

The contents of the recording are memorialized in a transcript, produced by a
language expert at the request of the court, prosecutor, defense counsel, or a
law enforcement agency. To be reliable, a forensic franscript must meet stringent

requirements. (NAJIT Position Paper: General Guidelines and Minimum Requirements for
Transcript Translation in Any Legal Setting,”
(http://www.ngijit.org/Publications/Position%20Papers/Transcript%20Translation. pdf)

a. USING CERTIFIED INTERPRETERS

When an interpreter is needed, courts shall attempt to obtain a certified
interpreter as required by New Mexico statute[s] (38-10-1 NMSA 1978 et seq. and
38-9-1 NMSA 1978 et seq.). Courts should refer to the list of certified interpreters
provided by the AOC for spoken and signed language interpreters certified to
work in the courts.

Please note, it is not adequate ADA compliance to use an individual “who knows
sign language” when an interpreter is sought by a deaf or hard of hearing
individual. If a court- certified interpreter or justice system interpreter cannot be
located by the court, the court must contact AOC for assistance. Unlicensed
signed language interpreters may not provide interpreting services and may be
found guilty of a misdemeanor for doing so (see NMSA § 61-34-15).

It may be necessary to reschedule or continue a proceeding until an
appropriately certified or otherwise qualified signed or spoken language
interpreter can be scheduled for the assignment.


http://www.najit.org/
http://www.najit.org/Publications/Position%20Papers/Transcript%20Translation.pdf
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A list of certified interpreters is available on the judiciary's website
(http://www.nmcourts.gov/newface/court-interp/directory.pdf).

The AOC is responsible for maintaining the Directory of Certified Court Interpreters
and the Registry of Justice System Interpreters. It is the court's responsibility to
verify that the interpreter is certified prior to the invoice being approved.

See Attachment A for Step by Step Instructions for Scheduling Interpreters and
Attachment B for Instructions for Identifying, Scheduling, and Paying Out-of State
Interpreters.

b. USING NON-COURT CERTIFIED INTERPRETERS

A court cannot hire a non-certified interpreter unless "the appointing authority has
made diligent efforts to obtain a certified interpreter and has found none to be
reasonably available in the judicial district" (38-10-3(B) NMSA 1978 and 38-9-3
NMSA 1978). If the court cannot find a certified interpreter, the court shall contact
the AOC and the AOC will assist the court in locating a certified interpreter. If a
Certified Court Interpreter cannot be located, efforts will be made to identify a
Justice System Interpreter from the AOC Registry of Justice System Interpreters.
Only after both these avenues have been exhausted, may a court qualify and
retain another interpreter, using the qualifying questions (see Attachment D). The
court must make reasonable effort to qualify the interpreter as capable of
communicating effectively with the officers of the court and the person for whom
the interpreting is being done.

A non-certified court interpreter shall not be used for a juror or for the following
types of criminal proceedings if incarceration is possible under statute or
ordinance:

e An evidentiary hearing;

e A guilty or no-contest plea proceeding; or

e A ftrial.

A non-certified court interpreter shall not be used for a juror or for the following
types of civil proceedings:

e An evidentiary hearing

e A trial.

If no cerfified signed language interpreter can be found, courts must use an
interpreter with sufficient generalist interpreting credentials and may consult with
NMCDHH and AOC in order to find an appropriate interpreter. In the case of
signed language interpreters, in order for the court to qualify such an interpreter,
the interpreter must provide verification that s/he holds a community license from
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the New Mexico Regulations and Licensing Department and, at minimum, a
generalist interpreting certification from RID.

Before scheduling a non-court certified interpreter, the court must request
authorization from the Administrative Office of the Courts.

c. USE OF TEAM INTERPRETING AND PROVISION OF BREAKS

1. To avoid court interpreter fatigue and promote and an accurate and
complete court interpretation, when the court anticipates that a court
proceeding requiring a court interpreter for a spoken language will last more
than two (2) continuous hours the court shall appoint a team of two (2)
interpreters to provide interpretation services for each spoken language.

2. If a situation requires signed language interpreting for over one (1) hour or
depending on the situational demands of the proceeding, the court shall
appoint a team of at least two (2) court interpreters.

3. For court proceedings lasting less than two (2) hours, the court may appoint
one (1) spoken language interpreter but the court shall allow the court
interpreter to take breaks approximately every thirty (30) minutes.

4. When two individuals require a signed language interpreter during the same
proceeding, two or more signed language interpreters may be appointed
regardless of the length of the court proceeding, in consultation with
NMCDHH.

5. Forjury trials, team interpreting will continue throughout deliberations, with
both team members duly sworn and present in the deliberation room.

FINANCIAL RESPONSIBILITY FOR INTERPRETER SERVICES
1. The AOC will pay for interpreters in the following situations:

a. For a deaf or hard of hearing litigant, juror, observer (when an observer has
submitted a request to the court prior to the proceeding), or witness in any
type of court proceeding. Title Il of the ADA requires local and state courts
to provide qualified signed language interpreters or other accommodation
to ensure effective communication with deaf and hard of hearing
individuals.

b. For a non-English speaking person who is a principal party in interest or a
witness in any proceeding.
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2.

3.

c. For any non-English speaking juror; a certified court interpreter shall be
provided to petit and grand jurors, including jury orientation, voir dire,
deliberations, and all portions of the frial.

It is the responsibility of the private attorney, Public Defender or District
Atftorney to provide qualified interpretation and franslatfion services for witness
interviews, pre-trial transcriptions and translations prepared for use at frial and
attorney/client communications during proceedings.

The AOC will pay for translations in the following situations, with the noted
reservations:

a. For Sound Files: Interpreters may be asked or ordered to provide on-the-spot
simultaneous interpretation of an evidentiary sound file in a language other
than English. “The quality of in-court interpretation of a sound file will almost
always fall short of the evidentiary standards that must be met, due to lack
of time, technology, and resources required by the practitioner to perform
the task correctly.” Despite these considerations, should an interpreter be
ordered to interpret a recording on the spot, the interpreter should make it
clear to all parties that an immediate rendition of the material in question
will most likely fail to meet the standards set forth in the interpreter’s oath.
(Excerpted from: NAJIT Position Paper: Onsite Simultaneous Interpretation of
a Sound File is Not
Recommended,”http://www.nqjit.org/documents/Onsite %20Simultaneous
Z%20Interpre.pdf)

b. For Translation of Documents as requested by the court the use of
translators certified by the American Translator Association is highly
recommended. To access the directory of ATA certified translators, go to:
https://www.atanet.org/onlinedirectories/individuals.php #translators.
Courts may, with AOC approval, use a Certified Court Interpreter for
translation if it is not possible to use an ATA certified translator.
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Il. PAYMENT POLICIES AND PROCEDURES

A. Payment Schedule
Fee per Hour for Fee per Hour for
By Interpreter Classification Interpreting Travel Time
Certified Spoken Languages $46.00 $30.00
Certified Signed Languages
e Certified: Legal $60.00 $40.00
Specialist
e Certified: Legal $50.00 $35.00
Qualified
Apprentice $25. 1S
Non-Certified Spoken
Languages
o Justice System Spoken $25.00 $15.00
Interpreter
o Other Interpreter $10.00 $10.00
Spoken Languages
(must be pre-
authorized by AOC)
For Other Related Services
o Sound Files $46.00 per hour of N/A
transcription
o Translations $46.00 per hour of N/A
franslation
e Real Time Court Rate must be pre-
Reporting authorized by AOC
o Assessment of Rate must be pre-
Interpreter Need (e.g., | authorized by AOC
With a deaf individual
who does not use
ASL)

10
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All interpreters must have a Department of Finance & Administration (DFA)
vendor identification number before receiving payment. Interpreters who provide
a New Mexico gross receipts tax number will be paid gross receipts tax.

Interpreters will be paid the greater of the hourly rate or the guaranteed fee, as
listed in Section IV C. The time spent interpreting will be rounded to the nearest
quarter of an hour.

B. Travel and Parking Reimbursement

An interpreter traveling to an assignment where the roundtrip mileage exceeds
30 miles shall be compensated for mileage at the rate established by the New
Mexico Supreme Court and for travel time per the payment schedule. The
interpreter must follow a tfravel route that is reasonable and report odometer
readings. Recognized Internet sites, such as Rand McNally and MapQuest are
acceptable for establishing point to point mileage. A chart of map miles (city to
city) is also attached for reference.

Parking expenses are allowable if incurred while an interpreter is attending court
and the court does not provide parking for the interpreter. Original receipts must
be submitted.

C. Per Diem for Assignments Requiring Overnight Accommodations

For assignments beginning at 8:00 a.m. or concluding on or after 5:00 p.m., an
interpreter may be reimbursed for meals and overnight accommodations if their
one-way travel time exceeds one and a half hours (90 minutes). Exceptions may
be made with the approval of AOC. Per diem and expenses will be paid at the
rate of $85 per 24-hour period or through submission of actual receipts as allowed
in the Mileage and Per Diem Act and the New Mexico Supreme Court.

Interpreters coming in from out-of-state may also receive reimbursement for travel
by common carrier, e.g., plane. Plane fare will be reimbursed with the prior
approval of the AOC. Train fare cannot exceed the cost of coach airfare.

(See Attachment E for detailed instructions for requesting reimbursement and per
diem rates.)

D. Guaranteed Fees

Spoken language interpreters will be guaranteed a two-hour minimum when
scheduled for 4 hours or less and a four-hour minimum when the interpreter has
been scheduled for a full day for any type of proceeding. The minimum
guarantees include all interpreting done within that time frame. In recognition of

11
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the scarcity of court certified signed language interpreters, signed language
interpreters will be guaranteed payment for all scheduled hours regardless of the
length of the actual assignment.

Interpreters (both spoken and signed language) will not be paid during lunch
breaks which are an hour or more in length, unless the interpreter is interpreting
for a non-English speaking juror who is sequestered for trial. Interpreters will be
paid during breaks that last less than one hour.

To receive the guaranteed minimum of two or four hours, the interpreter must be
available (able to appear within 10 minutes) to the court for two or four
consecutive hours. If the assignment concludes in less than the guaranteed
minimum, the interpreter must notify the court and remain available for other
assignments, including non-courtroom assignments. The interpreter must not
leave the courthouse without being excused by their primary court contact, e.g.,
the presiding judge, chief clerk, or supervising interpreter. If not dismissed, the
interpreter is required to perform whatever related service is requested, e.q.
interpreting for other proceedings or tfranslating documents.  If dismissed by the
presiding judge or other responsible person, the interpreter is entitled to the
guaranteed reimbursement in addition to fravel time.

E. Guaranteed Payment Due to Cancellation With Less Than 24 Hours Notice

The court that schedules an interpreter shall be responsible for noftifying the
interpreter of trial cancellations, continuances, re-settings or settlements. If the
interpreter does not receive notice 24 hours prior to the scheduled assignment
that the interpreter’s services are no longer required, the interpreter will be
entitled to the guaranteed minimum as described above, i.e. for spoken
language interpreters - two hours payment if scheduled for a half-day assignment
or less and four hours payment if scheduled for a full day; for signed language
interpreters — all scheduled hours, excluding the lunch hour on full day
assignments.

F. Providing Notice of Inability to Appear for a Previously Scheduled Assignment

It is the responsibility of the interpreter to provide a minimum of 24 hours nofice to
a court should the interpreter find that he or she is unable to appear after having
accepted an assignment. The interpreter must abide by (except, of course, in the
case of an unexpected emergency or sudden iliness) the same expectation of
notice as the courts. In the absence of specific sanctions, AOC is encouraging
courts to avoid scheduling interpreters who repeatedly cancel. AOC will help
these courts identify and schedule interpreters who are dependable and who
provide adequate notfice when unable to fulfill an assignment.

12
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G. COMPLETING AND SUBMITTING INVOICES FOR PAYMENT

1. Steps to Completing the Invoice (see Attachment F for Invoice)

d.

After you complete your invoice, give the invoice to the court for approval
by the judge or the judge’s designee and routing to the Court’s Finance
Office. Invoices must be returned to the court for approval within seven
days of the date of service. An interpreter on contract must include their
contract number on the invoice. Invoices are available for completion on
the AOC website. Typed invoices are preferred.

Before forwarding the invoice to the AOC, court personnel will review it for
completeness, accuracy, and verification of interpreter certification.
Incomplete forms will be returned to the interpreter. District and
metropolitan court staff will enter the voucher before sending it to the
AOC. The court shall submit the original Certification of Interpretation form
(interpreter invoice) to the AOC. The AOC will enter vouchers for the
magistrate courts. The court will send the original documents to the AOC
and retain a copy for their records.

Be sure to follow-up with the court one week after your invoice has gone to
the court’s finance office. An interpreter should know when their invoice is
sent from the court to AOC.

When your invoice arrives at AOC Fiscal Division it is open, dated and
stamped. All calculations are audited and when mistakes are found the
invoice is sent back to the court and from the court to the interpreter for
corrections. The Fiscal Division cannot make changes. The Department of
Finance will not process an invoice with marked changes. Mistakes really
slow down the process.

After the audit your vendor identification and all line amounts from each
invoice are entered into SHARE, which is the state’s financial database for
approval by AOC Fiscal. AOC approval can take one to five days.

The approved invoice is printed and copied. The Department of Finance
(DFA) receives one original voucher with the invoice and AOC keeps and
files a copy of the voucher and the invoice.

Once AOC has your approved invoice, it takes five to ten days for your
invoice to be approved by DFA and your warrant cut.

Payment vouchers processed by the AOC for magistrate courts will be sent
directly to the interpreter. Payment vouchers for district and metropolitan
courts will be sent to the court for distribution.

2. How to Ensure Proper Submission of the Invoice and Prompt Payment

13
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a.

b.

C.

Complete your invoice, make sure you have signed it, and turn it in to the
court on the day of service.

Avoid careless mistakes when completing your invoice.

Check with the court one week after you submit your invoice to see that
it has been sent to AOC.

Set up direct deposit. Your money will reach your bank account about one
week quicker. To do this, call Heather Nash, 505-827-5016.

Keep excellent records about when you submit an invoice and when it
leaves the court for AOC.

Send your specific problems by e-mail fo AOC, aocpjs@nmcourts.gov.
Provide as much information as possible regarding date of service, date
invoice submitted, date sent to AOC.

3. Avoiding Problems Before Submitting An Invoice

a.

Reporting Mileage: Remember mileage is not reported in fractions of miles.
When an interpreter travels to the same court twice in one day, list all four
odometer readings, starting and ending readings in the morning and in the
afternoon on the same invoice (you'll be able to squeeze it in). Show the
total miles for a.m. and p.m. and then total these for the total miles driven
for the day.

When an interpreter travels to courts in different cities on the same day, it is
probably easiest to complete a separate invoice for each city. The
mileage would then be round trip from city to city. For example, round trip
to El Paso from Alamogordo, charged to El Paso; round frip from
Alamogordo to Las Cruces charged to Las Cruces. This also applies to
travel time, as travel time is based on the total amount of miles driven.

Mistakes: DFA (the Department of Finance & Administration) will not
accept a form with mistakes and corrections. If a mistake is made when
completing an invoice, START OVER! An invoice sent in with mistakes
crossed-out and corrections added, will be returned to the court slowing
down payment. Round to the nearest quarter hour, this does not always
mean up.

Vendor Identification: Only use your DFA vendor ID number, which is
prinfed on the check stub of every payment you receive. Do not put your
social security number anywhere on the invoice.
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New Mexico Court Interpreter

Standar

ds of Practice & Payment Policies

d. Paper and Pen: Use only white paper for your invoice. Do not use red ink.
Blue and black inks are acceptable.

5. CONTRACTING

Courts are encouraged to contract for certified interpreter services. The AOC
will assist in the publishing of a Request for Proposal and contract award. Prior
to advertising for or entering into a contract for interpreter services the court
shall conduct the AOC for approval. The payment rate for contracted services
shall not exceed those stipulated in Section Il A. of this document unless
exceptional circumstances exist and the AOC has given prior approval.

Cﬁ@;@@g

Arthur W. F%pin, Director, N inistrative Office of the Courts
Effective: September 1998

Revised:
Revised:
Revised:
Revised:
Revised:
Revised:
Revised:

May 1998

February, 2004 —

July, 2006

August, 2007

January, 2009

January, 2011 (Payment Policies)
October, 2012 (General Standards)
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New Mexico State Courts
Step by Step Directions for
Scheduling Certified Court Interpreters or Justice System

Interpreters
(September 2012)

1. When a spoken language court interpreter has been requested, first go to the
NM Directory of Certified Court Interpreters and Registry of Justice System
Interpreters: http://www.nmcourts.gov/newface/court-interp/directory.pdf

Interpreters are listed in the directory and registry by location and
language. Please note that spoken language Justice System Interpreters
may only interpret for proceedings, which cannot result in jail time.
They may not interpret for jurors.

When a signed language interpreter has been requested, contact Aimee Rivera,
aocaxr@nmcourts.gov or 505-841-7470.

2. If a proceeding is expected to involve more than two hours of constant
interpreting, you will need to schedule two interpreters for the assignment.

2. Begin by calling interpreters in your city or town. If you cannot locate a
certified Spanish court interpreter or you need an interpreter on very short
notice, please send a notice to Renee Lovato, aocrjl@nmcourts.gov,
requesting that she send a message to all interpreters regarding the assignment
(cc: aocpjs@nmcourts.gov).

Do this right away. The more notice we can provide regarding your assignment
the better chance of finding the interpreters you need.

You must include the following information in this notice:

« Type of case and proceeding, e.g., murder trial or domestic violence
hearing;

. Language needed;

« Number of interpreters required (for single proceedings expected to last
more than two hours, two interpreters must be scheduled;

« Where and when the interpreter is to report (date, time, place);

« Expected length of assignment or assignments (may be more than one on
same day or consecutive days);

« Person to contact at the court to accept assignment.
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Renee will distribute this notice to all NM Certified Court and Justice
System Interpreters who will contact you directly if they can accept the
assignment.

If you need an interpreter in a language other than Spanish and there is not
an interpreter listed in the Directory or the interpreter listed is not available,
please contact Pam Sanchez, aocpjs@nmcourts.gov, or 505-827-4822. She
will provide you with names and contact information of certified or qualified
court interpreters in other states or approve the use of Certified Languages
International (CLI) depending on the nature and length of the proceeding for
which the interpreter is needed.

If you are using an out-of-state interpreter for telephonic (other than CLI) or
In-person interpreting, they must have a New Mexico Vendor ID #. They
can contact Heather Nash, AOC Fiscal, directly, aochal@nmcourts.gov.
All interpreters in-state or out-of-state should submit their bill on the
Interpreter Invoice Form included in the Interpreter Payment Policies and
Procedures. The invoice is also available as an Excel document on the
nmcourts website.

If the interpreter(s) will be traveling by commercial transportation and/or
staying overnight on the assignment for your court, the interpreter or the
court must contact Pam Sanchez, aocpjs@nmcourts.gov, or 505-827-4822,
for approval. The overnight expenses worksheet and directions can be found
at:

Worksheet: http://www.nmcourts.qgov/newface/court-
interp/guidelinesandpolicies/travel expense worksheet.pdf

Instructions: http://www.nmcourts.gov/newface/court-
interp/quidelinesandpolicies/overnight expense reimbursement reques

t.pdf

Prior approval is required for reimbursement of overnight expenses for
all interpreters.


mailto:aocpjs@nmcourts.gov
mailto:aochal@nmcourts.gov
mailto:aocpjs@nmcourts.gov
http://www.nmcourts.gov/newface/court-interp/guidelinesandpolicies/travel_expense_worksheet.pdf
http://www.nmcourts.gov/newface/court-interp/guidelinesandpolicies/travel_expense_worksheet.pdf
http://www.nmcourts.gov/newface/court-interp/guidelinesandpolicies/overnight_expense_reimbursement_request.pdf
http://www.nmcourts.gov/newface/court-interp/guidelinesandpolicies/overnight_expense_reimbursement_request.pdf
http://www.nmcourts.gov/newface/court-interp/guidelinesandpolicies/overnight_expense_reimbursement_request.pdf
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New Mexico Administrative Office of the Courts
INSTRUCTIONS
IDENTIFYING, SCHEDULING, AND PAYING OUT-OF-STATE INTERPRETERS
(TELEPHONIC OR IN-PERSON)

IDENTIFYING AND SCHEDULING THE INTERPRETER

1.

If you need an interpreter in a language other than Spanish and there is not an
interpreter listed in the Directory or the interpreter listed is not available, please contact
Pam Sanchez, aocpjs@nmcourts.gov, or 505-827-4822. She will provide you with

names and contact information of certified or qualified court interpreters in other
states.

Depending on the nature and length of the proceeding for which the interpreter is
needed, you may be asked to consult with the judge regarding approval for the
interpreter to appear telephonically or AOC may approve the use of Certified Languages
International (CLI).

If none of the interpreters on the list provided by AOC is available when needed, please
contact AOC again. Contact information for additional interpreters will be provided or,
if none are available, it may be necessary to reschedule the proceeding in order to make
arrangements with an interpreter on the original list.

When you have identified and scheduled the interpreter from the list provided, discuss
the New Mexico nterpreter fees with the interpreter. NM rates are $30.00 per hour for
travel time and $46.00 per hour for interpreting time.

Often out-of-state interpreters in languages of lesser difussion charge more than this or
require half or full-day guarantees. If the interpreter requests more, let them know that
you will have to secure AOC's approval. Then contact Pam Sanchez for approval. She
will either approve the rate or she may call the interpreter directly to negotiate a better
rate.

Once AOC has confirmed the fee and approved the appointment of the interpreter, you
will receive a written confirmation notice, which must be placed in the case file. When
you have received the confirmation notice, you can notify the interpreter and proceed.

NM AOC8.23.2011 1
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1.

MAKING TRAVEL ARRANGEMENTS AND PAYING THE INTERPRETER

All interpreters in-state or out-of-state should submit their bill on the Interpreter Invoice
Form included in the 2011 Interpreter Payment Policies and Procedures. (Link in #4
below)

All interpreters must have a New Mexico Vendor ID # before their invoice for payment
can be processed. Please inform the interpreter that in order to be paid they need to
proceed to secure this number as soon as possible by contacting Heather Nash, at
aochal@nmcourts.gov.

If the interpreter(s) will be traveling by commercial transportation and/or staying
overnight on the assignment for your court, please follow these steps. As questions
come up, please feel free to contact Pam Sanchez, or if she is not available, Georgia Vigil
with questions or concerns.

a. You should already have AOC’s approval because you’ve contacted AOC regarding
the need to find and schedule an interpreter from out-of-state.

b. Either you or the interpreter can make the necessary travel arrangements. Either
way, the DFA travel requirements must be followed. Please see attached.

c. Itis possible for the court to make the air and hotel arrangements. Just be sure to
confirm that the related charges can be billed directly to the court via a Purchase
Order. This means the hotel must already have a state vendor identification number.
All travel expenses will be reimbursed by the Jury Witness Fund. Magistrate Courts,
please get in touch with Georgia Vigil, aocgav@nmcourts.gov, regarding the
purchase order request, prior to reservations being made. District Courts’ Finance
staff should prepare the purchase document and then contact Lydia Romero,
aocimr@nmcourts.gov for purchase order approval.

d. Do not make airline reservations until you have secured a purchase order from
Georgia Vigil, aocgav@nmcourts.gov (Magistrate Courts) or secured P.O. approval
from Lydia Romero, aoclmr@nmcourts.gov (District Courts). Airline tickets should be
refundable in case the proceeding is canceled or continued. If the court is making
the airline reservations, please use either Aquila Travel (505-828-9113/800 595-
6257) or International Tours & Cruises (Albuquerque) (1-888-303-8687).

e. The court can usually best determine the most convenient hotel. Just make sure
when making the reservation that the hotel will take a PO and also be sure to note
the cancellation deadline so that, should the proceeding not be held as scheduled,
the hotel can be canceled without charge. Again, contact Georgia Vigil,

NM AOC 8.23.2011 2
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aocgav@nmcourts.gov to secure a purchase order prior to making hotel
reservations.

The following are links to the itemized expense worksheet, instructions for submitting
requests for travel expense reimbursement, and the interpreter invoice.

Worksheet: http://www.nmcourts.gov/newface/court-
interp/guidelinesandpolicies/travel expense worksheet.pdf

Instructions: http://www.nmcourts.gov/newface/court-
interp/guidelinesandpolicies/overnight expense reimbursement request.pdf

Invoice: http://www.nmcourts.gov/newface/court-interp/guidelinesandpolicies/FinallnvoiceJan2011.xIsx

NM AOC 8.23.2011

11.2012
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I. Purpose

New Mexico
udiciary

Administrative Office
of the Courts

Continuing Education Requirements
for
Certified Court Interpreters and Justice System Interpreters

Becoming and remaining a skilled interpreter in the courtroom is an ongoing process that is
not completed with certification. Certified interpreters should always be working to
improve their legal knowledge, their English language and grammar skills, and their
language and grammar skills in their certified language.

In order to promote and enhance this continuing education process the New Mexico
Supreme Court Interpreter Advisory Committee has adopted these continuing education
rules that apply to all New Mexico interpreters, and all federally certified interpreters who
seek reimbursement at the state certified or justice system interpreter rates.

Il. Reporting Requirements

11.2012

A. This Continuing Education rule becomes effective January 1, 2009. The

deadline for reporting completion of required continuing education will be
December 31st each year.

B. All certified and justice system interpreters must fulfill these continuing education

requirements. If these requirements are not met, the interpreter will be
reimbursed at the non-certified rate until these requirements are met.

C. All newly certified interpreters shall have until December 31st of the year after

certification to fulfill his or her initial continuing education requirement. After
that initial education period, the newly certified interpreter will complete the
continuing education each year by December 31st.

. The Administrative Office of the Courts will prepare and distribute standard

reporting forms to use when reporting continuing education. All continuing
education documentation shall be mailed or faxed to:

Administrative Office of the Courts Interpreter

Services Continuing Education 237 Don Gaspar,

Room 25Santa Fe, NM 87501 505 824-4824 (fax)



E. The certified interpreter shall provide adequate documentation of successful
completion of the continuing education requirement. Documentation may include
certificate of completion, transcript or grade report, or proof of membership and
meeting attendance.

I11. Annual Continuing Education Requirements
Membership in a Professional Interpreter Association

Each certified interpreter shall belong to at least one professional association
related to interpreting. Qualified organizations include:

American Translators Association www.atanet.org

National Association of Judiciary Interpreters and Translators www.najit.org
New Mexico Translators and Interpreters Association w.cybermesa.com/~nmtia
El Paso Interpreters and Translators Association www.metroplexepita.org

Navajo Interpreters Association (NIA)
The Registry of Interpreters for the Deaf (for signed language interpreters only) www.rid.org
Other organizations may be approved by the Language Access Advisory Committee on a

case-by-case basis.

Nouoh~ wp ek

Participation in Interpreter Relevant Education or Training

In addition to membership in a professional association, each person shall also
complete twenty (20) hours of AOC-approved professional education, including at
least two hours of ethics related training, every two years, effective January 1, 2011.
There are several options available to meet this requirement including, but not
limited to:

1. Attend and participate in the New Mexico Interpreters’ Annual Conference, an AOC or
New Mexico Center for Language Access professional development opportunity, or a
nationally recognized interpreter related conference or

2. Successfully complete a relevant course at an accredited community or four year college.
This must be a course for credit for at least 3 credit hours and is relevant to interpreting or
legal issues or

3. Successfully complete a continuing legal education course approved by the New Mexico
State Bar Association of at least three credit hours and relevant to interpreting or legal
issues.

4, Develop and present a workshop on interpreting and/or translation to interpreters to receive

credit for the same number of continuing education hours as a participant in that workshop.
The instructor may only receive continuing education credit for the same workshop one

time.

I11.  Qualifying a Course for New Mexico Continuing Education Credits

A provider of professional education may request pre-approval for New Mexico continuing education
hours by providing the AOC with the following information for the course or training event:

1. Topic/s with Content Outline;
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2. Trainer/s Resume;
3. Training Hours by Topic.

Relevant subject matter includes: professional issues, terminology, translation, legal
issues, modes of interpreting, and cultural awareness. If a person or organization
wishes to receive continuing education credit for courses outside these general areas,
the request will be forwarded to the Language Access Advisory Committee for

approval.
zd/;'a/ 27

ice of the Courts

Arthur W. Pepii];)irector, Administrat

Rev. 11/12/2010; Effective-January 1, 2011
Rev. 09/13/2012; Effective Nove
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New Mexico Administrative Office of the Courts
Court Interpreter Services
Continuing Education Verification Form
For 2012

To maintain NM Court Interpreter Certification, interpreters must complete the
information below and attach the appropriate documentation. The requested attachments
must be included when returning this form. The contact information below will be used to
update the Certified Court Interpreters Directory. This completed form with
documentation , if not already submitted,must be returned by December 1, 2012 to Renee Lagvato,
Administrative Office of the Courts, 237 Don Gaspar, Room 25, Santa Fe, NM 87501.
Upon receipt of this information, you will be issued your 2013-2014 Identification Badge.

Name:

Address:

E mail Address:

Phone Numbers: Day Evening Mobile

1. Verification of Membership in a Professional Interpreters Association (state or national)

Name of Association:

Current Membership Expires:

Please attach a copy of your membership card, indicating membership expiration date.

2. Verification of Attendance at an Interpreters Conference, Class or related Educational
Offering (e.g., legal education through the State Bar)

Title of Conference or Class Attended:

Dates Attended:

Hours Attended:

Sponsoring Agency or Institution:

Contact Information for Sponsoring Agency or Institution:;

Please attach a certificate of attendance which indicates the dates attended and the
sponsoring agency or institution.
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Supreme Court of New Mexico

Arthur W. Pepin, Director Jessoce, 237 Don Gaspar, Room 25
Patrick Simpson, Deputy Director #&{yﬁ?‘!lﬁ}%_ Santa Fe, NM 87501
SO B Y (505) 827-4800
=i (505) 827-4824 (fax)
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NEW MEXICO COURT INTERPRETER BACKGROUND CHECK POLICY
AND FINGERPRINT CARD POLICY

Candidates for court interpreter certification who have passed the written and oral
examinations required for certification as a New Mexico Court Interpreter and New
Mexico Center for Language Access qualified Justice System Interpreters must submit
an application and complete an NCIC (National Crime Information Center) background
check (Triple 1lI), and submit completed finger print card. Upon submission of an
application, the AOC shall give the candidate fingerprint cards and a waiver form. Itis
the candidate’s responsibility to go his/her local law enforcement agency or to the
Department of Public Safety’s office in Santa Fe, 4491 Cerillos Road, for fingerprinting.
Costs for fingerprinting are the responsibility of the applicant. The fingerprint card and
the waiver form must be returned to the AOC within two weeks of submission of the
application. The AOC will then obtain a background with the fingerprints.

Subsequently, every two years, the Administrative Office of the Courts will complete a
name-only NCIC background check, not requiring fingerprints, for all interpreters who
have successfully completed the NCIC (Triple Ill) background check and are included in
the New Mexico Directory of Certified Court Interpreters and Justice System
Interpreters.

1. Any candidate who refuses to comply with this Policy shall not be certified as a
New Mexico court interpreter.

2. The Administrative Office of the Courts will accept NCIC (Triple I1l) background
check results from other agencies when the background check has been
completed within one year of its submission to the Administrative Office of the
Courts in compliance with this Policy and provided that a full copy of the report is
provided to the Administrative Office of the Courts by the agency initiating the
background check.

3. Any information obtained shall be marked “CONFIDENTIAL” and shall not be
used for any purpose other than the application for court interpreter certification
or any process related to certification.

4. No information obtained from the background check shall be given to any person,
firm, or corporation.
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5. If information obtained does not indicate a need for further action, pending the
results of the candidate’s reference checks, we will notify the applicant of his/her
certification, inclusion in the New Mexico Directory of Certified Court Interpreters,
and time and place of swearing in.

6. If relevant adverse information, which is determined to directly impact the
applicant's appropriateness for providing court interpreting, is confirmed, we will
inform the applicant and allow forty-five (45) days from notification to clarify the
findings.

7. The Administrative Office of the Courts is prohibited from sharing with the
applicant any information obtained from the NCIC background check or finger
print cards. The applicant may obtain a copy of these criminal history reports
directly from the Department of Public Safety. The costs of obtaining a copy of
these reports are the responsibility of the applicant.

8. The applicant’s criminal history and his/her clarifying information will be reviewed
by the Court Services Division Director. The Court Services Division Director in
consultation with the Statewide Program Manager will consider the relevance of
the criminal history to the profession of court interpreting, the period of time since
the conviction date (s) and any evidence of rehabilitation submitted by the
candidate.

9. Based upon its review, the Court Services Division Director will decide whether to
grant or deny New Mexico Court Interpreter Certification. If the Court Services
Division Director denies certification based on a candidate’s criminal history, the
candidate may appeal the Court Services Division Director's decision to the
Director of the Administrative Office of the Courts by filing a written appeal with
the Administrative Office of the Courts within thirty (30) calendar days of the date
of the Court Services Division Director’s decision.

10.The Director of the New Mexico Court Administrative Office of the Courts shall
hear the appeal solely on the written information in the candidate’s application
file, including information submitted by the candidate, unless, in the Director’s
sole discretion, he permits the candidate to file additional written information.
The Director of the Administrative Office of the Courts shall issue a written
decision on the candidate’s appeal within 45 days of submission of the appeal.

11.Each candidate will be required to sign the Waiver Authorization form.

New Mexnco dmlnlstratlve Ofilice of the Courts

Effective: November 1, 2009
Revised: May 14, 2010
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NEW MEXICO COURT INTERPRETER
BACKGROUND CHECK WAIVER AUTHORIZATION

Having passed the required written and oral examinations, having successfully
completed the New Mexico Center for Language Access Justice System Interpreter
Training, or having been qualified by the New Mexico Commission for the Deaf, | am
applying for New Mexico Court Interpreter Certification and/or inclusion in the New
Mexico Directory of Certified Court Interpreters and Justice System Interpreters.

This Waiver Authorization expressly authorizes the New Mexico Administrative Office of
the Courts to conduct an NCIC background check and submit finger print cards to the
Department of Pubic Safety and to conduct biennial NCIC name-only background
checks. The release of the requested information is necessary for the purpose of
working as a Certified Court Interpreter or being registered as a Justice System
Interpreter by the New Mexico Administrative Office of the Court. The authorized
information is not to be given to any other person, firm or corporation. The undersigned
may withdraw this consent at any future time, in writing.

Print full name

First Middle Last
Maiden Name
Signature
Address
Street No. City State Zip Code
Date of Birth Place of Birth

Social Security Number

Witness Signature

Date
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4-114. Suggested questions for assessing qualifications of proposed court interpreter.

[For use with District Court Rule 1-103, Magistrate Court Rule 2-113, Metropolitan Court
Rule 3-113, and Evidence Rule 11-604 NMRA]

SUGGESTED QUESTIONS FOR PROPOSED COURT INTERPRETERS*

Do you have any particular training or credentials as an interpreter?

What is your native language?

How did you learn English?

How did you learn [the foreign language]?

What was the highest grade you completed in school?

Have you spent any time in the foreign country?

Did you formally study either language in school? Extent?

How many times have you interpreted in court?

Have you interpreted for this type of hearing or trial before? Extent?

0.  Are you familiar with the code of professional responsibility for court interpreters?

Please tell me some of the main points (e.g., interpret everything that is said).

11.  Areyou a potential witness in this case?

12. Do you know or work for any of the parties?

13. Do you have any other potential conflicts of interests?

14. Have you had an opportunity to speak with the non-English speaking person
informally? Were there any particular communication problems?

15.  Are you familiar with the dialectal or idiomatic peculiarities of the witnesses?

16.  Are you able to interpret simultaneously without leaving out or changing anything that is
said?

17.  Areyou able to interpret consecutively?

ROoo~NoO~WNE

USE NOTE

This list of proposed question is taken from Court Interpretation: Model Guides for Policy
and Practice in the State Courts; Chapter 6, Judges Guide to Standards for Interpreted Proceedings;
NCSC, 9/4/2002. The list of questions is not mandatory nor exclusive, and the judge retains the
discretion to inquire into any subject matter necessary to determine whether the proposed court
interpreter is qualified to serve.

[Adopted by Supreme Court Order No. 12-8300-021, effective for all cases filed or pending on or
after January 1, 2013.]
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INSTRUCTIONS FOR REQUESTING REIMBURSEMENT OF OVERNIGHT
EXPENSES

1. Accurately complete worksheet — Itemized Schedule of Interpreter Travel
Expenses. Work sheet must include name, phone, and signature of Court
Contact approving invoice.

2. Mileage reimbursement rate is $.41 per mile. If claiming reimbursement for
actual mileage or map miles, mileage must be itemized by each day of travel if trip
is repeated. (See Map Miles next page)

3. Maximum allowance for odometer reading is 30 miles per trip over map miles.

4. The standard per diem rate is $85.00 per 24 hour period including lodging and
meals. If you are required to stay in Santa Fe, the per rate is $135.00 including
lodging and meals.

5. You may either claim the per diem rate or request reimbursement for actual
expenses, but you cannot combine the two, e.g., first 24 hour period — per diem
rate, second 24 hour period — actual with receipts.

6. Actual expenses for meals are limited to a reimbursement maximum of $30.00 per
24 hour period. Keep all receipts for reimbursement. Items not approved for
reimbursement are: liquor, movie rentals, personal phone calls, and parking tickets.
Reimbursement for lodging is limited to a maximum of $215.00.

7. Attach receipts with scotch tape on an 8.5” x 11” sheet of paper. Do not write on
receipts and do not tape over any of the print on the receipt. (See Sample)

8. Gratuities (tips) may be reimbursed up to $6.00 per day in addition to the $30.00
maximum.

9. If meals exceed $30.00 per day or tips exceed $6.00 per day, entire amount spent
must be accompanied by receipts.

10. If your last day of travel is less than an 24 hour period, you may request
reimbursement as follows. No reimbursements for actual expenses during this
partial day of travel will be granted. (See Sample)

Per Diem Tips
For 2 hours but less than 6 hours: $12.00 $2.00
For 6 hours but less than 12 hours: $20.00 $4.00
For 12 hours or more: $30.00 $6.00

Attachments:
Map Miles Chart
Proper Submission of Receipts
Sample Worksheet - Itemized Schedule of Interpreter Travel Expenses
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If your city is qot on this map you must go to RandMcNally.com. Enter city
to city to get mileage. Print the page that gives the mileage and submit it

with your travel voucher.

TABLE OF DISTANCES

The mileages given below were computed aver Lhe shorlesl and mas! feasible roules belween points indicaled. In case iwo roules are of equal length, the routes foliowing

the State or Federal Foule is given.
All distances are fisled o the nearest mile. Individual County Genersl Highwar Maps are available at a rominal cost from the New Mexico Slate Highway & Transportation
ed information. Map orders should be addressed lo: Secretary of Higi

Depariment and should be referred lo for fractional mileages and other detai way & Transporialion,
New Mexica State Highway & Transportation Depariment, 2.G. Bax 1149, Santa Fe, Mew Mexico 87504-1149, attenlion, Duplicaling Services Direclorn !
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Claytor 5,050 |346 273 311 346 .-|168 473 376 411 796|414 150 533 228 187 83 271 214 170- 500(339 162 411 111 207
Cloudcroft 8.650| 19 220 91 127 359|226 1456 402 340 168 | 87 252 206 268 207(358 116 234 189 1957147 304 156 248 152
Clovis 4270227 219 150 178 168] — 354 401 357 128 295 168 414 246 19]234 110 212 105 407|248 246 320 83 1!
Deming 4331|127 233 237 267 473 (354 .. 415.308 3141, 59 356 60 326 3357457 244 292 303 53155 362 B5 362 2
Ef Paso, Tex, 3,500) 86 266 196 164 432(313 102 448 382 232| 44 325 182 341 294|431 203 307 262 155|189 377 118 321 225
1t Espaiiola 5500|246 B4 257 293 209237 317 174 222 333|307 89 366 19 245(142 217 25 132 3221161 47 233 1591 122
Estancia 6,100[153 54 201 237 262(182 244 236 192 277|223 112 283 102 190(218 161 68 94 249| B8 138 166 153 &6
Farmington 5,395 389 182 421 457 376401 415 — 122 457405 263 418 193 409{309 38} 199 286 378253 214 331 355 286
Ft, Sumner 4,060 [195 159.-124 160 193 | 6G 322 341 297 177|263 108 382 186 68|214 84 152 45 349|188 186 260 82 56
| Gallup 6.5101327 138 377 413 4111357 309 122 — 4531330 261 296 231 365(362 337 197 252 256193 267 265 311 242
.| Grants 6.460|267 78 317 353 351|297 289 182 B0 303|279 201 338 17: 305|302 277 137 192 294 133 207 205 251 182
rlagerman 2420(129 223 19 55 295134 256 405 361 921197 216 316 250 1151322 24 216 153 309|189 286 241 184 119
Il Hatch 4055|101 186 211 245 448|328 47 368 307 288| 37 309 107 279 309|410 218 245 277 98]109 315 38 337 240
Hobbs 3.625{187 315 77 69 296[128 314 497 453 — 255 285 374 342 109)362 116 308 222 367 281 353 324 200 211
Hurley 5700|165 235 275 305 497|392 '38 305 287 352]-97 358 59 328 373(459 282 294 327 13 158 364 87 386 290
Las Cruces 3,805| 68 223 178 208 414(285 55 405 339 255( — 307 119 316 276]413 185 2B2 244 112 (147 352 75 303 207
Las Vegas 6,4325|239 123 232 268 150)168 356 263 261 285|307 — 405 98 176|106 192 64 63 361200 78 272 106 100
Lordsburg 42451187 282 297 327 533|414 60 418 296 374[11% 405 — 375 395|506 304 341 363 44)205 411 134 422 326
Las Atamas 7410|255 93 266 302 228(246 326 {93 23] 542|316 98 375 -— 254|161 226 34 141 331[170 66 242 200 131
Los Lunas 4,850 |187 -24 256 292 297[237 209 206 140 332(199 147 258 117 245{248 216 83 138 2144 53 153 125 197 121
Lovington 3.9101175 293 85 72 274[106 302 475 431 22|243 263 362 320 87(340 94 286 200 353|259 341 312 178 189
Magdalena 5575|161 104 232 268 366275 183 286 220 3081173 227 232 197 283328 192 163 196 188] 27 233 99 255 158
-Mora 7200|269 153 262 298 180(198 386 739 291 3215|337 30 435 91 206)i36 222 94 93 39]1 1230 48 302 136 130
{ | Mountainair 6,405 (154 78 202 238 274183 22y 260 194 278(Z11 135 270 125 1917241 162 S5l j04 226| 65 161 137 163 &7
i Portales 4,010 |208 227 131 159 187 19 335 409 365 106|276 176 395 254 --[253 91 z20 113 388|256 254 308 91 124
i| Raton 6.640 |345 224 338 374 83[234 457 309 362 362|413 106 506 i6] 253| — 298 165 169 462130) 95 373 177 206
i Red River 8.750 327 165 338 374 148(260 398 250 303 388388 114 447 102 279 Bl 298 106 177 403 (242 36 314 203 203
;] Researve 5,749 |263 206 334 370 468[377 152 309 187 410 |21t 329 143 299 385|430 294 265 298 99 129 335 189 357 Z6l
|| Roswell 3,57G{117 199 40 76 271|110 244 281 337 116/185 192 304 226 91|298 — 192 128 297{165 262 217 160 95
! Roy 5.900 |315 199 292 328 89|149 432 338 337 277|383 76 481 174 168| 85 252 140 139 437|276 125 348 92 176
i Ruideso 5000 46 191 111 147 330(181 173 373 31! 1870114 223 233 239 162(323 71 205 160 226 118 275 170 219 123
{| Santa Fs 7,000 (221 59 23z 268 214,212 292 199 197 308|282 &4 341 34 220165 192 — 107 2971136 70 208 166 97
:{ Santa Rosa 4.600|176 114 169 205 170[105 303 256 252 227|244 63 363 141 113|169 129 107 — 330 169 141 241 59 37
i1 Silver City 5.900 (180 238 290 320 500{407 53 378 756 367|112 361 44 331 388j462 257 297 330 — 161 367 90 389 293
*I'sacorro 4,617 |134 77 205 241 339|248 156 559 193 28i|i46 200 205 170 256|301 165 136 169 18) | — 206 72 228 132
Springer 5.200 [306 190 299 335 833195 423 293 3728 323{374 &7 472 145 214| 39 259 121 130 428|267 79 339 138 167
Taus 6.9651291 129 302 338 162 (246 362 214 267 363[352 78 411 &6 254 95 262 70 141 367|206 — 278 184 167
Tierra Amarilla 7. 460|312 150 323 359 268|303 3B3 {24 246 300 (373,155 432 85 31)/201 283 9i 198 388 227 106 299 257 1BE
Truth or Conseq. 4,260 [137 149 247 282 411|320 85 331 265 324 | 757272 134 242 3087373 217 208 241 90| 72 278 — 300 204
Tucumcari 4085|235 173 200 236 111 83 362 155 311 200303 106 422 200 9] 7177 160 166 59 389228 184 300 — 96
Tularosa 4,520 13 194 117 153 3331214 140 376 314 194| E1 228 200 242 195]332 104 208 163 193|121 278 150 222 126
Vaughn | 5965 139 104 135 171 207|116 266 286 242 211(207 100-326 131 124206 95 97 37 293 132 157 204 96 —
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ITEMIZED SCHEDULE

PAGE DATE

OF INTERPRETER TRAVEL EXPENSES AGENCY VOUCHER
AGENCY CcopE 218 | numeer
NAME New Mexico Administrative Office of the Courts
INTERPRETER'S CAR LICENSE NUMBER | RESIDENCE
NAME
VENDOR CODE GAR MODEL GAR YEAR After this form is completed and signed by interpreter and court contact, please transfer total
expenses by category to NM Certification of Interpreter Services and Invoice
TIME SHOW AM OR PM CHARACTER OF EXPENDITURES ODOMETER READINGS AMOUNTS
Enter Destination, Name of Court, Type of Proceeding and/or Case ENTER START NO. OF MILEAGE PER DIEM MISCELLANEOUS TOTALS
DATE DEPARTURE] ARRIVAL Number & FINISH MILES
Approved By:
Court Contact: TOTALS

PER DIEM IS BASED ON (CHECK ONE)

]

Phone:

ACTUAL

APPROVED RATES | |

Signature of Court Contact

Receipts must be attached if claiming parking, meals, hotel, or
commercial travel; This schedule must have AOC Approval if submitted

Account: Jury Witness Fund

do solemnly swear that the above claim for reimbursement is just and true in all respects and complies with

the DFA Regulations Governing the Per Diem and Mileage Act.

PAYEE SIGN HERE

DATE:

by an out-of-state interpreter.

11.2012




New Mexico Administrative Office of the Courts
Language Access Services

ADVANCE APPROVAL OF OVERNIGHT TRAVEL

When requested approval of overnight travel, please submit the following
information to Pam Sanchez, aocpjs@nmcourts.gov via e-mail. You may
complete and attach this form or not, just be sure to include all of this
information in your request.

Your Name and City of Residence

Today’s Date

Date/s of Assignment

Scheduled Report Time

Case No. If Available

Court - Check One
District Magistrate Metropolitan
Court Location

City County

Court Contact

11.2012


mailto:aocpjs@nmcourts.gov

AHachment F

Interpreter Invoice

11.2012



NEW MEXICO ADMINISTRATIVE OFFICE OF THE COURTS

CERTIFICATION OF INTERPRETER SERVICES

Date of Service

- INVOICE -
Payee/Interpreter’s Name: Court Name (Specify Metro/Magistrate/District)-City and County
Payee/Interpreter’s Complete Mailing Address /City/State/Zip Code Interpreter Cost: $
DFA Vendor No.: Travel Time: $
Parking: $ Other Expenses
(transfer from
Daytime Phone number Email Address Mileage*: $ worksheet and
include receipts as
Per Diem: $ appropriate)
NM Gross Receipt Tax No.
Sub- T otal: $ $0.00
Certified [ 1] Non-Certified [ ]JSI **All of the above are subject to NM GRT**
Non-Certified [ ]Other  Other Service
Gross Receipts Tax: $
Language Assigned to Interpret:
Total Amount Due:  $ $0.00
*Odometer Beginning *Odometer Ending *Total Miles () Map Miles () Actual Miles
Start Time End Time .
Date (am & pm) (am & pm) Total Time Type of Proceeding or Case Number
| certify that the information contained in this
statement, including attachments, is true and
correct under penalty of perjury.
Interpreter's Signature
Total Hours Date

FOR COURT USE ONLY

| certify that the person named above attended court as an interpreter in the designated case(s). | have examined this claim and find it to be true, to the best of my knowledge under penalty of

perjury.

11.2012

Date

Judge's or Designee's Signature




New Mexico Court Interpreter
Standards of Practice & Payment Policies

d. Paper and Pen: Use only white paper for your invoice. Do not use red ink.
Blue and black inks are acceptable.

5. CONTRACTING

Courts are encouraged to contract for certified interpreter services. The AOC will
assist in the publishing of a Request for Proposal and contract award. Prior to
advertising for or entering into a contract for interpreter services the court shall
conduct the AOC for approval. The payment rate for contracted services shall
not exceed those stipulated in Section Il A. of this document unless exceptional
circumstances exist and the AOC has given prior approval.

Arthur W. Pepin, Director, NM Administrative Office of the Courts

Effective: September 1998

Revised: May 1998

Revised: February, 2004

Revised: July, 2006

Revised: August, 2007

Revised: January, 2009

Revised: January, 2011 (Payment Policies)
Revised: October, 2012 (General Standards)
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