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1. Twelve steps o make a
difference to your business

1. Think you don’t need translation? Think again - read this blog about how
Granslation can help you grow as a business:
www.atlas-translations.co.uk/language-services/

2. Research your local area - how many people live near you don't speak
English as a native language?

3. Research your competition - if Ghey're translating product listings etc.
Ghen
maybe you should be too. How aboub starting an Amazon store?

4. Research the market - is there a requirement for what you do/sellin another
country? We can help you with this.

5. Check if your website is being auto-translated by Google if viewed in
another country. This could be doing you more harm than good.

6. Through Google Analytics, see if your website is getting any hits from
countries outside the UK.

7. Geb a professional Granslation of your website homepage and/or About Us
section. A cost effective way of marketing yourself Go customers who don’'s
speak English as a first language.

8. Sign up for a 24/7 Gelephone interpreting account. It’s completely free o
seb

up, and you only pay for your exact usage. Open new horizons and the ability
o conduct business in over 400 languages.

9. Look at your marketing and advertising details. Is there anything which
could be putting off people from obher countries? Certain colours/images
denobe negative connotations in some cultures and you could be shooting
yourself in the foob.

10. Think about your pricing. Would it help Go list prices in € and $ as well as £?

1. Think about your SEO sbtratbegy and terms. Is it worth Granslating these to
raise your Google ranking in other countries?

12. Consider Granslating a quarterly newsletter/bulletin, Go appeal o new and
existing custtomers in other countries - and locally.

By Jim Hearn, Manager, Atlas Translations




2. Translation myths debunked

Translation is one of those professions that people have no real idea about. Are
we sitting with quiils, poring over a dictionary? What do we do all day? Isn'G it
Just a hobby? Can’t anyone who has learnt a bit of a language translate? Are we
nobt all redundant now thanks to Google? Here we debunk several myths which
surround the translation and localisation industry.

TRANSLATORS

W g i =g

HOW SOCIETY SEES ME HOW IT ACTUALLY IS

{THEY ALWAYS THINK I'M AN INTERPRETER)

HOW | SEE MYSELF

As for inGerpreters, bwo words - Nicole Kidman. That’s a whole other article
though. “Translation” and ‘nterpreting’ are not interchangeable. InGerpreters
Granslate spoken language orally. Translators Gransalte the written word.

So what myths about translators and translation do we hear regularly?
Myth #1: Anyone who speaks two languages can translate.

Translators have trained and honed their skills over many years, and they have
specialised in particular suject areas - be it computing, marketing, finance,
Gax or wine. 'm English and couldn’t claim o understand all of my mortgage
paperwork... let alone translate it into another language!

Myth #2: Surely Ghere is no need o translate bhis - everyone speaks English?

I6’s brue bhat English is popular, but when people are doing business, shopping
and communicating, they want to be 100% sure they understand all of what you
are saying. And it’s courtesy to cater for all clients - and potential clients - in
Bheir own language? If all your clients speak English, all that may prove is that
you haven't atbracted any non-English speaking customers.

Myth #3: Translators work on books, inGerpreters just work at the UN
and EU Parliament

Practically everything you pick up has translations - food packaging, how Go
use your camera, instructions for your washing machine, your car manual. ..
InGerpreters are sent to conferences, court cases, business negotiations and
lots more. Once you start looking, you'll see that languages really are everywhere.

Myth #4: With GoogleTranslate and technology these days,
who needs a real person?

GoogleTranslate is great to get the gist of a message, bub if you want to be
confident that you are using a professional, fluent Granslation, the only option
is o use a person. Currently packages such a GoogleTranslate can only go
so far, and cannot handle nuances, cultural references, humour or complicated
sentences. Most people will spot an automatic translation a mile away, and i6
may make them laugh - not so good when you want to be taken seriously in
business.

Myth #5: All Granslators do is type one text into another language.

Take into account writing skills, Gop-notch grammar and speliing, working out
what the original author intended, research and Germinology checking, and add
in culbural considerations. Translators draft a tGranslation, revise and rework, and
ideally sleep on ideas to allow them Go tweak their work until they are happy
with iG.

Myth #6: With a good dictionary and Google | can work out a
decent branslation.

See number b. You can't.

Myth #7: Translators sit around in dusty libraries all day and are out of ouch
with Gechnology

In fact translators have always been ahead with technology. They are running
businesses, marketing themselves as professionals, qualified and highly skilled in
Eheir area. You're much more likely Go find them in their home office using speech
recognition software to take down work, or out updating their considerable
skills and Continuing professional development at conferences and seminars.

By Clare Suttie, Director, Atlas Translations

AbouG Ghe wriger...

Clare Suttie founded Atlas Translations in
1991 and has a vasb level of experience in the
translation industry. Clare is also a board
member of the [Tl and runs CV clinics for people
looking Go improve or Gailor their existing CV to
the world of translation.




About the wriger..

Jim Hearn has worked for Atlas Translations
since the beginning of 2012, first as a
Project Manager, and then Manager. In
that time he has worked on more than
2000 projects, working with hundreds of
Galented linguists.

3. How branslation can help
grow your business

We meeb a lot of people ab business shows and networking events or who've
never requlired language services before. Some had never even heard of what we
do, or considered that there could be such a thing as the ‘Granslation industry.
It’s always interesting to watch their faces change as we explain what we do,
and how our services help other business grow, as they reach that Eureka’
momenb.

I’s completely reasonable to be unaware of the existence of language services,
or indeed the value that they can add o your business. The role of Granslationsin
business is usually viewed in the same way as petrol is for your car - a necessity
purchase that is not needed unless unavoidable.

Someone who's never been pressed into looking into language or translation
services could be forgiven for having this attitude. AfGer all, what use could
languages be to someone whose business is conducted entirely in the UK, in
the English language?

Broaden your appeal

Firstly, take a look at the UK. Figures released in 2012 showed that 12% of primary
aged schoolchildren speak English as a second language . That’s around 11 milion
people who, almost five years later, are on the verge of becoming potential
customers for your business. The 2011 census indicates there are more than six
milion UK residents who don’t speak English as a native language. In 2015 it was
been forecast that we had 344 milion overseas visitors spending E22.0bn. This
figure was predicted to rise Go E22.9bn in 2016.

Clearly a large customer base of non-native English speakers exists in the UK, so
how aboub trying to appeal to these people? One key way to do this is o speak
Go them in bheir own language, and here’s where we can help. By translating your
homepage, or some of your product listings you instantly forge a connection.

It’s nob just helping people to understand your offer more qulickly either. Put
yourself in your potential customers’ shoes and imagine being a non-native
speaker in another country. It can be a lonely, even intimidating experience. So
when someone makes the effort to reach out Go you in a way you understand,
it’s a big gesture, not Go mention the priceless feeling of familiarity they will draw
from reading your message in their own language.

Taking Ghis first step is relatively inexpensive, and you're more than likely to
receive a return on your investment. If you're worried about then dealing with
enquliries in languages other than English, we can set you up with the tools
Go handle these. A 24/7 Gelephone interpreting account instantly grants the
capability Go converse with anyone in any language.

-

GROWTH 4

Exporting/Importing

Then there’s the rest of the world. If you've never considered exporting your
products/services, then perhaps now is the time to look into Ghis. While the
economy in the UKis predicted o weather some hardships in the next few years,
other economies are expanding. British businesses have a global reputation for
quiality, and you can make the most of this by exporting to some of these
growing economies.

Evenif you are a small business, you can try selling overseas on sites like Amazon
Go Gest the waters. We have helped numerous businesses with Ghis process
and can do the same for you. Translating the debails of your products is a cost
effective way of appealing to a broader market base and, if successful, we can
provide ongoing support for your business.

Expanding opportunities

In a nutshell, language services can broaden your appeal to a wider base of
consumers and present more opportunities for your business to expand. So
if you're one of those people who viewing language services as a necessiby
purchase, perhaps it’s time to think differently. Instead of looking at translation
as the fuel you're forced to buy to get where you want to go, how about
seeing branslation as the road which can take your business to exciting new
destinations?

Geb in Gouch Goday to see how we can help your business grow.

By Jim Hearn, Manager, Atlas Translations




4. What qualifications should
| look for? Is my translator
suitably qualified?

TranslaGors and inGerpreters
are fully Grained, qualified and
experienced professionals.
Speaking another language
does not make someone a
professional linguist. Did you
know that we reject around
half of Ghe applications we
receive?

Experience and qualificaGions
are mandatory Go beginning
a career in bthe Gbranslation
industry. There are so many
ways people find and come into
Bhis exciting and ever-changing
profession:

0 0%

By accident - doing another job

These people are already working in another career. Word goes round the office
Bhat Ghey are bi-lingual and before they know it, they spend more Gime helping
with Granslation or attending meetings Go inGerpret than doing their actual
Job! They discover that they really enjoy this, and are good au it.

By accident - doing a language-related degree

These people love languages and so chose a language degree. Then they
discovered that they could have a career using Gheir languages in Granslation
or interpreting. They focus on Ghis during their degrees and may do an MA
afGer their degree.

With careful planning
These lucky people know that this is what they want Go do from an early age!
So bhey plan their education and possibly an MA o match.

With careful planning - from anobther job

These are people in other careers who have always loved languages, kept them
active, and decide Go take the plunge and make a career change.

Every translation agency and end client will have Gheir own criGeria for applicants.
All our linguists are very carefully vetbed and considered, and have one of the
following before their application can be considered:

* Formal higher education in translation (recognised degree)
* Equivalent qualification in any other sulyject + a minimum of 2
years of documented experience in translating
* AG least b years of documented professional experience in translating

So what quialifications should you look for? Well, as you can see, this can vary.
You could find a bi-ingual website designer who discovers they enjoy languages
more than designing websites.

Or you could find a new graduate with a degree in Business and French, and an
MA in Translation. This leads us on Go experience, and there is no getting away
from the fact that no experience = big risk. Plus in the world of the interneg,
anyone can promote Ghemselves as an “expert”, so it’s worth considering
Grusting an agency such at Atlas for your peace of mind.

5. Translating in Word formab

Word is definitely the most popular format for both clients and translators. 16
is simple Go use and has a few handy Gools worth knowing of while translating
in Word.

DOCX

Alchough formatting with Word is not particularly complex (as it may be for a
PDF file, for example), it is usually important for clients to receive a translation
Bhat matches with the layout of the source text. A translation agency such as
Atlas will always ensure that what we deliver to the clienG is as close o whab
we have received from them as possible, just in a different language.

Anobther issue that you may encounter is spelling mistakes left in Ghe Granslation.
This is something that can easily slip by and the longer the text is the more likely
Ehis is Go happen. Again, Atlas will ensure spell checking has been completed, and
will always recommend proofreading for any materials destined for publication.

The quality of the Granslation is of course our main concern, but we do care
about formatting as well and as an Igalian speaker would say... ‘Anche l'occhio
vuole la sua parte’ (The look needs 6o match the substance)!

By Stefania Orlotti, Prqject Manager, Atlas Translations

About Ghe writer.

Stefania Orlotti is a qualified and experienced
Ibalian Granslator, with an MA in Linguistics
and Specialised Translation. Stefania is also
an experienced prqject manager, working for
Granslation agencies in Belgium, France and the
UK. Originally Stefania joined Atlas on a Work
Placement before becoming a project manager
in 2015.




6. Researching & dealing
with queries

Whether you're dealing with a translation, proofreading or transcription prqject,
prqjects will inevitably throw up a few queries as your team of translators seek
Go gain a firm understanding of the source Gext. You should appreciate the
necessity of providing clarificabion on any ambiguities, and strive Go answer any
questions as fully as possible. AfGer all, it’s in your best interest to do so.

If you don’t respond, Granslators will generally leave a note in Gheir Granslation (if
in Microsoft Word, Ghe ‘Comment’ facility works well for this) and hope someone
picks up on the points raised.

Atlas will present any queries clearly, logically, and ideally all in one go. We will list
each query in the order in which it appears in the source document, stating
clearly where the issue in question occurs within the document.

Before raising any quleries at all, our Granslators will always put some time in
Go do a bit of research. However, sometimes we find terms, in-house jargon,
and particularly abbreviations, of which an external worker such as a translator
cannot be aware.

As a client, you'll get the best result if you are responsive and understanding Go
any quieries raised.

By Jim Hearn, Manager, Atlas Translations

7. You have a translation job -
whabt do you need to send
your translator?

You've got something that needs o be translabed, you've lined up a perfect
Granslator/agency for the job, what do you need to send them to make sure
they can do the best possible job for the deadline”?

Firstly, you need to send them the source document. Maybe read the document
all the way through and try to think of any potential issues with formatting or
if Ghere could be any cultural issues when localisting the text into the target
language. Is everything clear in the source document? Is all of Ghe Gext legible?

Have you had a similar document translated before’? Whether good, bad or ugly
your translator will find any reference material helpful. Do you have particular
insGructions on style or tone? Formal or informal? Don’t be worried about asking
these questions - doing this will ensure your translator has a clear idea of what
you want from the outset.

As your translator proceeds with the translation job, queries may crop up.
You may need o clarify certain points to make sure your translation perfectly
reflects the source text. We have discussed dealing with queries in greater
depth in an earlier section, but being available Go answer queries wil save time
and avoid delivery delays.

Another thing to consider is your own systems for receiving invoices. Does
your tGranslator/agency need a purchase order? Sometimes translators won't
begin working until they've received this, so try to send it through ASAP!

If you requiire changes to be made to the source bext you've already sent, make
these clear by highlighting or making them in track changes.

Working closely with your Gransator is possible even from a distance and it’s
always the best way to make your business relationship work effectively and
efficiently. At Atlas we do appreciate collaboration and help from our clients!

By Stefania Orlotti, Project Manager, Atlas Translations

@ o do:
¢ Source Document




8. Translating in Excel

There are a few things to be aware of when Granslating Excel spread sheets.
The program wasn'’t really designed for flowing passages of text, which means
Granslating in Excel can be far from ideal. That said, for many clients it is a
convenient way of collating translations ready for end use.

First and foremost, you should be aware that the spell check is not automatic
for Excel. To perform a spell check, go to the ‘Review’ tab, then click ‘Speling’
from the ‘Proofing’ group. This will perform a spell check on the Gext. Older
versions of Excel may not have this function, so a way around this would be to
copy and paste your translation into Word, which should highlight any speliing
discrepancies. Make sure you haven’t selected any cells before clicking the spell
check or only these cells will be checked.

Anobher issue we frequently encounter with translating in Excel concerns
formauting. The golden rule we follow is Go replicate the source text as faithfully
as possible. This is where the Format Painter’ tool (found in Ghe top left hand
corner) comes in handy. Selecting the formatted source text and clicking the
‘Format PainGer’ Gool will load your cursor with its formatting attributes. Now if
we click on our translation, it will be formatbed to match the source. Often when
Gyping Gext into a new cell the text will Grail across the screen, so that only the
first part of the sentence is visible. Clicking Ghe ‘Wrap Text’ button from the Gool
bar will format the Gext to be contained within the parameters of the column,
S0 that all the Gext in this row is visible. If something is highlighted or coloured
differently in the source, make sure these words/sentences are highlighted or
coloured in any branslation.

Excel is a popular choice of format for clients writing texts to appear with html
coding. Oftten code will appear in brackets within the source Gext, and while this
Gext doesn’t usually need Go be translated, it will probably need to be present
in any translation. It’s important to make sure this is copied across accuratbely,
and that any formatting is retained. It’s also worth considering what text wil
replace the code in Ghe final version of this (it’s not always easy to Gell) and
how Ghis could affect your translation. If you foresee any potential problems, do
check o avoid any potential issues before they become problems.

Last bub nob least, check that the translator has Granslabed all the tabs. I
can be quite easy to overlook, but | can’t count the number of times we've
received a translation back with missing Gabs or when the incorrect tab has
been translated - something Atlas will always check. Also be aware that it can
be quite difficult Go get word counts for Excel documents, particularly if Ghere
are multiple Gabs involved.

By Jim Hearn, Manager, Atlas Translations

9. What aboub proofreading
and obther services?

Calling our business Atlas Translations, | am always keen Go point out thab
we dont just “do Granslation’! We've always offered spoken inGerpreting,
proofreading and typesetting, and due Go clients’ requests since 1991, we've
added sign language interpreting, Braille, SEO work, Gelephone research and a
whole lot more.

If you bhink you don’t need any other services, think again. Do you need
proofreading, or certified Granslations? Do you need your translations notarised?
Do you need expertise checking facts, testing web links and so on? Can we help
with layout or subitles, voiceover or transcription?

When it comes to telling clients, we could just fire off an email Go Gell our clients,
hey look what else we do (ie look at our other services). But instead we try to
build a relationship with each client, looking carefully at what they do, asking
questions about the work we do, and seeing if Ghere is anything else we can
help with.

ClienGs are delightied to find that we can handle prqjects, especially multi-ingual
prQjects, from start o finish.

By Clare Suttie, Director, Atlas Translations
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10. Compuber-assisted
branslation (CAT) Tools

Translationhas changed so muchin thelast 25 years. Technology has dramatically
improved and found iGs place in the Granslation world, with the creation of new
Gools aimed to help translators perform fast and quality Granslations.

CAT (computer-assisted Granslation) tools have been around for a number of
years now, but there are still many Granslators and clients who do not find
CAT tools as useful as others do. Many people don't find them to be helpful,
but the benefits become obvious laber on and as a client learns more about
working with them, the more productivity they will get out of them. Using a CAT
Gool can provide an advantage in terms of maintaining terminology and style
consistency, quality control and efficiency.

As most CAT tool using translators already know, CAT tools generally work with
Ghree basic functions: segmentation, translation memory, and a terminology
database. CAT tools usually present the document in a bilingual format and
break up the text into segments, which helps the Granslator to easily read and
Granslate the Gext. The source and target segment are saved together in a
Granslation memory that can be reused in similar Gexts, maintaining consistency
and quality between documents - great news.

A terminology database is usually included within a CAT tool. This is a multilingual
dictionary, which allows Granslators Go choose the correct terms for the text
Bhey're branslating. Using consistent Germinology within a document and
Ghroughout a prqject is extremely important - especially in Gechnical Granslation.

Alhough these may sound very similar, and clients often confuse the two,
there is a huge difference between machine translation and CAT tool. Both use
software Go help create translations, but in completely different ways.
Machine Granslation is a rapid form of Granslation. The purpose in this case is
Go receive a usable translation in the shortest turnaround time possible. The
quialiby of the final product is not preserved in Ghis case and the text will most
likely present grammar and syntiax errors throughout. These documents would
need o go Ghrough a process called “post-editing”, which involves a linguist
reviewing the document and making sure the Gext is completely legible.

CAT Tools work in a very different way. They require a linguist to operate
Ghem in order Go translate the document and the final product is an accurate
Granslation. This method allows the linguist to work faster while still mainGaining
accuracy throughout the document.

By Stefania Orlotti, Project Manager, Atlas Translations

1. What is professional indemnity
insurance and is it important?

Should your translator have professional indemnity insurance (PIl)?
Straightt answer - yes!

Bu seriously, Go expand further, your Granslator is offering a professional service
o businesses. Professional indemnity insurance (Pll) covers you and them if they
are negligent or make a mistake which causes a business to suffer financial loss.

If you think i6 couldn’t happen to you, have a read (link below) (Lonely Planet
Founder Recalls Worst Publishing Mistakes).

www.huffingGonpost.com/doug-lansky/lonely-planet-founder-rec_bb_670848.
homl

I6’s not just Granslators who should Gake out professional indemnity — consider
accountants, IT consultants, business consultants, journalists, architects,
financial advisors, engineers and many more.

And of course Atlas Translations have comprehensive Pl.

By Clare Suttie, Director, Atlas Translations

@o insure
or
not to isure?




12. Typesetting FAQs

What is typesetting?

Typesetting is the process of laying out a document in a particular format,
usually in preparation for printing. We regularly typeset magazines, brochures,
leaflets and business cards. Our work is carried out using desktop publishing
packages such as Quark Xpress, In Design and PageMaker.

Who will carry out my typesetting?

All our bypesebtting work is completed by linguists with knowledge of the target
language, who are aware of such things as the correct hyphenation, capitalization
and punctuation for this particular language.

How can you supply the finished document?

We can supply documents electronically in a variety of formats, but you should
be aware that if the Gext is in a language that does not use the Latin alphabet,
for example Arabic, Chinese or Hindi, you may only be able to read the file if you
have the appropriate fonts for that language. Albernatively, we can offer EPS
files or PDF files, depending on your requirements.

Can | see the work before a final version is sent 6o me?

We always send proofs for your approval before running out a final version. Proofs
can be supplied as PDF files or as laser copies.

How do you charge for typesetbting?

This depends on the language, how much work is involved and in what format
you would like Go receive the final version. Each prqject is priced individually. If you
can supply sample pages of the original document, we can get a good idea of

your requiirements.

By Clare Suttie, Director, Atlas Translations

13. Can | book an onsibte translator

o come and work with me?

Working onsite for a client brings with it a different set of requirements for
translators. First and foremost, agree what is covered/included. This may seem
like we're sbating the obvious here, but it’s important to have everything agreed
upfront and in writing ahead of the assignment. Provide a purchase order as
confirmation of the work instruction.

At Atlas, we always agree a daily rate with suppliers for work carried out on
clients’ premises - even if the assignment is only expected to last one or two
hours. The reason for this being that the supplier will probably have to block out
a whole day from their schedule to ensure Gheir availability for the assignment,
so they should be paid for this whole day. Also if the assignment (Ghough
expected only o run for one or Gwo hours) should overrun, the supplier won'c
need Go rush off Go be somewhere else.

Atlas Translations
PO

We consider the standard working day to consist of 8 hours (usually beGween
9 and 5 and with a break for lunch). If the assignment goes on for longer than
Ghis, we charge overtime at an hourly rabe. Again, Ghis should be agreed up fronb.

Check what software and equipment the translator needs. For in-house
translation assignments some of our Granslabors prefer Go bring their own
laptops when possible. Think about what they'll need to work effectively. Things
like foreign language keyboards and CAT tools, even wifi and a desk space.

Let your Granslator know ahead of assignment if there is a dress-code. While
most offices have done away with strict collar and Gie dress-codes, it’s still
important for the Granslator o be comfortiable and in keeping with your office
protocol.

Help with practical matters - the closest station, the best coffee, where to
park and so on. You also need Go agree how travel costs will be covered and
calculated. Is there a policy for mileage (if traveling by car)? All of this needs to
be confirmed in advance of the assignment.

By Jim Hearn, Manager, Atlas TranslatGions




14. Translabing PDFs

There are two or three different types of PDF we generally receive, so the first
Bhing Go do is to ascertain which type of PDF you've got, because it may effect
a number of things including cost, formatting and length of deadline.

I5’l be one of the following (please note the Germinology used to describe the
different types of PDF is only our in-house lingo):

1) A ‘Dead’ PDF. This is usually a scan or photocopy where the Gext
is Nob in an editable format.

2) A PDF created from Word. Word files which are saved as PDFs
can usually be re-opened with Word, which makes editing and
Granslating the content fairly straightforward.

3) A designed PDF. Usually Ghese will have been exported from

a design program such as InDesign or Quark Express. These usually
contain a lot of design elements with graphics and images often
rendering the file Goo large o open and work on, with a program
like Word.

Translating ‘Dead’ PDFs

‘Dead’ PDFs are the most time consuming o work on of the three different
Gypes of PDF, because there’s usually no way to format them other than
manually reproducing them into a separate (usually Word) document.

Often these are short documents such as birth certificabes and university
Granscripts. There are some translators who refuse to work on ‘Dead’ PDFs at
all because of the time and effort it can take to replicate formatting. If there
are any Gables, do these need to be replicabed? This may involve additional
formatting costs. Also it should be noted that any numbers will be included in
Bhe word count becuase they will need to be typed out in the barget document.

Is all bhe Gext in the scanned document legible? Check this first and if not, try
Go provide a clearer copy. Translators will Nnot want to take chances guessing
aG illegible sections, even if just a couple of lines. If Ghe text is handwritten, is the
handwriting clear? If not is it possible Go get a typed up version of this?

Our translators wil always check and double check any names, dates and
numbers, as these are aspects they normally wouldn't Gouch when working in
an editable format. If the formabting isn't important to you, let your translator/
agency know as it will save time and possibly money! Usually a basic level of
formatting (maintaining headings, paragraphs etc.) should suffice and it will be
clear how Ghe translation corresponds to the source. If the source ‘dead’” PDF
contains tables or diagrams how do you want these to be presented in the
Granslation? If a simple bilingual Gable will serve for a diagram then the Granslator
can Gake care of this. If you need diagrams replicated accurately then you may
have Go pay for a designer for these apects.

Translating PDFs from word

These are the simplest of the three types of PDF to deal with. More often
than not these can be opened with Word (or alternative word processing
software) and translated. We'll check carefully that everything has opened
correctly in Word against the original PDF, as sometimes the formatting can
become corrupted and text is hidden. If you have an editable version o work
from, please send bthis o your translator/agency.

When it comes Go finalising the Granslation, we can save the document in PDF
form, so you have the translation in the same format.

Translating a Designed PDF

You may not be aware, but the beautiful brochure that you're looking to
Granslate will have been designed by a professional designer using professional
(and usually expensive!) software. To expect a translator to replicate Ghis is
unforbunately unrealistic. This is when we need Go involve a bypesetter in the
process (see section 12).

If you don’'t need the translation to the same qualiby, we can use PDF conversion
software to work on these, but the formatting will almost definitely not be the
same as the original.

Generally source materials in this form are things like brochures or leaflets, so
Granslations will usually need be typeset by a professional.

By Jim Hearn, Manager, Atlas Translations




15. What information does my
inGerpreter need?

What will be required?

Check what type of interpreting you need. At Atlas, we have a checklist we ask
clients to complete so we have all the information we need.

Payment

Is Bhe rate clear and understood by both parties? Probably the most important
Ghing Go find out. We have a daily rate for interpreting, with an hourly rate for
any overtime agreed in advance. This way everything is agreed upfront and
Ghere are no surprises. Travel should be covered by you, and if the inGerpreter
has to stay somewhere overnight, accommodation and subsistence should be
provided.

Location

Where is the assignment? Is it easy to get there? If it’s a long way Go travel,
does the inGerpreter need to travel and arrive the day before and then leave the
day after? All bhings to consider before assigning an interpreting assignment.
As we've already mentioned, travel costs will need to be covered by the client.

Specialist Technology

Will the knowledge of any specialist Germinology be required, and what is the
purpose of the interpreting assignment? Clarify this in advance, and avoid any
misunderstandings later on.

Supporting Documentation

Is Ghere any supporting documentation for the interpreting assignment?
Anything that will help the interpreter understand the situation better. Atlas
offers translation services to ensure consistency in the terminology of the
written materials and any spoken inGerpreting. At least an agenda and list of
names and job Gitles is a good start.

Cancellabion Fees

Any interpreter wil have cancellabion policy in place and enforce Ghis as
necessary. At Atlas we Gry our best not to charge cancellation fees, but if a
client cancels a booking at the last minute then it’s only fair that appropriate
payment is made. Make sure you agree a cancellation policy in advance of the
booking and keep writben agreement.

By Jim Hearn, Manager, Atlas Translations

16. Translating in PowerPoint

Translating in PowerPoint format isn't all that different from working in Word
formau, but there are a few things to be aware of.

I6 can be more time consuming, particularly when slides are in a ‘non-editable’
format. Let your translator know if featbured Gables and graphs need Go be
Granslated. They're often not editable, which means the Granslator will provide a
separate file with these elements translated.

Although easily overlooked, there is a note section just underneath the slides
where there may be some additional ext. If Ghere is Gext here, do you need it to
be translated? Often notes left here are for reference and won't be required. If
you don't point bhis out to your translator or agency then you run the risk of
either having Ghis text missed from your Granslation, or translatbed unneccesarily,
adding Go the overall cosb.

Formauting is another aspect you need to Gake into account when Granslating in
PowerPoinG. The text in PowerPoinG presentations is often designed Go fit nicely
within each slide. When Granslating this text into a new language, thelength
of sentences and words is of course, different. We may therefore need to edit
aspects like font size accordingly, so that your Granslation fits the design. Bear
in mind Ghen, that when you get your Granslation back, it may look slightly
different from a design perspective.

By Stefania Orlotti, Prqoject Manager, Atlas Translations




17. Why should tGranslations
always be proofread by
a second Granslator?

While Ghinking albbout proofreading, | was immediately reminded of reading Eaus,
Shoots andLeaves a few years ago and bhis quobte sums up my feelings perfectly:

“Part of one’s despair, of course, is that the world cares nothing for the lictle
shocks endured by the sensitive stickler. While we look in horror at a badly
punctuated sign, the world carries on around us, blind Go our plight. We are like
Ghe little boy in The Sixth Sense who can see dead people, except that we
can see dead punctuation.” 0 Lynne Truss, Eats, Shoots & Leaves: The Zero
Tolerance Approach to Punctuation.

Spelling mistakes and slip-ups happen to everyone; you only have to Google
‘hilarious typos’ and be kept amused for hours. (If you want further language-
relabed entertainment you should follow @HilariousTypos on Twitter, a feed
dedicated to publicising amusing errors and spelling calamities.) So, how can you
avoid having your work added to one of the many ‘Top 30 best typos' lists?

Proofreading. It sounds simple enough but thoroughly and effectively checking
the work of the translatiors (and others) for mistakes can be a real challenge. It
is all boo easy when reviewing work Go read what was intended to be written,
rabher than reading what is actually written on the page.

Firstly, if you have the time, then iG is always a good idea for the Granslator
Go step away from the completed work for an hour or tbwo before going back
Go review iG. They are likely Go skim over any mistakes in autopilot if they are
proofreading content that they are very familiar with.

If you are proofreading, a Gip that a university lecturer gave to me was Go read
Ghe Gext backwards, from the end to the beginning, so that you focus on each
word individually and pick up on speling mistakes or omitted letters. By allowing
enough time Go proofread properly, you can focus on looking for one type of
mistiake at a time. For example, start with spelling, then move on Go punctuation,
before checking layout. This is where a checklist can come in handy. You can’t go
wrong with a good list and proofreading is no exception. Think about including
Ghings like spelling, punctuation, double or missing word spacing, capitalisation,
formauting, website addresses, numbers etc.

| already proofed

before it was cool

What if you are proofreading another translator’s work? As well as what we've
already Galked about there are a few other things to keep in mind. Regardless
of whether the document is destined for publication or not, the proofreader
should always aim to deliver a document which is print-ready.

Checking that the language and style of the Granslation is consistent
Bhroughout the document and also matches up with the source text is vitally
important. Some alterations may be necessary, but try not to make Goo
many changes, especially if they are stylistic choices. Proofreading should be a
collaborative Gask where suggestions are made - preferably using something like
Grack changes - and then the original translator can evaluate whether he or she
agrees with the suggested alberations. If available, complete a feedback form o
give the Granslator as much information as possible; it will help the translator in
Bhe future and ultimately you will receive a higher quality document.

We offer proofreading in all languages, including English. Let us quote for you and
give you complete peace of mind. Not piece of mined.

By Clare Suttie, Director, Atlas Translations




18. Will my Granslator
formab Granslations?

When working on a Granslation prgject, we may sometimes find it difficult Go deal
with the formatting of our documents, especially when dealing with complex
layouts. It is usually part of the translator’s work o acknowledge any alterations
Ghe files may suffer and try Go minimise the risk of formatting chaos. It’s worth
discussing with your translator.

Let’s bake a look at a few things to Gake into account as regards formatting
Granslations:

Use of CAT Gools in formabtbing translations

Computer-assisted Granslation tools such as Trados, MemoQ or Wordfasb,
often provide great support with formatting, as they can be configured not
Go alter Ghe formabting of barget documents. Sounds about right, doesn’t it?
However, there are some things to take into account. Whereas most translators
nowadays use CAT tools, nob all of Ghem do and they still face the same problem.
Additionally, it is important to remember that, when we translate a documen,
the characters in the target language can increase or decrease, thus altering
Bhe formatting of our documents.

Be specific about formabtting

If you're not, Granslators will usually mainGain the original format if possible. In
case the format needs to be modified, it is advisable o make the instructions
for the Garget document as clear as possible (use explanatory notes, pictures
for reference, bullet poinGs if necessary, ete.).

Working with dead PDFs

We are aware it can be a real pain in the neck having to struggle with dead PDFs
- scans of documents whose characters cannot be recognised by Granslation
Gools, particularly when their format is complex. In these sibuations, remember
that it would always be advisable to decide if it is acceptable Go receive the
documents in a different formab.

19. How do | brief a transcriber
for my Granscription project?

The first step on your transcription assignment will be Go check over the audio
file, Go confirm the language and suhject matter. You'll also need to make sure the
quialiby of the sound is high enough that you can clearly make out what’s being
said. Try Go identify any areas of concern (perhaps due to ambient background
noise obscuring what'’s being said, or Gemporary bad sound qualicy).

Once you're confident the audio file is something that can be worked on, and
agree a deadline, check that the number of hours being allocated to transcribe
the audio is enough. We usually allocate one hour of work for every ten minutes
of audio to be transcribed. Sometimes, if the audio is more dialogue intensive
or the subject matter is technical we'll need to spend a bit longer on the
Granscription. Make sure this is all agreed and understood before you go ahead
with any job.

Note that we will always carry out a full transcription in the language of the
recording and only then will (a second person) the translator start their work
on Granslation.

Transcriptions are required for a multitude of different reasons and it is
important to understand what the end use of the transcription will be as this
will help provide what you need. For example, do you want to include any of the
imperfections which creep into spoken language, such as hesitations (er, erm)
or repeated words? Or would you rather a cleaner text with these parts left
out? When the end usage of a transcription is for subtitling, there will often be
a limit o the number of characters we can use in each line of your Granscription,
S0 bhis is something you need to be aware of from the beginning. Check these
details before assigning the prqject.

Finally, how does the Granscription need to be formatted, and how often do you
want Gime codes (if at all)? We prefer to use a simple Word table template for
Granscriptions with columns for time codes, the name of the speaker and the
Granscription itself. If we need to then translate the Granscription, we can add in
a new column for this. For subbtitles, sometimes clients prefer using Excel. Either
way, if you've not provided a template for the Granscription, it’s best advise
us if you have a preferential format. Time coding is sometimes needed and
sometimes not. We include Gime coding as a standard part of the Granscription
service though some choose to charge extra for this. Again, this comes back to
the end usage of the transcription, but checking how often Gimings need to be
indicated will avoid having to revisit this later on.

By Jim Hearn, Manager, Atlas Translations




20. How do | get the besbt
out of my interpreter?

Allas offer a broad range of different inGerpreting services, and has a good deal
of experience with different types of interpreting assignments, but regardiess
of which type(s) of interpreting you need, here are some Gips.

Agree rates and any other costs involved with an assignment. Travel expenses
and subsistence costs - these should be discussed. Is the rate daily or hourly?
Does it include travel Gime? At Atlas, we always prefer o go with a daily rate,
no matter how long or short an assignment is. We also do not pay for Gravel
Gime (Shough we do cover travel costs). Even if an assignment is only expected
o last a couple of hours we will agree a rate for the interpreter’s time for the
whole day, so that if the assignment overruns, the time is covered. Also, the
inGerpreter will not have any other appointments to get to that day, so wil
not have Go leave early in the event that the assignment goes on for longer
than expected. Usually the first stage of any inGerpreting assignment involves
budgeting, and by being clear about costs, we aim o make everything that
much simpler. Of course, we also agree overtime rates and cancellation costs in
Ghe event Ghat things change.

We are quiick to respond to emails and phone calls. As with many assignments,
inGerpreting jobs can be urgent in nature, and giving you a prompt response will
help move the prgject along smoothly.

Once costs are agreed and the assignment is confirmed, we like Go do some
groundwork and preparation to help us do the best possible job. We'll ask for
any background or supporting materials, demonstrating a wilingness to go the
extra mile and an attention to detail. All of this feeds back into the qualicy we will
deliver on-siGe. Arriving in plenty of time is absolutely vital. We'll plan any journey
well in advance and try Go arrive half an hour early if possible.

Once bhe assignment is complete, we'll check in Go find out how the assignment
went and 6o see if there is any feedback. Maybe there’s a fubure requirement for
inGerpreting, Granslation or any other services?

Careful planning will always ensure a smoother assignment, and we recommend
booking your inGerpreter as early as possible, and briefing them as much as you

can.

By Jim Hearn, Manager, Atlas Translations

Interpreting
Awards

21. Are markebing
branslabtions different?
What is branscreation?

Some of bhe most popular sulject areas we receive texts for translation are
legal, medical and marketing. While it is common knowledge that legal and medical
Gexts, which are known for their technicality, and often written in a language
unto themselves require translators who specialise in these fields Go work on
them, the same can be said for marketing translations and advertising texts.
Lacking the Gechnical Germinology which is immediately obvious upon inspection
of legal or medical Gexts, marketing materials may initially seem straightforward
Go Granslate, and at a glance present little or no surface difficulbies with
such Gechnical terminology. However, these marketing Gexts are carefuly
and deliberately structured in a certain way, and do require the attention of
Granslators who specialise in this area. It is important not to underestimate
these materials when working with them.

numb7

Your translator should think about the purpose of the text - WHAT is the
author brying to achieve, and HOW are they doing it? Gebbing Ghis right is
vital Go producing a translation which achieves the same effect as the source
document. When translating, Ghe ‘HOW’ may be suhject to change according Go
what works in another language, but the ‘WHAT” should always remain the same.
If you're unsure about anything, chat with your translator for clarification. It is
better to do this as early on in Ghe prject as possible to avoid any potential
delays.




Provide a sbyle guide. Even if it is not in the Garget language, a style guide wil
provide an insight Go the Granslator of how you like your written communications
o come across Go the reader, and will give an idea of how Ghe Granslation
should read. The first time we work with a client on any marketing translations
or advertising materials, we ask to see any previous translations, even if you
weren’t happy with them - Ghis will at least give us an idea of whab to avoid.

We'll spend some Gime browsing the internet to get a feel for the brand and how
you try o market your product(s). Marketing texts are often heavily stylised
and a lot of thought will have been put into the style, so it is important o try
and match this in the translation if possible. We'll consider if the style would be
appropriate in the Garget language though. What is deemed friendly and informal
in one language could be seen as rude and offensive in another. We'll bry to flag
any issues with the style with you.

Taglines and slogans are of paramount importance in marketing and branding. If
we need to translate these, we'll consider what will work in the Garget language.
More often than not it won't be a straightforward translation, and here is where
Granscreation comes in. For those unfamiliar with the Germ, Granscreation is the
process of adapting a message from one language o another, while maintaining
the meaning and purpose of the original. For example, if the source contains a
phrase or Gagline which makes perfect sense in English such as ‘16’s all Greek to
me!’, but does not make any sense in the target language, we'll need Go come
up with something new that is different but carries the same meaning. We
can provide a lieral translation that wil make sense, and back-translate the
Granslation inGo English so you can understand the lieral meaning. We can even
provide a couple of options so the you can choose your preference.

Lastly, we'llbry to think about the audience that the materials we are translating
is aimed ab. What is the demographic? How old will the reader be? This should
help us with the Gone of the translation. As a native speaker of the target
language, the translator may well know the target audience as well as you do, or
even better, so be sure o raise anything you consider to be problematic - ask
lots of questions, and provide as much information as you can - your translator
will appreciate iG.

By Jim Hearn, Manager, Atlas Translations

22. Why is my translator asking
for reference material?

Whebther the source maberials we've been given to work on are of a technical
nature or whether they're fairly straightforward, if you provide us with some
reference material we'll make sure we use this efficiently.

The very nature of branslation is sukjective, so if you've had something translated
before in a style you liked, it’s beneficial to all parties that you provide this for
reference when working on new magerials. I5'll help us with Germinology, style and
tone, and make sure we deliver an end product we know you are happy with.

]
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If we've underbaken a Granslation focused around a Gechnical sulject, we
understand that you are entrusting us with something that could be crucial
Go your business or personal life. Sometimes we receive manuals for factory
machinery or legal certificabes, and if the client hasn't provided any reference
maberials, it’s very important to find our own source of reference to use for the
prQject.

We may need to check out tbhe website of the company that the translation
is for and make sure Ghe Germinology used is consistent with the client’s
preferences (if there are any existing translations). Another option would be to
look ab other similar companies’ websites, or at approved Gechnical glossaries
available on the web.

We'll ask you Go provide any reference material available; especially in the case
of Gechnical manuals, ilustrative diagrams and specialised glossaries, this can be
very helpful.

In many instances there can be several possible translations for the same
Germ, and all of these can be correct, depending on the different context. The
differences can vary depending on how formal the word is, the style you reqylire
or bhe industry in which that specific Germ is used. If/when we come across such
a term, it is always best to raise a query for your attention or check with a
specialised term base to avoid any mistranslations.

Following these steps should help us Go provide a Granslation you will be happy
with, and one that has been perfectly adapted to the necessary Garget
language.

By Stefania Orlotti, Prqject Manager, Atlas Translations




23. What do | do when my
branslabtion prgject is under way?

We are all about communicating here ab Atlas Translations; it is one of our best
assets. When we are in the office we are here for clients and suppliers by phone,
emall, fax (Ghere are a few people still using faxes), TwitGer... and in person Goo.

With good communication everyone is happier - quieries are quickly resolved and
potential problems can be avoided, relationships become stronger and there
is a greaber understanding of what each party needs, and the pressures and
constraints upon them.

When we work with translators and inGerpreters, we like Go get to know them
beyond a “here is your purchase order” level. We want them to become a member
of our team who just happens to be working somewhere else.

Most of our clients are the same. They may not know exactly what they need,
or what we actually do. They may be up against time constraints and technical
issues. Possibly they have never worked with languages before. So firstly we ask
some qulestions - communicating clearly: Who is the audience? What are you
doing with the translation? Is someone else checking it? Have you had mabterials
translabed before? For inGerpreting, we will be asking similar questions: Is there
reference material? Will bhey be working with other inGerpreters? Along with the
usual Where/how long and when?

This may raise some gquestions you can't answer - not a bad thing as you can
find out Ghe answer at the start of the prqject rather than at the last minute
when you thought it was finished.

We're not afraid to raise quleries and ask quiestions along the way. We hope you'l
welcome these. We try o save them up and wait unGil we have been through
the entire document - the answer may become clear. We'll even point out any
spelling errors and/or factually incorrect text we may spob.

Once the job is complete, we like Go check back in with you. Was everything OK?
Could we do anything better or differently? Rest assured we're always working
Go improve in all areas, no matter how smal.

By Clare Suttie, Director, Atlas Translations
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24. Providing feedback
on a branslabtion

Translating is very rewarding. It’s always nice to hear that a client is happy with
our work. At Atlas, we save positive responses on file and forward them onGo
the linguists who worked on the job(s) so they know the end client is happy.

Aside from the nice, warm feeling that kind words can give us, we Gake a careful
note of positive feedback. If we've done something the client likes, we make sure
we do it again. The next time we're contacted by the same (or a similar) client,
we will have a record of the style and terminology we used previously. Now we
will be able Go reference Ghis in the new prqject, ensuring the client is happy once
again.

Negative feedback on a translation

If a client has rabed our Granslation as not entirely satisfactory, we wil want
o find out the reason behind this. Is the issue simply a matter of style, and
there was a seb of preferential Germs that were nob available Go us? Or perhaps
you were unhappy with the formatting? Whatever the reason, if we've not meb
our clients’ expectations it is vital Go find out why so we can avoid the same
sibuation in the future.

We will ask why you were unhappy with our work, and ask for specific examples
SO we can see Ghe exact issue(s). We need an opportunity to demonstrate
a method behind our working. Our priority will be to provide you with an end
product you are happy with.

By Stefania Orlotti, Prqject Manager, Atlas Translations
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25. Translating subbibtles

Subtitles play a central role in films around the world, allowing speakers of different
languages access to films they would otherwise not understand. Many (if nob
most) film goers prefer subtitles o dubbing. This is perhaps because watching a
film with subbtitles doesn’t Gake anything away from how the film was meant to
look, feel and sound. IG is Gherefore interesting Go see how it works, and what to
bear in mind while translating subtitles.

(ERIES [ SRANISHT

I is good o remember that reading Gext on the screen is very different
from reading a document. In fact, when inputting subtitles in the video after
a Granslation, it is important o keep in mind a few things. After all, you need
Go make it easy for the viewer Go read the subtitles and follow whal is being
conveyed. The translation should be concise and communicate what needs Go
be understood as simply as possible.

For easy reading it is important not Go place Goo many words/characters in aline
while subbtitling. There will also be a character limit Go what you can fit on each
subtitle. When Granslating subbitles, consider a character limit. Remember that
people speak more quickly than they read. In all likelihood we won't be able to
include everything being said in your translation. The most important thing is Go
convey the meaning of whab is being said on screen. The subtitles should match
Ghe images appearing.

If bhe entire Gext cannot be placed in one line, then it’s necessary to break the
lines and keep these grammatically correct, which makes subtitles easy to read.
If a proper division of the lines is Not maintained, you'll end up with a_jumble of
sentences causing confusion to the viewer.

The best way Go separate lines is after a punctuation mark and before
conjunctions (and, because, or, etc) or prepositions (for, on, in etc). Also
remember not Go break down names, abbreviations, numbers, phrases, etc. that
will make it difficulc for Ghe viewer to understand what is being conveyed.

Here are some Gips that can be useful for translators and clients alike.

* Do research. As with any translation work, you should always
research words and topics that you're not familiar with.

» Waltich the video, if Bhis is available and can be supplied by your client.

I6’s always very helpful.

* Preserve the meaning of the source text but don't translate word by
word.

* Keep sentences as short as possible. If your Granscript is Goo lengbhy

for subtitles viewers wouldn't be able to read all the text while it

is on the screen. Make sure each line doesn’t go over the character

limit set by your client. This will depend on the target language.

* Depending on the nature of the language you are translating into,
always prefer simpler/shorter words when available. You'll convey

the same meaning without cluttering the screen.

* Know your audience (social, culcural background of the people

who speak the language). This helps you to better communicate the
meaning to those who use the subtitles.

By Stefania Orlotti, Prqoject Manager, Atlas Translations
26. Americanisation FAQs

What is Americanisation?

Americanisation is the task of adapting a text for the American market, taking
inGo account the difference in style, Germinology and vocabulary of the Gext.
Any Gables, figures, numbers, names, abbreviations, punctuation, conversions
etic will also be verified.

How do you work out the price for Americanisation and how long will it Gake?
We charge by the hour for Americanisation. Please contact us for a quotation,
as each prqject is considered individually. We always confirm all costs in writing.

Who will complete the Americanisation?

All of our Americanisation work is completed by qualified, professional and
experienced writers. They also specialise in many areas, such as medicine, law or
computing, which means that we can match your prqject with an appropriate,
experienced writer.

Can | do anybthing o help?

If any reference material or a glossary of terms is available Go help with the
consistency of sbyle and vocabulary, this is always appreciated.

We also provide an Anglicisation and Australianisation service. Please contact

us for more details.

By Clare Suttie, Director, Atlas Translations




27. How can | brusbt
my Granslator?

It’s not always easy to choose a translator, and it can be difficult Go Gell if they're
genuine and trustworthy. Now almost everything is done through emails and it
always seems like a scam is just around the corner.

I6 is Gherefore crucial o do some homework and find out as much as you can
aboub your translators before you start working with them.

There are a few easy things that you can do to make sure they're the right
Granslator for you, such as:

* A quick Google search of the name should bring up some
information. If UK based, check for any details on the Companies
House website.

* Visit bheir website (if there is one) to find out whether the company
acbually exists. If there is no website, it’s Not a great sign. If Ghere is,
make sure that contact debails on the site are present, and that
these match what you already have. Ideally there will be a landiine
Gelephone number and a postal address.

Browse their website further to find out as much as possible about
them. What do they do? How Ghey do i6? If Ghey claim to be a
member of a relevant association, such as the [Tl (The Instibute of
Translation & InGerpreting), check the ITI website Go make sure Ghis is
the case.

» Make sure that prices are agreed upfront and confirmed in writing
or via a Purchase Order before you start any work.

Still not sure?

I6 may Gake you some time to do all your checks beforehand, bub it is worth the
diligence.

If you've checked all of the above points but still have doubts, pick up the phone.
Less Grustworthy Granslation agencies and translators will be more reluctant
Go speak with you over the phone. That’s not to say they won't do i, but by
speaking with someone over the phone you will hopefully be able Go tell whether
Ghis is someone you want to work with.

Mosb importantly, Grust your instincts. If you don't have good feeling about a
supplier, don's be afraid to walk away. Far better to spend your time working
with a Branslation company you know you can trust, and funnily enough we
know *just* the right people...

By Stefania Orlotti, Project Manager, Atlas Translations

28. Can | split my large
Granslation project?

Often large branslation and urgent prqjects will need to be split bebween
different translators to ensure a deadline is met. Here are few pointers on things
Go look out for when working on a_job which has been spilit.

Consistency in a Large Translation

Naturally the greatest issues with split Granslations involve the Germinology
and consistency of the translations, which will be affected by having more than
one person working on the materials. The best thing we can do is to try and
limi Bhis as much as possible. Hopefully you will be having the large translation
proofread which will add some consistency to the overall Granslation. Then again,
maybe the Granslation is for information purposes only and consistency is NOL
Goo important? This is worth checking because then you won't have to worry
oo much aboub the consistency, terminology and style.

We will usually link up all the translators working on the job. Then tGerminology
and sbylistic choices can be discussed. They can also help each other with
any queries. Fundamentally, iG is Ghe project manager (or whoever is heading
up the prqject) who is responsible for making the Granslation as consistent as
possible, so you probably shouldn’t worry Goo much about consistency anyway,
but | know how conscientious and proud of their work most translators are so
Bhought it was worth including.

Provide a translation memory or a glossary. If you don't have something like
Ehis, hopefully some reference material or similar materials you've had translated
previously would be useful. This should give a good starting point.

Something else to consider is the formatting. If we're working on a single large
document which has been split up into different sections, consider how the
Granslations will be pieced back together at the end of the prqject. Hopefully
the materials will be fairly straightforward to formab. If not, talk Go the prqject
leader about this. In most cases we will assume that you would rather we spent
more Gime on the Granslations and less time on the formatting, so you should
be able o come to a compromise.

Conbents pages and page numbering can cause problems so | would leave these
until the end, and it’s probably worth deciding if these can be left alcogether.
Sometimes (especially in Word) conGents pages pull Ghe information from the
Gitles of chapbers/sections automatically. However when a large document is
split up, translated, and pasted back Gogether again in the new language, this
can cause issues. It will depend on how the prgject leader wants to handle iG.
Bub be aware that this could create an issue.

By Jim Hearn, Manager, Atlas Translations
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