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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards bodies
(ISO member bodies). The work of preparing International Standards is normally carried out through ISO
technical committees. Each member body interested in a subject for which a technical committee has been
established has the right to be represented on that committee. International organizations, governmental and
non-governmental, in liaison with ISO, also take part in the work. ISO collaborates closely with the International
Electrotechnical Commission (IEC) on all matters of electrotechnical standardization.

International Standards are drafted in accordance with the rules given in the ISO/IEC Directives, Part 2.
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Introduction

This Technical Specification reflects the variety of projects that translation service providers (TSPs) carry out.
It provides guidance concerning best practices for all phases of a translation project. It will also be useful to
institutions that train and educate translators. It is not meant to compete with current regional and national
standards, but is intended to improve communication among all relevant stakeholders in a translation project,
including the persons requesting the translation service, those providing the service and those who make use
of the resulting translation product. It is based in part on translation service standards adopted in Canadal’],
Chinal8l 9] Europel®! and the United Statesl6l.

An
pra
pra
theg
tra
ca
ca
de

Al
an
thg

organizing principle of this Technical Specification is the importance of structured specificationsin
jects (as elaborated in Clauses 6 and 7). A system is described for making decisions about.hew
jects are to be carried out. Those decisions — project specifications — then become atesour
requester (the party that requests a translation product, sometimes called the client.éfycustom
nslation service provider throughout all phases of a translation project. Translatiof-project sp
be attached to a legally binding contract to define the work to be done. In the absence of a co
be attached to a purchase order or other document supporting the request.cProject specificati
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bes, the use of-project specifications can improve communication within the document production
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Translation projects — General guidance

1 Scope

This Technical Specification provides general guidance for all phases of a translation project. Its main purpose
is to facilitate communication among the parties involved in a project. It is intended for use by all stakeholders

of {etranstation project, INciuding those Who Tequest transiation Services, those who provide the Sgrvices and

thgse who make use of the results of the project — in particular, the translation product. It applies|to multiple
se¢tors, including the commercial and government sectors, and non-profit organizations.

It grovides a framework for developing structured specifications for translation projects; but doeg not cover
legally binding contracts between parties involved in a translation project. It addressgs.quality assurance and
prdvides the basis for qualitative assessment, but does not provide procedures forquantitative measures of
thg quality of a translation product.

It i$ not applicable to interpreting services.

2 | Terms and definitions

Fof the purposes of this document, the following terms and definitions apply.

2.1 Translation terms

211
translate
rerlder information in the source language (2.1.2) into the target language (2.1.3) in written form

212
sofirce language
language from which content is translated into the target language (2.1.3)

213
tanget language
language into which contént-is translated from the source language (2.1.2)

214
sojrce content
textt and other content to be translated (2.1.1)

Nofe to entry: The source content for a translation project can, for example, range in size and complexity ffom a single
road sign\te-a one-page document, set of large documents or user interface for a complex software system.

2115
target content
text and other content translated from the source content (2.1.4)

Note to entry: Target content and translation product (2.1.9) are related terms. Translation product generally refers to
content at a late stage or at the end of a translation project, after the content has undergone translation and other translation
services such as revision (2.2.2.2) or review (2.2.2.3). Target content generally refers to content as it is undergoing
translation and translation services.

21.6

A-language

native language, or language that is equivalent to a native language, into which the translator typically translates
from his or her B-language (2.1.7) and/or C-language (2.1.8)

Note to entry: The A-language is generally the language of education and daily life for a translator.

© 1S0O 2012 — All rights reserved 1
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ge

language, other than a translator’s native language, of which the translator has an excellent command and from

which the

21.8
C-langua

translator typically translates into his or her A-language (2.1.6)

ge

language of which a translator has a complete understanding and from which the translator sometimes

translates

into his or her A-language (2.1.8)

Note to entry: A translator can have several C-languages.

21.9

translatioh product
content cr¢ated through the process of translation (2.2.2.1) and other translation services

Note to entily: Translation product and target content (2.1.5) are related terms. Translation product\generally refer
content at a|late stage or at the end of a translation project, after the content has undergone translation and other transla
services such as revision (2.2.2.2) or review (2.2.2.3). Target content generally refers to content as it is undergg
translation and translation services.

2110

locale

value that feflects the language, local conventions and culture of a geographic region

Note to entily: Local conventions can include specific formatting rules for‘dates, times and numbers, as well as of
conventiong and preferences.

EXAMPLE French Canada (fr-CA), Chinese Singapore (zh-SG).

211

overt translation
type of trpnslation (2.2.2.1) in which aspects of thé source language (2.1.2) and source culture
intentionally left visible

2112

covert trapslation
type of frdnslation (2.2.2.1) intended ta.make the translation product (2.1.9) appear as though it had beg
authored driginally in the target language (2.1.3) and target culture

2113

translation memory

5 to
ion
ing

her

are

en

bnt.

electronic pollection of source* and target-language segment pairs

Note 1 to eItry: A segment is typically a sentence, bullet point, or header.

Note 2 to entry:  Thexpurpose of a translation memory is to facilitate the retrieval and use of previously translated cont
2114

bi-text

text segmented and linked to corresponding segments of target text

2115

competence

ability to apply knowledge and skills to achieve intended results

© 1SO 2012 — All rights reserved
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2.2 Translation project terms

2.21

Terms related to stakeholders

2.2141
requester
person or organization requesting a translation service froma TSP (2.2.1.2) or language service provider (2.2.1.3)

Note 1 to entry: The requester is usually the person or organization that asks for, and receives, the translation product
(21. 9) on behalf of the end users, and that usually dlrectly or |nd|rectly determlnes the TSP’s compensatlon for rendering the

> translation

Nofe 2 to entry: In the commercial sector, the requester is sometimes called the client or customer. These terms,
however, are ambiguous and could refer to the end user (2.2.1.6). For this reason, requester is thepreferred term.
2.21.2

TSP

translation service provider

pefson or organization supplying a translation service

EXIAMPLE Translation companies, translation agencies, freelance translators, in-house translatorg, revisers,
revjewers, translation organizations (profit, non-profit or governmental).

Nofe 1 to entry: The concepts of TSP and language service provider{2.2:1.3) are connected by a generic rglation, with
language service provider being the generic concept and TSP the specific concept. TSPs generally provide only translation
serjvices, which can include revision (2.2.2.2) or review (2.2.2.3). Depending on their qualifications and abilities, TSPs can
provide other services.

Nofe 2 to entry: Often a larger TSP asks several smaller TSPs to each take care of part of a translation pfoject — for
exdmple, translation into one target language each. There'can be even more than two levels of providers. Howgver, in such
cages, each TSP is considered to be a provider, not ayequester (2.2.1.1). Only the person or organization making the initial
request to the highest-level TSP is called the requester in this document.

2.21.3

larjguage service provider

LSP

pefson or organization that provides translation, interpreting and/or other language-related servicgs such as
trapscription, terminology management or voice-overs

Nofe 1 to entry: The congepts of language service provider and TSP (2.2.1.2) are connected by a gendric relation,
with language service previder being the generic concept and TSP the specific concept. TSPs generally provide only
trafslation services, whigh can include revision (2.2.2.2) or review (2.2.2.3). In some cases, language servi¢e providers
provide mainly translation services but in many languages.

Note 2 to entpys,  LSP is also an abbreviation for “Language for specific purposes”; in this Technical Specificatign, however,
LSP refers only’to language service provider.

2.21.4

translator

person who translates (2.1.1)

2215

freelance translator
translator (2.2.1.4) who typically provides outside services for several requesters directly or several TSPs
(2.2.1.2) or a combination of the two, on a per project basis

2.21.6
end user
person or group of persons who ultimately make use of the tfranslation product (2.1.9)

Note to entry:

The end user is often not the same entity as the requester (2.2.1.1).

© 1SO 2012 — All rights reserved


https://standardsiso.com/api/?name=f85395afdd568ae7a70604b05a80c912

ISO/TS 11669:2012(E)

2.21.7
reviser

person who performs revision (2.2.2.2)

2.21.8
reviewer

person who performs review (2.2.2.3)

2.2.2 Terms related to translation project tasks

2.2.21
translatio

n

process of|translating (2.1.1)

2.2.2.2
revision
bilingual e

diting of target content (2.1.5) based on a comparison between the source content (2.15) and

target confent

2223
review
monolingu
which the

2.2.24

bl editing of farget content (2.1.5) with respect to the conventions of the subject field(s) (2.3.2
arget content belongs

localizatign
process ofladapting products and services for distinct /ocales (2.1.10)

Note to entry: Localization consists of 1) the translation of textual materials according to the target locale, and

adaptation

2.2.2.5

bf non-textual materials to the same locale. It includesiinput, output and delivery mechanisms.

back tranglation
translation|(2.2.2.1) of the target content (2.1.5) back into the source language (2.1.2)

the

to

Note to entrly: Back translation can be misunderstood or misused. See discussion of back translation in 7.3.2 for details.

2.2.2.6

machine ffranslation

process in
without hu

2.2.2.7
raw mach

which source content (2.1.4) is given to a computer system and target content (2.1.5) is produg
man intervention

ine translation

output of machine trahslation (2.2.2.6) prior to post-editing (2.2.2.8)

2228
post-editi

ed

ng

revising raw rmactiine transtation{2-2-27)

2.2.3 Terms related to project specification framework

2.2.31

project specification
value for a translation parameter (2.2.3.2) relative to a particular translation project

© 1SO 2012 — All rights reserved
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2.2.3.2

translation parameter

one of a set of key factors, activities, elements and attributes of a given project used for creating project
specifications (2.2.3.1)

Note 1 to entry: The set of franslation parameters as enumerated in 7.2 is applicable to all translation projects and the
translation parameters’ values (project specifications) are to be determined for each project to fully define the conditions
and output of translation (2.2.2.1).

Note 2 to entry: There are multiple categories of translation parameters, including linguistic parameters, production
parameters and environment parameters.

Nofe 3 to entry: In the context of translation projects, the term translation parameter is often referred|ip simply as
“parameter” for practicality.

class to which content is assigned based on its function, format or the intention of the author with| respect to

sef| of properties that is characteristic of a particular type of content, and which takes into account thie nature of
relationship between the creator and audience, the subject treated and the degree of formality of familiarity
he content

2.3.4

interpreting
rerldering of the spoken or signed information in a source language (2.1.2) into a target language (2|1.3) in oral
or signed form

3 | Working together — Requesters and translation service providers (TSPs)

3.1 Division of labour

This clause provides requesters with suggestions on how to identify an appropriate TSP for translation projects.
Additionally, TSPs can review it to determine the conditions under which they should or should not accept work
that is offered by requesters.

The division of labour between the requester and the TSP can vary widely; many tasks can be performed by
either the requester or the TSP. For this reason, the division of labour should be determined and formalized in
the project specifications (see Clause 6).

© 1S0O 2012 — All rights reserved 5
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3.2 Selecting TSPs

3.2.1 Different types of TSPs

3.2.1.1 In-house TSPs

When applicable, requesters can select TSPs from within their own organizations. Otherwise, requesters can
choose to outsource their content to TSPs.

When applicable, TSPs can choose in-house staff to translate the requester’s content. The TSP also has the

3.21.2

Multi-pers

freelance franslators.

Multi-pers
called a I3
project —
providers.

3.21.3 F

A freelanc

option to Itsource the content to other TSPs.

ulti-person TSPs

bn TSPs are often translation companies. They often have a larger translation-capacity th

nguage service provider, asks several smaller TSPs to each take care\of part of a transla
for example, translation into one target language each. There can be_éven more than two leveld
However, in such cases, each TSP is considered to be a provider, nat a requester.

reelance translators

b translator is a TSP acting as an individual.

When reqiiesters work directly with freelance translators, a project manager should be designated who
assume repponsibility for developing the project specifications’based on the initial requirements of the requeg

bn TSPs can employ other TSPs, including freelance translators. Often aAdarger TSP, Sometirn\es

an

jon

of

will
ter

(see 5.2). The project manager should also ensure that the-specifications are adhered to throughout the projgct,

particularly in the production and post-production phases:(details given in 5.3 and 5.4, respectively).

When the ggreed-upon project specifications call for atranslation to be revised, the revision should be perfornjed

by someo
is more qU
thorough r|
and natior
revise eve
TSPstore

3.2.2 Selecting an appropriate TSP

Before sel
will aid the
and to whq

It is the reg

e other than the translator. The excéption to this practice is when there is no one available W
alified than the translator to revisé the translation product; in that case, the translator should d
pvision of his or her own work..However, requesters and TSPs should be aware that some regio|
al translation standards require, with limited exceptions, that someone other than the translg
[y translation. Freelance granslators can fulfil this requirement by making arrangements with ot
vise their work.

pcting a TSR, fequesters should first define the preliminary project specifications (see 5.2.3), wh
M in determining the best types of TSPs for a project (i.e. whether to outsource the translation proj
m, or terkeep the project in-house).

ho
D a
nal
tor
her

ich
ect

'he

bponsibility of the requester to choose an appropriate TSP that meets the needs of the project. 1

requester

L 1l o £ ! ! 4 TOD tle ot N 4 4 ! - 4 b e 4 1
SITUUIU STAIUIT TUT allu STICLLU a Tor Uldl dPpPIcs a stUutiuicu spPpeCuUlitauult appruatlt U irdrisiatl

ion

projects (see Clauses 6 and 7). Requesters should also select TSPs that have the necessary competences as

described

in 3.2.3 to 3.2.4.

Providing specific measures of competence (i.e. scores and numbers) for individuals is beyond the scope of
this document because of its international reach and because each translation project has unique needs and
specifications.

Upon requ

est, TSPs should provide any desired information to the requester for evaluation.
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.3 Competences of translators and revisers

.3.1 Source- and target-language competence

For a translator, the ability to read the source language and the ability to write in the target language are both

crit

ical, but those qualifications alone are not sufficient for either translators or revisers. Indications of true

source and target language competence include

length of experience providing professional translation services in the relevant language combination and
subject field,

WH
Eg

3.2

In

amount of university-level study in source language or target language,
amount of university-level specialization in relevant subject fields,
scores on standardized language proficiency tests, and

period of language immersion or residence in a country or region where. either language is the
dominant language.

en relevant, a translator should demonstrate competence in the necessary language variants [i.e. Arabic
ypt), especially in the target language.

.3.2 Translation competence

hddition to demonstrating language competence, translators®and revisers should demonstrate [translation

competence in the given language pair and direction. For‘example, French-to-English and English-to-French

arq
tra

3.2
Re|

In

competence in the following additional areas:

the two directions of the language pair French and’English. Considerations for determining|whether a
nslator or reviser is competent in translation include;;among others,

a degree in translation from a university or ¢ollege,
length of experience providing professional translation services in the relevant combination of fanguages,

certification from an official translation’ industry body or an internationally recognized translator gssociation
umbrella organization,

references from previous work, and

when possible, and without violating confidentiality, samples of previous work.

.3.3 Other competences
visers should*have additional competences to those of a translator (see 3.2.4).

addition{o” language, subject field and translation competence, translators and revisers should have

prior translation experience with the given project's text type (patent corporate annual repork, software

user interface, etc.),

understanding of the translation project phases and the structured specification approach as described in
this Technical Specification,

proficiency in using the technology that is required by the project specifications,

research skills in finding both subject-field information and target-language terminology that are relevant
to the given project,

understanding of the source and target cultures,

social skills needed to function effectively on a translation team, and interact with stakeholders in the
translation process, and

© 1S0O 2012 — All rights reserved 7
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evidence of ongoing professional development in translation and relevant subject fields.

According to the demands of the translation project and as time permits, a translator’s research competence
can sometimes substitute for previous knowledge and experience with the text type, technology, etc.

Specific genres of the source content can require additional types of competence.

EXAMPLE

A translator hired to translate a marketing brochure has creative writing competence (the ability to identify
stylistic devices and expressive means in the source content and to render them clearly in the target language, etc.).

As with other competences, the degree of competence necessary is unique to each translation project and is

not discus

kb
CUTTCT O

3.234 T

Requester
should be
sometimes

Generally,
community
determinin
and childh
often designated as his or her A-language, but that is not always the caséylikewise, an acquired languag
often desig
if the trans
and in edd
therefore the speaker’s A-language, and, depending on the spé&aker’s proficiency, the native language
take the pl

NOTE 1
educational
their A-lang

Generally,
into their A
target-lang
into their

ranslation direction — A-, B- and C-languages

5 should be aware of the differences between a translator’s A-, B-, and C-languages, and'translat
forthcoming about their own translation strengths in their A-, B-, and C-languages. Translat
have more than one A- or B-language, and often have several C-languages.

a translator’s A-language is the one that he or she grew up speaking at\heme, at school, in
, and which was the language of post-secondary instruction. When net\all these conditions ap
g a person’s A-language can be less obvious. Factors beyond speaking-a language in one’s infa
pod can influence the designation of one’s A- and B-languages. Atranslator’s native languag

cation, he or she may have a higher proficiency in theksécond language; the second languag

bce of an A- or B-language.

Individuals who grew up speaking their native language at home but a different language in community
environments are often called “legacy” or “heritage” language speakers. Their native language is often
uage.

translators should translate from theit\B- or C-languages. Ideally, translators should always transl
-language, but if the agreed-upon‘project specifications call for a translation with a lower degresg
uage proficiency, translators_rmay translate into their B-language. Translators should not transl
-language.

For many flypes of projects, it is essential for a translator to have excellent writing skills in his or her A-langua

NOTE 2
because thg
understand

The follow

B — A

Occasionally, TSPg-areasked to have their staff revise translations from their A-language into their B-langu
b source content4S'so’difficult that a reviser for whom the source is a B- or C-language may not be able to f
it.

ng are combinations of A-, B- and C-languages that are used in practice:

ors
ors

the
ply,
hcy
is
is

nated as the B-language, but the B-language is not necessarily.an acquired language. For example,
ator grew up speaking his or her native language in the home but another language in the community

is
ay

hnd
not

ate
of
ate

ge.

hge
ully

C-A

A—B

C—B

3.2.4 Competences of revisers and reviewers

Revisers and reviewers should

have a high degree of proficiency in the target language,

have access to and understand the same project specifications followed by the translator (see Clauses

6 and

7), and

© 1SO 2012 — All rights reserved


https://standardsiso.com/api/?name=f85395afdd568ae7a70604b05a80c912

ISO/TS 11669:2012(E)

— have an extensive knowledge of the subiject field.

When it is not feasible that both the reviser and reviewer have knowledge of the subject field, at least the
reviewer should have this knowledge.

In addition, revisers should
— have the competence of a translator,

— be able to read and fully understand the source language, and

weh tranclation Avearianans oo tha tranaolatae
OO CAPCTTCTICC oS the ot oTatoT

3.2.5 Competences of project managers

P

-

¢ject managers working in translation projects should have
—| skills in the use of translation tools and other relevant software, and
— | an understanding of the translation process and terminology management'concepts.

In addition, proficiency in a second language and previous experience.ip-translation, revision angl/or review
is desirable.

Trgnslation project managers can increase their effectiveness by additionally turning to principles anf practices
defined as good practice by the project management professiof)(e’g. see 1ISO 21500).

NQTE A project manager can be someone working for thei TSP who specializes in project managemerjt, someone
wofking for the requester, or the translator, as designated by the,project specifications (see Clauses 6 and 7).

3.3 Accepting work from requesters

Before the production phase begins (see 5.3);y TSPs should ensure that the project specifications jhave been
finglized (see Clauses 6 and 7) and that both the requester and the TSP have officially approved the project
(sege 5.2.6). TSPs should not accept wark-when the project specifications are unclear.

TSPs should not accept work that they will be unable to complete in accordance with the agreed-upon project
spécifications.

4 | Translation project management

4.1 Translation project stakeholders

S

—
3

gkeholdersHin a translation project include

— | requesters (see Clause 3);

— L TESPs. comprising

1) project managers (see 3.2.5),
2) translators (see 3.2.3),
3) revisers (see3.2.3 and 3.2.4),
4) reviewers (see 3.2.4), and

— end users

Other possible participants include authors, desktop publishers and proofreaders; however, the involvement of
such parties is beyond the scope of this clause.
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4.2 Complexity as a result of project specifications

Translation projects can range from very simple to very complex. With ongoing innovations and increasing
availability of technology, requesters and TSPs can effectively manage projects of all types and sizes.

Examples of translation projects
Translation projects can require the TSP to translate

— only one or two documents into a single target language using only a word processing application,

— large number of source content files in a variety of file formats into multiple target languages-and
ccording to multiple locales requiring specialized formatting, or

— gource documents from several source languages into one target language purely for
informational purposes.

A TSP cah be involved in a highly complex project that involves content
— from multiple source languages,

— provided in a great variety of file formats (including audio, video, and mare complex digital formajs
r databases),

— be translated into multiple target languages,
— be delivered according to a complex schedule and in many separate packages,
— quiring significant communication between requester;, TSP and third-party stakeholders, and/of

— 1o be tested before the translation product is released to the end users.

A large pioject such as this can take months to complete.

The structlred specification approach (see C€lauses 6 and 7) helps the requester and the TSP identify the
relevant agpects that influence the complexity of a translation project and its management. When requesters
and TSPs pnderstand these aspects, they\ecan make informed decisions that will guide the overall managemgent
of the translation project and influencé the project’s outcome.

Requesterp and TSPs should beg aware that certain aspects of the project specifications can greatly increase
the compleéxity of a translation project and its management. These factors include

— multipje target languages and language variants requested,
— unconmmon combihations of source language and target language,

— need for thé ereation of a terminology database,

— targetlaudience for the target content that is different from that of the source content

— purpose of the target content that is different from that of the source content,
— budgetary restrictions,

— tight deadlines given the volume of the source content,

— multiple source content files to be translated,

— source content in file formats that are difficult to edit,

— source content files that have complex formats,

— special formatting of the target content, and

10 © 1S0 2012 — All rights reserved


https://standardsiso.com/api/?name=f85395afdd568ae7a70604b05a80c912

ISO/TS 11669:2012(E)

limited access to confidential content.

When the requester provides multiple source contents or requests multiple language combinations, or both,
the set of project specifications sometimes needs to be tailored for each of the source contents and language
combinations.

See also 7.2.1.4 for the complexity and challenges of a project.

See Clause 5 for translation project phases.

5

5.1

Te
WO
ter

NG

So
en
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theg
daf
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5.

5.2.

Th
wh

5.2

Th
theg
ha

In

comtent has previously been translated. Ifit is determined that the source content has previously been

thg

—Phrases of a transtationmproject

Terminology work

minology work applies to all stages of a translation project. For this reason, references-to'tasks in t4
Ik appear throughout this Technical Specification. See Annex B for a compilatien of statem
minology work.

TE For the purpose of this Technical Specification, phraseology is understood, to be included in termin

buring consistency) are neglected as separate tasks in a translation(project, and terms are simply
they are encountered. The consequences of this neglect vary-according to factors such as the
source content and the number of translators involved in thevproject. A relevant glossary or t
abase, however, helps prevent terminology errors and sinconsistencies, particularly when la
ms or large volumes of source content are involved.

Pre-production

1 Extent of pre-production

b pre-production phase begins when the requester selects source content for translation; the p
en both the requester and the TSP have agreed upon the final project specifications.

.2 Source content identification and preparation

b requester shouldidentify the source content that requires translation. The requester should alg
reasons for translating the source content. The obvious assumption is that the requester has
e the source/tcontent translated rather than have it delivered in its original language to the end y

brder to.best utilize resources, the requester should perform a search to determine whether

requester should first ensure that the quality of the translation product is acceptable and aq

intg¢llectual property issues before using the translation product.

rminology
bnts about

ology work.

Mmetimes terminology tasks (identifying terminology, harmonizing terms.within a terminology database, and

dealt with
volume of
erminology
ge project

minology work is crucial to nearly all translation prejects and at all stages of the translation projegct.

hase ends

0 examine
decided to
ser.

he source
translated,
ldress any

When applicable, source content can be adapted during this phase in order to facilitate translation. In particular,
when it is known beforehand that a document will be translated, authors should consider eliminating as many
obstacles as possible by optimizing the source content for clarity, conciseness and consistency in order to
make the translation process more efficient and less costly (see 5.2 and 8.2.1.5). Also, decisions should be
made as to whether to avoid references to source-culture concepts that may not have equivalents in the target
culture. Changes to the register in the source text should also be considered at this point.

When applicable, the source content should be checked and prepared for any specific software (i.e. a translation
memory system) required for the translation project.

© 1SO 2012 — All rights reserved
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5.2.3 Preliminary project specifications

The requester should prepare the preliminary project specifications and determine the date on which the final
translation should be delivered. Whenever possible, the preliminary project specifications should cover many
of the linguistic translation parameters 1-13 (see 7.2), specifically:

— 1-5: source content information, including source language, text type, audience and purpose, subject
field, volume, known complexity and challenges, and origin (see 7.2.1);

— 6-8: target language, audience, and purpose, as well as whether the target audience or purpose of the
target content is different from that of the source content (see 7.2.2.1 and 7.2.2.2); and

— 11 fild format (see 7.2.2.5); and, when applicable,

— 16: te¢hnology (see 7.4.1).

The preliminary project specifications should also include the following, if applicable:
— 20: gyalifications for TSP selection (7.5.2).

When the $ource content is to be translated into multiple languages, the set of project'specifications sometimes
needs to b tailored for each language combination.

5.2.4 TSP selection

The requepter should select a TSP that will meet the requirements ofdhe project (see 3.2.1 and 7.5.2). The
requester $hould provide the preliminary project specifications to the \I'SP.

The TSP dhould review the preliminary project specifications before agreeing to do a project. The complexity
of the project and capacity of the TSP can be grounds for discussing daily capacity with the requestell or
negotiating the deadline or both. Once the preliminary project specifications have been analysed, the TSP and
requester $hould include compensation in the specifications.

5.2.5 Final specifications

The TSP gnd requester should prepare the final specifications in consultation with one another. The project
specificatipns should be made in accordance with the structured specification approach (see Clauses 6 and|7);
each tranglation parameter given in thiat approach should have a corresponding specification. The division of
labour within the production phase should be clearly laid out.

5.2.6 Approval of specifications

Complete project specifications are critical to ensuring that all processes have been outlined and the responsiple
party resppnsible for €ach task has been clarified. Once the requester and the TSP are satisfied with the
project spgcifications,/both parties should approve the final project specifications.

Approval of project specifications can be in the form of a signed contract, email, purchase order, etc. Althougl in
many cases,ho legal contract is required at any point (e.g. an in-house translation department fulfilling a reqLTest
from another department in the same organization), in those cases in which a legal contract is signed, the project
specifications can be included to formally define the work to be done. Nevertheless, nothing else in this Technical
Specification should be interpreted as guidance for writing legal contracts regarding translation projects.

5.3 Production

5.3.1 TSP and requester interaction

Itis sometimes the case that the TSP finds that the project specifications need to be changed during production.
For this reason, it is important that the requester designate a contact person to ensure that communication
between TSP and requester can take place. Contact procedures should be described under translation
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parameter 21b (7.5.3.2). Project specifications should only be changed during production upon agreement of
both the requester and the TSP.

5.3.2 Preparation

The preparation stage begins with the verification of all aspects of the project specifications, including who will
perform each task in the production phase and where the various resources are to be found. Parties that will be
involved in the production phase should have access to those project specifications that are relevant to their work.

During this stage the TSP should examlne the source content for terms that are not included in any terminology
; F—he aid of a
soffware tool. Such termlnology tasks can be vitally important to the translatlon prOJect and should not beineglected.

This stage can also include preparing, aligning and/or revising a translation memory and running pre-translation
commands in a translation memory environment (inserting exact matches into the targetitext, etg.), if these
tagks were not completed in the pre-production phase.

Sep also 7.3.1.2 for the translation sub-parameter relevant to preparation tasks.

5.3.3 Initial translation

In the initial translation stage, the source content can be translated initially by either a human or & machine,
if dppropriate, depending on the type of translation specified in the project specifications. See 7]3.1 for the
trapslation sub-parameter relevant to initial translation.

NQTE For further information about machine translation, see Annex C.

WHhen the project consists of assessing and correcting analready completed translation product, this stage is
skipped and the project moves directly to the in-process quality assurance stage.

5.3.4 In-process quality assurance

Tagks that fall between the initial translation and delivery to the requester pertain to the in-procgss quality
asgurance stage. Typically, there are-several tasks to be performed in this stage, such as self-checking (or
post-editing), revision, review, final formatting or compilation, and proofreading. See 7.3.1 for the ¢laboration
of {hese tasks. Because each prdject is unique, all or none of the tasks might be performed for a pfoject. The
pragject specifications should indicate exactly which tasks are required for a given project.

The responsibility for in-process quality assurance tasks can fall upon either the requester or the T$P. For this
redson, itis important ta’specify the division of labour in the specifications. Qualitative or quantitative agsessment
of the translation préject can be conducted at any point in the production phase. When project spégcifications
arqg clearly defined, requesters and TSPs can expect to conduct effective qualitative assessments. Quality can
be[defined as thé.degree to which the translation product conforms to the project specifications. Mqre specific
guidance for_ qualitative assessment is beyond the scope of this document.

Intgraction-between the requester and the TSP can be important during this stage to clarify any qugstions and
engure, that the project specifications are appropriate.

5.3.5 Delivery

After all production tasks have been completed, the TSP should deliver to the requester the final translation
and other items as determined by the project specifications. See 7.5.2 for the translation parameter relevant to
terms of delivery.

Generally, both the TSP and the requester should archive all relevant documents and other files exactly as
exchanged in order to document and track the work performed.

In some jurisdictions, file retention time is governed by legislation or other standards.
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5.4 Post-production

5.41 Commencement of post-production

The post-production phase occurs after the TSP has completed the project and has delivered all of the requi

red

items to the requester. The tasks described in 5.4.2 to 5.4.5 can be performed during the post-production

phase but are not required.

5.4.2 Requester-managed post-delivery inspection

The requesgter can choose to conduct post-production inspection (also known as third-party review) of the,fi

hal

translation| product. Those assigned to conduct this inspection should refer to the project specifications“gnd

use them fs the basis for their evaluation, ensuring that all evaluative comments (see examples below)
justified by the specifications.

EXAMPLE The register of this document (e.g. too academic and formal) does not match the register (e.g. 7th-gr
reading levgl news item) indicated in the project specifications. (Translation parameter 7: Target audience, see 7.2.2.2

EXAMPLE The terminology used in this paragraph is not consistent with the terminolagy. that the requester
provided tofthe TSP. (Translation parameter 2: Specialized language, see 7.2.1.2)

hde

has

Commentg, queries, and changes should be based on the project specifications*and should be submitted to

the TSP. When dictated by the specifications, changes made to the final translation should also be appro

ed

by the TSH. Such feedback can be valuable to the TSP because it can help,the TSP improve future translatjon
work. The jprovided feedback can also facilitate discussion about the project specifications; the requester gnd

TSP can then determine whether specifications should be altered forfuture translation projects.

5.4.3 Acquiring end-user feedback

In order tg foster ongoing improvement, the requester andthe TSP should discuss both the outcome of
project andl their level of satisfaction with that outcome=o facilitate the discussion, the requester or TSP ¢
make arrapgements to obtain feedback from the end-User or end users. Although end-user feedback can
challenging to gather, it should be obtained when-feasible.

The meanp by which feedback is gathered‘can vary. They may include customer satisfaction surveys g
questionnaires administered digitally or ohpaper. An analysis of project specifications can help the request
and TSPs decide when and how to gather end-user feedback.

NOTE This task is also called preduct evaluation.

5.4.4 Incprporating end-User feedback into the specifications

End-user feedback can-help the requester and TSP evaluate both the specifications and the degree to which
TSP adhergd to the project specifications. For example, both the TSP and requester can determine whether or

— the addience’was correctly defined in the project specifications (audience, see 7.2.2.2),

the
an
be

nd
ers

the
not

ct

—  end usersmiaght nrefer an overt (non-localized)} translation product rather than a covert translation pro
S FHgRHPFeI8aR-BVBH-{RoR-106aHZ£8 a)HahRsaHoRProadcHaRehRahR4 Vo3 RSaHOR-PH

(content correspondence, see 7.2.2.3.2),

— the final format was an adequate means for presenting the translation product (file format, see 7.2.2.5,

layout, see 7.2.2.6.4),

— the target content contained general language or terminological errors (language, see 7.2.2.1), and

— the linguistic and subject field competence of translators, revisers and reviewers was suitable for the

project (selecting TSPs, see 3.2).

Once the requester has gathered end-user feedback about the translation product, the feedback should

be

provided to the TSP, and both parties should incorporate the feedback into the specifications for future projects.
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5.4.5 Other feedback

The TSPs should also consider feedback made by anyone who was involved in the translation project, including
requester, translators, reviewers, revisers and project managers. The TSP should document procedures to
improve further projects based on relevant feedback received.

6

Developing structured specifications for translation projects

6.1 Translation parameters and project specifications

In

pa
(th

oufput of the translation process. The structured set of translation parameters is predetéermined (se
nslation parameters apply universally to all translation projects. A translation parameter can be p4g

tra
as

EX

EX

Ap
by
theg

EX

EX

Ad

this document, a distinction is made between a specification and a translation parameter.‘A
ameter is one of a given set of factors that are applicable to all translation projects andywh
b project specifications) should be determined for each individual project to fully defing the con

a question.
AMPLE 1 Translation parameter: subject field(s) Question: What is the subjectfield?
AMPLE 2 Translation parameter: volume Question: How long is the soufee text?

roject specification is the value of a translation parameter for a particular project. Project specific

question associated with the corresponding translation parameter.
AMPLE 3  Translation parameter 2a: source subject field

Possible project specifications: plasma physics; family gsychology; etc.
AMPLE 4  Translation parameter 3: volume

Project specification: 1,000 words; 5,000 words; etc.

ditionally, some translation parameterstare subdivided into translation sub-parameters in ord

spgcifications to be more precise.

EX

6.2

Trd
de

AMPLE 5  Translation parameter, 19: permissions
Translation sub-parameter~194: copyright
Translation sub-parameter 19b: recognition

Translation sub-parameter 19c: restrictions

Structured specifications

nslation*parameters form a framework for creating structured specifications. Without this fram

project according to the needs of the project. A project specifieation can be considered to be an

translation
bse values
ditions and
e 6.4), and
raphrased

btions vary
answer to

er to allow

ework, the

ld-be unstructured

WO

scriptions and order of the specifications can vary considerably from project to project and the spTcifications

A structured set of specifications has three characteristics that set it apart from an unstructured set of
specifications:

each specification is the project-specific value of a translation parameter that applies to all types of projects;

each translation parameter has a standard name and description and can, where feasible, have a

predetermined pick list of allowed values — this aspect of the specification framework making
understand a new set of specifications or to compare two sets of specifications;

each set of specifications is presented in a standard order with a standard grouping of

it easier to

translation

parameters into categories and includes a place for the value of each translation parameter, even if that

value has not yet been specified.
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When requesters and TSPs develop structured specifications, they create a resource that not only defines and
guides a translation project but also allows the entire translation project to be evaluated fairly and accurately.
Evaluation according to project specifications includes “fithess for purpose” and goes beyond them to include
assessment based on adherence to project specifications other than purpose.

The project specifications are relevant during all phases of a translation project.

6.3 Translation parameter categories

The structured set of translation parameters can be divided into four major categories, listed below followed by

a brief de

parameter|is referred to as a linguistic parameter, a production task parameter, an environment paramete

a relations

ip parameter.
istic

ation parameters 1-13 identify information about both the source content and“target contq

Para:teters 1-5 identify the source content (e.g. language, audience and purposestext type and volu

b) Prody

Trans
should

c) Envir

Trans
takes

ber of words or some other measure). Parameters 6-13 identify information/about the target cont
hrget audience and purpose, target language or layout).

ction tasks

ation parameters 14—15 define the tasks that are relevant te~the production phase; these ta
only be performed after the final project specifications havé be&en approved.

bnment

ent.
me
ent

ation parameters 16—18 specify the technological and.workplace environment in which the translafjon

place, as well as resources to be consulted.

d) Relationships

Trans
previo
deadli
6.4 Tran
6.41 Ge
All 21 trang

ation parameters 19-21 specify all jnfoermation that concerns deliverables not covered by
us categories of translation parameters; including, but not limited to, legal and ethical consideratio
hes, and compensation to the TSP;if applicable.

slation parameters

heral

lation parametérs-are listed in 6.4.2 to 6.4.5. Clause 7 describes each in greater detail. National §

regional translation standards for translation quality contain many of these parameters, but they do not alw

use the sa

me parametér names as those used in this Technical Specification['5].

the

nd
hy'S

6.4.2 Lir1guistic — Parameters 1 to 13

6.4.2.1 Source content information — Parameters 1 to 5

1 source c

haracteristics

1a source language

1b text type

1c audience

1d purpose

2 specialized language

16
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2a subject field

2b terminology

3 volume

4 complexity

5 origin

6.4.2.2 Target content information — Parameters 6 to 13

ISO/TS 11669:2012(E)

6t

73
80
99
10
11

12

13

brget language information
6a target language
6b target terminology
udience
urpose
ontent correspondence
register
file format
style
12a style guide
12b style relevance

layout

6.4.3 Production tasks — Parameters 14 and 15

14

typical production tasks
14a preparation
14b initial translation
14c in-process.quality assurance
14¢T\self-checking

14c2 revision

14c3 review

15

14c4 final formatting
14.¢5 proofreading

additional tasks

6.4.4 Environment — Parameters 16 to 18

16
17

technology

reference materials
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18 workplace requirements

6.4.5 Rel

ationships — Parameters 19 to 21

19 permissions

19a copyright

19b recognition

19c restrictions

20 submis
20aq
20b d
20c d
20d d

21 expect

sions
Lalifications
bliverables
blivery
padline

ations

21a compensation

21b c

7 Desc

bmmunication

ription of translation parameters

7.1 Relevance of translation parameters

Requester
to the tran
worked tog
or retrieve

Translatior]

5 and TSPs should ideally create project specifications for all the translation parameters accord
Slation parameters described in this.glause. In cases where requesters and TSPs have previoy
ether, requesters and TSPs can choose to omit certain specifications that are implicitly understd
and modify a set of stored specifications.

parameters 1-5 are descriptive of characteristics of the source content and are therefore independ

of the targ¢t content. These parameters should be used to develop preliminary project specifications during

pre-produgd
requester
clear expe

NOTE 1
projects wh

Translatior]
specificati

tion phase (see 5.2)..Iln_particular, correctly identified information about the source content aids

Ctations at the ouiset of the project.

Project specifications for translation parameters 1-5 are especially important to pre-production activitie
bre the salirce content is marked confidential and only a few people in the production chain are allowed to se

patameters 6-21 are relevant to product assessment and/or project assessment. The proj
brisHnot only define and guide a translation project but also allow the entire translation projec

ing
sly
od

ent
the
the

n selecting an appropfiate TSP for a project. It also allows both the requester and the TSP to have

5 in
B it.

ect
to

be assessed. Requesiers and TSPS can also Use all of the project specifications 10 assess any ISSues t
increase the complexity of the content, a factor that influences cost estimates (see 4.2).

NOTE 2

The relevance of project specifications to all aspects of the production phase is direct and is therefore

reiterated in these descriptions.

NOTE 3

18

at

not

See Annex A for a visual representation of the relationship between translation parameters and project phases.
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7.2 Linguistic parameters — 1 to 13
7.2.1 Source content information — Parameters 1 to 5
7.2.1.1 Source characteristics: 1

7.2.1.1.1 Source language: 1a

The source Ianguage (e.g. Portuguese or Engllsh) and the source language varlant or Iocale (e g. Brazilian
= : requester

NQTE Language codes are treated in BCP 47[16],

Othher source characteristics should also be identified by the requester if known to him;orher, or by the TSP if
thg requester is not in a position to identify those characteristics of the source content.

7.21.1.2 Text type: 1b

—
=

e text type and genre of the source content should be identified

EXAMPLE Utility patent, persuasive brochure, appliance user manual, annual address to stakehplders of a
public company.

7.21.1.3 Audience: 1c
The intended audience of the source content should be-idéentified
EXAMPLE Patent officials, technicians, employees.of a specific company.

7.21.1.4 Purpose: 1d

T

=2

b original purpose of the source content'should be identified

EXAMPLE Identify all uses of product to be patented, allow scheduled maintenance, entertainment.
7.21.2 Specialized language: 2

7.21.2.1 Subject fieldy2a
The requester shotldlidentify the subject fields of the source content. These should be given as precisely as possible.
EXAMPLE 1 Chemical engineering, civil engineering, asphalt, street maintenance and repair.

EXAMPLE,2 Economics, poverty, family psychology, personal finance.

=2

The ‘'stbject field should not be confused with the text type or purpose. A document of the type [‘nonfiction
novel” could have the primary purpose of entertaining the reader or pushing a political agenda.

EXAMPLE 3 A video game about a science fiction character who is on a quest to save the world might have the
following project specifications for text type, genre, purpose, and subject field:

text type: video game
genre: science fiction
purpose: entertainment
subject field: space technology
NOTE There is no separate translation parameter or sub-parameter for the subject field of the target content, since it

is assumed that the target content treats the same subject fields as the source content.
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7.2.1.2.2 Source terminology: 2b

Requesters should identify any terms in the source content that TSPs should translate in a particular way. If
a requester has a terminology database that is relevant to the source content, the requester should provide it
along with instructions on how the TSP should appropriately use the terms (see also 7.2.2.3).

7.21.3 Volume: 3

This translation parameter is intended to identify the source content’s volume.

for the same document, when disagreement occurs, requesters and TSPs can refer to a_publicly availaple
standard fpr measuring volume known as GMX-V['0l. When volume is used for determining the cost df a

7.21.4 CQomplexity: 4

The requegter and TSP should identify any factors that influence the difficulty of translating the source content
(see also 4.2). Many challenges can originate in the nature of the source content or in the text itself.

Source content can take many forms, including text, images~and audio/video recordings, and a variety| of
formats, including standard documents, slide presentations, databases and entire websites. There is no limit
to the typg of source materials or to how they can be presented to the TSP. However, the complexity arises
when TSPs must make special arrangements to access the actual text that is to be translated. For example,
content containing special markup language, such.ds) XML and HTML, can be more difficult to access than
content pre¢sented as plain text. Such source-content obstacles can dramatically affect how difficult and time-
consuming a translation project can be, with a‘esulting impact on cost.

Taking angther example, the effort required o translate the text within a graphic, such as an image, diagrgm
or even a Flash presentation, depends.\en whether the graphic is text-editable or whether the requester has
provided a|separate text file that acgompanies the graphic. When a separate text file is available, the translated
text can bé added to the graphic-as a separate layer. A project’s complexity is increased immensely wheh a
graphic is hot easily text-editable,

Challenge$ can also originate in the text of the source content itself. The source content should be evaluated
for cohesign, coherencéyconsistency, readability and errors due to non-native speaking authorship. Challenges
include intgrnally ingonsistent terminology, lack of cohesiveness, errors in grammar, spelling or facts, diffi¢ult
discourse structuresand inconsistent formatting. Such challenges can increase translation difficulty. The liter
nature of the seurCe content can also create challenges for the translator. For example, a play on words, such as
rhyming on alhteratlon can be espeC|aIIy difficult to translate. In add|t|on the Wr|t|ng of an author who does hot

Knowing the source of this Ianguage mterference can help the translator understand any unnatural expressions.

During the process of creating content that is intended for translation, authors should consider eliminating as
many obstacles as possible by optimizing the source content for clarity, conciseness and consistency. These
measures will make the translation process more efficient and less costly.

7.21.5 Origin: 5

The origin of the source content can be highly relevant to a translation project, especially in pre-production
planning. Proper identification of the origin of the source content can influence the planning of a project as a

20 © 1S0 2012 — All rights reserved


https://standardsiso.com/api/?name=f85395afdd568ae7a70604b05a80c912

ISO/TS 11669:2012(E)

whole and, indeed, may affect the need for a new translation at all. The requester and TSP should ensure that
the origin of the source content has been determined.

EXAMPLE A requester commissions a French text to be translated into English before discovering that an English
version already exists and that the French source content had originally been translated from English. The appropriate
step would have been to obtain the original text rather than to translate a translation product.

When possible, the requester, or the TSP as designated by the requester, should identify the native language
of the source content’s author, as this can sometimes add complexity to the project.

7.2.2 Target content information — Parameters 6 to 13

7.2.21 Target language information: 6

7.2.2.1.1 Target language: 6a

Fof a TSP to produce an adequate translation, it is insufficient for the requester toxsimply specify| the target
language. Requesters should also identify the desired locale for the target content_There are many dlifferences
be{ween regional variants, such as US English vs.UK English, that could influence the TSP’s work.

EXAMPLE Translation products targeted at an audience in Quebec might not-be acceptable in France.
NQTE Language codes are described in BCP 47161,

When requesters desire that the source content be translated into’more than one language, the set of project
spé¢cifications sometimes needs to be tailored for each language combination.

Language and region are also relevant to project assessment. Although it is seldom that proj¢cts go so
dispstrously wrong that the source content is translated into the wrong language, occasionally it happens that
solirce content is translated into the wrong language variant.

7.2.2.1.2 Terminology: 6b

Tafget-language terminology goes beyend common, general-language usage in a particular language and
redgion. Terminology is specific to a subject field and can be specific to an organization as well. |This basic
disfinction is also known as the difference between general language and specialized (or domajn-specific)
language. Therefore, sometimes\specifying only the subject field is not sufficient. For example, g particular
requester may have company-sSpecific terminology that overrides typical subject-field terminology and that
is fequired to be taken intoyaccount by the TSP. In this case, the requester should provide such tgrminology,
induding definitions, to‘the TSP. See also 7.2.2.6.

Sometimes terminology resources contain conflicting information (e.g. several different terms fonl the same
solirce concept)érincorrect terms. The TSP should consult with the requester as to how to resolve siich issues.

7.2.2.2 _Audience and purpose: 7 and 8

Bofh-the audience and the purpose of a target content can be the same as, or different from, the auglience and
the purpose of the source content. The requester should ideniify whether the audience and the purpose of the
target content are different from the audience and purpose of the source content.

In some sense, the target audience will always differ from the source audience because the target content
is intended for speakers of a different language. However, the shift in audience can entail more than just
addressing speakers of a different language. Sometimes the type of audience will be different. In that case,
that information should appear in the specifications.

EXAMPLE A requester requests that a document that was originally written for specialists be translated for a more
general audience.

The requester should identify the purpose of the target content. The TSP should be aware of the purpose of
the target content and translate the source content accordingly. Any shift in the purpose of the target content
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from the purpose of the source content should be documented and discussed by the requester and TSP before
beginning the translation project.

Where a project has multiple purposes, each should be carefully documented in order to ensure an appropriate

translation

product.

Audience and purpose are related to many of the other translation parameters. In order to avoid redundancy,
details about a project that appear as specifications under other parameters need not be repeated here.
Specifications for this parameter should focus on how the audience and purpose of the target content compare

to the audi

ence and purpose of the source content.
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General

rrespondence is the manner in which the target content represents aspects of the'source contgnt,
e target content matches the source content. Typical dimensions of content correspondence gre
rt, full/summary and idiomatic/non-idiomatic. Accuracy and fluency are expgcted, unless otherwjise
N the content-correspondence specification.

[ project specifications associated with the content correspondence parameter are covert (7.2.2.3.2)
P.2.3.3), but there are many cases in which departures from this default are desired.

A covert translation is not appropriate when an overt translation,was specified.
s dimensions of content correspondence are described inthe following sections.

References [11] to [14] give more information on these dimensions and other aspects of functional approaches
n quality.

Covert vs. overt

5 should specify if the target content should be “foreignized” or “domesticated”. That is, requesters
ide if the target content should revealthe foreign nature of its source content, or if it should read |ike
ored in the target language with no trace of its origin. This contrast is also described by the tefqms
covert. An overt translation product discloses that it is a translation product. A covert translafjon
ses as an original text.

mes thought that the ceyvért/overt distinction only applies to a literary translation. This is not so. INot
rcial, government, ornoen-profit translations are localized, i.e. made covert.

N is a process that includes covert translation of textual material and adaptation of non-textual matefial.
ve of localization'is to create a target—locale version of a product or service that appears as if it were
the targetlanguage and geographic region. A delicate issue in localization is whether or not the
f the events described in the source content are to be adjusted to the locale of the intended audience.

wo types of non-localized text: overt translation and untranslated text (i.e. pieces of source content
I n transl into th rget lan A r rcan ide n localize in translation

in order to produce a translation product that can be used in multiple locales. This is sometimes called a
generalized translation. A requester can also choose not to localize in order to reduce cost.
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Examples of questions that can be asked in the localization process

There are many questions that the requester and TSP should discuss when the source content is to be
localized.

— How are proper nouns to be handled? Should they be translated or left in the source language?
— Should concepts specific to the target culture be substituted for concepts specific to the source culture?
— Should references to explicit material (sex, violence) be reproduced in the target content, deleted, or adjusted?

fa¥ Lol ioto ot ' H N 4 £ b radtata th o & 4 4 4 1 Al bl ot & I
OHTOTTO M teTJCCTOTIS T e SOUUTCT CUMCTIC DT COPTCUTTO— e~ tar gt T COTItCTIC UT TCPTactt— Uyt tart gop- anguage

equivalents?

— Should proverbs and sayings be replaced by their equivalents or translated literally to convey the)arigingl imagery?

— Should references to historical or folklore personae be accompanied by an explanatorynoéte, left unchanged, or
replaced by references specific to the target culture?

—{ Should names or words that sound bad in the target language be avoided?

— Should paralinguistic content (e.g. tables, diagrams, emoticons) be left unchanged, replaced by target-culture
equivalents, or converted into language?

The TSP should notify the requester when a proper noun is potentially inappropriate for the target cylture, even
if the specifications call for leaving proper nouns unchanged in‘the’target content.

7.2.2.3.3 Full translation vs. summary translation

Repuesters should specify whether full translation or summary translation is desired. Summary translatign, or rough
trapslation, can be requested when issues of cost and time are more important than careful or complete ftranslation.
The requester can also ask for full translation of only portions of the text and summary translation of the rest.

7.2.2.3.4 Accuracy
TSPs should ensure that the target content is accurate, unless the requester specifies that accuracy is nofimportant.

Acguracy refers to the connectign between the target content and source content. Accuracy is relative to the
type of content correspondénce specified. In other words, an accurate translation is one free of [translation
errprs relative to the specified content correspondence. Categories of accuracy errors include tgrminology
errprs, misunderstandings of the source content, inappropriate additions or omissions of material, gnd the use
of false cognates —~words in the source and target languages that appear to have the same meganing, but
acfually have very different meanings.

EXAMPLE A translation product that uses the Spanish word pariente to mean the English word “parerjt” would be
inafpcuratedecause pariente is a false cognate of “parent” that actually means “relative.” A more accurate trans]ation would
be padre ‘o'madre (“father or mother”).

7.2.2.35 Fluency

TSPs should ensure that the target content is fluent, unless the requester specifies otherwise. Fluency refers
to the readability of the target content. It consists primarily of mechanical characteristics (such as spelling,
punctuation, and grammar) and natural-sounding style (complexity of structures, use of redundant words, word
choice, etc.).

Fluency can be assessed without reference to the source content. Accuracy cannot. The target content
can be highly fluent without being at all accurate. Categories of fluency errors include incorrect word order,
capitalization and spelling errors, punctuation and grammar mistakes, and awkward wording. The requester
should explicitly specify when a fully accurate and fluent translation is not required for the target content.

EXAMPLE 1 Arequester is not concerned with fluency because of time constraints and only needs a rough translation
of the source content.
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EXAMPLE 2  The requester and the TSP partially specify fluency requirements by agreeing on textual characteristics
that hinder understanding (such as unjustified passive voice, long participle constructions, etc.) and that should be avoided.

7.2.2.3.6 Idiomatic vs. non-idiomatic

Idiomatic translations read as if they were written in the target language by a native speaker with substantial
writing skills, using idiomatic expressions and other collocations typically used by native speakers. Fluency is a
necessary but not sufficient condition for idiomatic text. Target content can be fluent, i.e. mechanically correct,
but still not quite idiomatic. An analogy would be a non-native speaker who is fluent in a language but can
still be distinguished from a native speaker whose speech is entirely idiomatic and devoid of a foreign accent.
Requester iHthe-targetconter tsrote rbetdiomatic{te-gwhenthe anstationproject

7.2.2.4 Register: 10

The requepter and TSP should agree on the desired register during pre-production.
EXAMPLE Formal academic presentation, informal conversation among friends, political speech.

Register i a complex topic, and a formal/informal contrast is a vast oversimplifigation. Typically, the target
content is gxpected to use a register that corresponds to the register of the sourceContent. An informal soufce
content wquld be translated into informal language, and a formal source content into formal language, and| so
forth. Howgver, sometimes a shift in register is desired.

Translation) products are sometimes rejected because their register does not match the intended audience

7.2.2.5 Fjle format: 11

The requepter should specify the file format of the target content (HTML file, word processing document suich
as .txt or Jodt, image file such as .jpg or .tif, etc.). The.s@urce-content file format should be specified unfler
translation|parameter 4 (7.2.1.4). Stakeholders should net'assume that the desired target-content file formgt is
the same as the source-content format.

TSPs can use intermediate file formats in the-translation process, provided that the final target content that is
delivered tp the requester is in the specified file format.

7.2.2.6 Style: 12

7.2.2.6.1 |Style guide: 12a

The requetster should make-any relevant style guides available to the TSP, including any source-langugge
style guidgs used whendgreating the source content. The requester should also make available relevant target-
language $tyle guides,if-any.

If the style|guides.are not made available to the TSP during translation, revisers and reviewers at a later stage
may need [omake changes that would have been unnecessary had the TSP been able to follow the style gujde
from the begianing

When the requester does not provide a style guide, TSPs sometimes create their own style guides and can ask
the requester to approve or otherwise comment on the guide. If no style guide is provided in software localization,
the TSP and the requester should at least agree on the maximum length of menu items, messages, and prompts.

When style guides conflict, the TSP should consult with the requester or project manager as to how to
resolve such issues.

7.2.2.6.2 Style relevance: 12b

The requester should specify how relevant style is to the current project. For some translations, style matters
a great deal. That is why a translator should also be an excellent writer in the target language, although style
is not as objective as other factors. One cannot expect to translate with better style than one can write in his
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or her A-language. Nevertheless, for many translations style is not as important as accuracy of information in
the target content.

7.2.2.6.3 Terminology and style
Terminology is treated here, under the style parameter, because some consider terminology to be an aspect of style.

In specialized language texts, terminology is a crucial element. It is important that terminology be consistent
both within the text itself and in comparison to other texts in the same project, subject field, etc. In this document,

target Ianguage termlnology is treated under translatlon sub parameter 6b: Target termlnology (7.2.21.2). A

e indicated
should be
(7.2.2.1.2).
Anything relevant to the exact layout of the target content which is not found in‘the style guide|should be
spécified by the requester. Layout details such as margins and font point size gar’’be included in a style guide
(sge 7.2.2.6.1).
If the requester does not ask the TSP to deal with layout, someone else sheuld be assigned to ensyre that the
redquirements for the layout of the final translation product will be met.
7.3 Production parameters — 14 to 15
7.3.1 Typical production tasks: 14
7.3.1.1 Assigning production tasks
The production tasks listed in 7.3.1.2 to 7.3.1.4 are typical to translation projects. Many of these tagks can be
pefformed by either the requester or the TSP so it is important that the division of labour be specifigd. See 5.3

for

Prq
an
ins

Prq

of & problem in a faulty-translation product.

7.3

more detail on the production phase,

duction tasks allow for a nonlinear workflow, e.g. one portion of the source content goes to a senig
i then directly to final inspectiony.and another portion to a junior translator, then to a reviser, and t
pection, etc.

duction tasks are releyant to both project and product assessment, especially for tracking down

1.2 Preparation: 14a

P
la

-

thg pré<production phase (see 5.2). Other preparatory tasks include determining the availability of
to pe-dsed during translation, identifying or creating style guides, and verifying that all relevant p

paratory\tasks include identifying terms in the source content and deciding on correspond
uage.terms to be used in this project. Ideally, source-content terms should have already been i

r translator
hen to final

the source

ing target-
Hentified in
resources

arameters,

including those related to legal and ethical requirements, have clear values (i.e. project specifications).

7.3.1.3 Initial translation: 14b

Initial translation comprises the first translation of the source content. Depending on project specifications, this
can be accomplished by either human or machine translation (see Annex C).

7.3.1.4 In-process quality assurance: 14c

In-process quality assurance often consists of sub-tasks such as those listed below. Because the needs and
circumstances of each project are unique, none of these tasks are mandatory. When applicable, these tasks
can be performed by someone other than the TSP; the exact division of labour should be specified. When
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the TSP is responsible for the in-process quality assurance tasks, the TSP should divulge upon request the
number of people involved in the in-process quality assurance tasks and whether those individuals are different

from those

EXAMPLE

who performed previous tasks.

For a very simple translation project, one person might perform both the initial translation and all five

process quality assurance tasks. In a more complex project, many different people can be involved.

Typical in-process quality assurance tasks include the following (in order).

Self-checking: 14c1

The translate

Revision:

A reviser g
check, wh
source co
language,
an externa

Review: 14c3

A reviewer
Final form

The target
is compile

Proofreading: 14c5

The target
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case of high ongoing volume, and has them checked by someone else, e.g. using a quantitative measure
of translation quality. Results of random sampling conducted by a requester should be at least summarized
and made available to the TSP at regular intervals as part of an ongoing improvement plan.

74 Env

ironment parameters — 16 to 18

7.41 Technology: 16

The requester can specify the preferred technology to be used for the translation project. If the requester does
not require particular technology, the TSP should be free to select the technology used.

26
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The TSP should be provided with all relevant information about technology that is to be used in the translation
process, as well as any relevant information about the technology that was used in the creation of the source content.

The designated technology affects pre-production planning.

7.4.2 Reference materials: 17

Gathering reference materials is part of the pre-production phase. Typical reference materials include related
documents from the requester (both in the source and target languages), glossaries or terminology databases,
and translation memories created in related projects. The requester should identify any relevant resources and

wada thaoars ta tha TOD Ny teamalatins tha TOD ol aild wafar t0 thn pnfaramoan maatariale Ao S 1 t
provide-therm-te-the FSPDuring-transiation—the FSP-sheuld-refer-te-thereference-materials-as-appropriate.

If reference materials conflict, the TSP should consult with the project manager or requester.

7.4.3 Workplace requirements: 18

The requester should specify any requirements or restrictions on the location at.which the wofk is to be
pefformed. The requester and TSP should also identify any procedures necessary to maintain confidentiality.

EXAMPLE In some government translation projects, all work must be done if @ secure facility. In othef translation
projects, the work can be done anywhere — including at home or over the Internét:

7.9 Relationships parameters — 19 to 21
7.91 Permissions: 19

7.81.1 Copyright: 19a

=2

The copyright holder of the translation product shaudld be identified. The types of licenses to be granfed to other
parties should also be identified.

7.8.1.2 Recognition: 19b
It ghould be explicitly stated whether'the translator’s or any other TSP’s names will appear on the [translation

prdduct. If so, it is expected that any ‘changes made to the translation product after delivery requirg the TSP’s
comsent; the project specifications should indicate if that is not the case.

7.8.1.3 Restrictions:19¢c

It dhould be stated-whether there are any restrictions on translation memories derived from the gource and
target content of'the’project and terminology databases (or project glossaries) associated with the project.

7.9.2 Submissions: 20

7.5|.2.1 Qualifications: 20a

When applicable, the requester can specify requirements for a TSP to qualify as eligible to be considered
during the TSP selection process.

EXAMPLE Arequester can require, among other things, that the TSP be a citizen of a certain country, have insurance,
appear on a government-managed list of approved vendors, or be certified against a particular standard or by a particular
organization.

7.5.2.2 Deliverables: 20b

The requester and the TSP should carefully identify all items that the TSP should deliver at the end of the
production phase. Possible items for delivery, besides the translation product itself, include

— an updated translation memory,
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