Document Translation Process *

Client provides electronic version in English
Identifies contact person

Review job request, assign staff, estimate
schedule, distribute glossary

Make revisions to 1% draft

Cultural sensitivity
evaluation desired?

Determine level of evaluation
wanted, conduct basic
elements, draft issue list

No

Initial document review

Generate clarification list
Begin translation

Obtain clarifications
Complete first draft of translation

Peer review for spelling/
accuracy by second translator

Back translation
desired?

Complete back translation
Compare to original text
Create issue list

Facilitate issues resolution between

translators and Client

* Qithiect tn madification haced an mitiial anreement

Spelling/accuracy check

Consumer
feedback desired?

Conduct focus group or
opinion leader survey
Identify issues

A

Finalize 1% draft in
EPS or high res. PDF
To Client for review

Revisions needed?

Make revisions

Obtain Client sign-off <

Assistance with Yes
typesetting needed?

Work with typographer

A

Get camera-ready copy
Proof for accuracy P

Errors present?

Submit corrections

Department sign-off




