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Translation Checklist

As you prepare to use the services of a translator, review this checklist to help you make the experience as effective and cost efficient as possible. This checklist is not exhaustive and every item may not apply to your situation. Consider some of these suggestions to guide you in the process (some of this material has been adapted from the website of the Ordre des traducteurs, terminologues et interprètes agrées du Québec).

What a translator might ask you: 
· What is the document about? For example, is your document: technical or legal in nature, is it for promotional use (a brochure, website material) is it an internal communication (a company manual, committee minutes)? 
· How long is your document? (try to have the number of pages and words available) 
· Is this a document that is being revised? (In other words, is there an original version therefore requiring only certain parts to be reviewed and translated?) 
· Is there any background information available? (e.g. a glossary of terms that are specific to your organization, were references made to any other works when preparing this document?) 
· Is the author of the document available for questions? 
· When do you need the document? 
· Can the document be provided in electronic format? 

What you might ask a translator: 
· What experience do you have in the subject matter? (e.g. has the translator done work of a similar nature, are there references available) 
· How do you bill and what is your rate? (e.g. by the word, by the hour) 
· What other services are included in the translation? (e.g. proof-reading, document formatting, how do you deal with last minute revisions?) 
· In what format do you require the document? (e.g. electronic format) 

Cost considerations 
When employing the services of a translator, you may wish to request a contract. It is important to outline the rates, services provided, a deadline for the translation, any other special considerations that you may have. You may view several sample contracts by visiting the following sites. These contracts were created by the respective provincial associations and are provided here as reference tools. 

Sample Contract - Association of Translators and Interpreters of Nova Scotia 

Model Translation Contract - Association of Translators and Interpreters of Ontario 

Plan in advance and give as much notice as possible when having a document translated. This allows for important revision time and for any unforeseen glitches during the process. Avoid last minute requests for translations as you might incur increased costs for the urgency. 

Someone within your organization should review the translation. This process helps to ensure that the translator, who is not a part of your organization's culture, has captured the essence of your document. 

You may wish to contact a local school of translation. There may be students who are available to do small translations as part of their study program. You may visit the following website to locate a school of translation near you to inquire about this possibility: 

http://www.noslangues-ourlanguages.gc.ca/index-eng.php
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