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I . PRE- PROCESSI NG 
 

To achieve the highest  linguist ic qualit y possible in the 
LOCALIZATI ON process, our  client s are requested to provide us 
with inform at ion (Needs Analysis format )  about  the docum ent  
pr ior  to com mencing with t he t ranslat ion process including:   

 
·  Person responsible for creat ing document  

 
·  Purpose of the documentat ion (review, educat ional, 

advert ising, support , background informat ion .  .  .  )  
 

·  I ntended audience (Nov ice, Sophist icated, Exper ienced, 
Educated, conservat ive . .  .  )  

 
·  I n-country officer contact  for consult ing purposes on glossary 

/  term inology developm ent . 
 

·  Target  country officer for proofreading purposes. 
 

·  Any exist ing t ranslat ions 
 

Once this inform at ion has been gathered, we strongly 
recom m end that  t he following it ems be developed:   

 
  •   A sty le guideline, 
 
  •   A glossary in the source language, and 
 
  •   A term inology list  in t he target  language. 
 

Guidelines, glossar ies, and /  or term inology lists ensure 
consistency in the t ranslat ion over all components of t he 
localized product . 

 
A . W h at  a r e  st y le  g u ide l in es? 

 
Style guidelines, or st yle sheets, are a list  of specific 
“ rules”  t he linguist  can follow dur ing the t ranslat ion 
process. They are eit her provided by the client  or are 
developed by the linguist  in conjunct ion with the client .   
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Guidelines typically address the following issues:  

 
•   Tone of the localized documentat ion, 
•   Those terms that are translated, and those that  are 

not , 
•   Rules for capitalizat ion and accent  marks, 
•   Translat ion of t it les and subt it les, 
•   Conversion of m easurements, 
•   Rules for spelling num bers, 
•   Use of abbrev iat ions, and 
•   Punctuat ion rules. 

 
The list  is then dist r ibuted to the linguists working on your 
j ob to ensure t ranslat ion consistency across all product 
components. To compile a term inology list  or  a m ajor 
glossary complete with defin it ions, is t im e and money well 
spent  and the payoff is consistent  use of term inology from 
one t ranslat ion project  t o the next . 

 
Facilitat ing an opportunit y for discussion between the 
technical wr it er  and the in-count ry  /  target  count ry client ’s 
officer  means that  cult ural and other  count ry-specific 
issues can be addressed ear ly in the project , making the 
t ranslat ion process more effect ive and efficient .  St yle 
guidelines are developed based upon consensus am ong the 
in-count ry /  t arget -count ry and Spanish Word Associates. 
Style guidelines help to create docum ents appropr iate for 
the end user, and for meet ing company and country 
standards as well as for m aintaining geographic and 
cult ural suitabilit y.  

 
B. W h at  is a  g lo ssar y ? 

 
A glossary  is a list  of words in t he source language in 
which diff icult  or  t echnical, product -specific t erms are 
explained. Typically, the glossary is developed by the 
technical wr iters and software engineers ( web sites)  
working on your specific project .  The glossary is then used 
by the linguists work ing on the project to ensure that  t he 
r ight  t ranslat ion is chosen for  each of these specialized 
terms. 
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C. W h at  is a  t er m in o lo gy  l ist ? 
 

A term inology list  is an agreed-upon list  of t erms, in 
the target  language, to be used in t he localizat ion 
process. I t  ensures:  

 
•   That  t he translator, copy editor, and 

proofreader all use the sam e, indust ry -specific 
term inology throughout  the project  and over 
all project  components, 

•   Consistency of abbrev iat ions, product  nam es, 
non- translated terms, and m easurem ents, 

•   Consistency between country and company 
standards, 

•   Locale suit abilit y, and 
•   Consensus among client , d istr ibutor , and 

localizat ion provider . 
 

Th e  t e r m in o lo g y  l ist  is b ased  on :  
 

•   The product -specific glossary developed by  the 
technical wr iter  of the source docum ent , 

•   The already localized user inter face 
term inology of major  software developers ( e.g. 
Microsoft )  and available t arget  count ry 
dict ionar ies. 

•   Software and docum entat ion that  the client  
previously localized, and 

•   All other localized resource m ater ials such as 
m arket ing collateral,  product  lists, as well as 
company and count ry standards. Company 
standards include part  num bers, technical and 
product  support  informat ion, warrant ies, 
license agreements, copy r ights, references to 
other software, product  nam es, brand nam es, 
and non- translated terms. Count ry standards 
are ways of expressing funct ional or  cult ural 
dictates, such as publishing standards, sort ing 
of list s, abbreviat ions, t ime, dates, holidays, 
currency, and m easurements. 
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D . W h o  est ab l i sh es, u p dat es , an d  va l i d a t es t h e 

t e r m in o lo g y  l i st ? 
 

The lead linguist  assigned to your project  develops 
the term inology list . The linguist  gathers all resource 
m ater ials and consults, as needed, with product 
developers to obtain explanat ions of any ambiguous 
terms ( this may be facilitated by your in-count ry /  
target  country key officers) . The lead linguist  also 
updates and validates the list  system at ically 
throughout  the localizat ion process. The term inology 
list  is then used by  each of t he linguist s dur ing the 
t ranslat ion phase. I f any addit ions, delet ions, or 
m odificat ion of the term inology list  are suggested, 
they are funneled back to t he lead linguist  for 
ver ificat ion. 

 
By keeping the clients target  m arket  in m ind, when 
developing their content , we avoid using slang terms 
and culturally  biased graphics. Slang is diff icult  t o 
t ranslate and understand in a foreign context . 
Sim ilar ly, graphics can have a cultural bias that  is 
diff icult  to understand.  

 
When using an acronym in the source 
docum entat ion, SWA linguists write out  its m eaning 
when it  first  appears in the docum ent . When 
t ranslat ing, the first  use of t he acronym  is 
defined/ t ranslated in the target  language, even if t he 
acronym  rem ains in it s English form  throughout  the 
docum ent . Monitor your  word 
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I I . PROCESSI NG 
 

Our  localizat ion project  m anager will keep you informed of t he 
status of your project  v ia e-m ail,  phone, or fax based on your 
requested m ethod and frequency.  

 
The ar t  of t ranslat ion is complex . An experienced t ranslator can 
ext ract  t he essent ial inform at ion from  the source m ater ial,  
including register ( tone, sty le, form alit y, com plexity , etc.)  and 
carry  it  over  to the target  language t ranslat ion. Quality of 
localizat ion is direct ly linked to the t ranslator ’s exper ience with 
the topic and knowledge of both the source and target 
languages. 

 
Our  t ranslators provide nat ive-quality  t ranslat ions. Nat ive qualit y 
m eans that the m ater ial, once t ranslated, reads as though it  was 
or iginally wr it ten in the target  language. This usually requires 
the expert ise of someone who was raised and educated in t he 
target  count ry. Of course, there are non-nat ive translators wit h 
except ional educat ion, t raining, and experience in a specific 
language that are able to prov ide nat ive-quality work, but  it  
takes t rue talent . 

 
At  SWA our t ranslators have:  

 
•   Nat ive fluency in t he source language, 
•   A thorough understanding of t he target  language, 
•   Excellent  wr it ing skills,  including a gram mat ical m astery of 

the target  language and knowledge of var ious writ ing 
forms and styles, 

•   Fam iliar it y wit h current  term inology in the desired field 
(exper ienced translators oft en find it  helpful to m aintain 
extensive reference librar ies) , 

•   A working knowledge of the localizat ion process, 
•   Access to appropr iate tools such as up- to- date computers 

and m ult iple software applicat ions, and 
•   An awareness of cultural differences and language 

subt let ies. Our translators have extensive educat ion. 
Technical t ranslators require addit ional exper ience in order 
to work in specific fields.  
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Using qualif ied translators is integral to t he success of your 
localizat ion project .  Quality  t ranslators infuse your  products wit h 
a professional st yle and clar ity of content  t hat  contr ibutes to t he 
success of your internat ional release. I n order to ensure high 
quality, the linguist ic phase of t he project  should normally 
include three steps:  

 
•   Translat ion, 
 
•   Copy edit ing, and 
 
•   Proofreading. 

 
The translator is the “ lead linguist ”  on your project  and is 
responsible for  convert ing the source m ater ial content  into t he 
target  language. The copy editor t hen reviews, word for word, 
the t ranslator ’s work , ver ify ing the accuracy of the translat ion. 
Finally, the proofreader exam ines the final version for 
consistency and flow of the language. I f you just  need your 
content  understood in t he target  language, you may be able to 
use t ranslat ion, or translat ion followed by either  copy edit ing or 
proofreading. This approach is part icular ly useful for internal 
docum ents (say, train ing mater ials for your new mult inat ional 
account ing system) .  

 
A . Tr a n sla t io n  

 
At  t his stage, in accordance with the specific guidelines produced 
in the Analysis phase, our t ranslators focus on their  craft  by 
render ing a product  in the specific t arget  language(s)  of t he 
project . The goal, of course, is to absolutely avoid lit eral word for 
word translat ion, and instead create a piece of wr it ing, which 
reads as though it  were or ig inally wr it ten in t he target  language 
itself. Equally im portant  in t his process is t he ability to m aintain 
consistency. This is great ly enhanced by the use of Com puter -
Assisted Technology. 
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The basic process is as follows:  as a translator goes about  his or 
her business, every  sentence and or phrase t ranslated is stored 
in a bilingual database. For every subsequent  reoccurrence of a 
part icular  sentence, or  in most  cases, a sentence fragment , t he 
t ranslator is autom at ically provided with t he translat ion stored in 
m emory. The translator can then choose to accept  t his 
t ranslat ion if it  is a 100%  m atch or  edit  it  in such a way that 
renders it  acceptable. As one m ight have already guessed, t his 
great ly reduces t im e spent  on repeated content  and ensures that 
the term inology will be consistent throughout  an ent ire 
docum ent  and in any related docum entat ion t ranslated at  a later 
date.  

 
B. Co p y  Ed i t in g  

 
Following t ranslat ion, files are then submit ted to an editor . The 
job of t he editor  is to ensure that  the content  has in fact  been 
t ranslated accurately and that  the quality is acceptable. This is 
done by  comparing the translated tex t  to the or ig inal English line 
by line, all t he while keeping in m ind that  correct  rules of 
gram mar  and syntax have been followed. Equally im por tant  is 
the editor ’s task of m aking sure term inology is correct and 
consistent  wit hin the docum ents and that  client -approved 
glossary t erms are ut ilized. Since larger projects can oft en 
involve more than one translator, t he edit ing stage is especially  
cr it ical since it  requires the m eshing of individual wr it ing styles 
to create a smooth and flowing document . 
 
C. Pr oo f r ea d in g  

 
This is the third and final stage of the t ranslat ion process. At  t his 
j uncture a third part y linguist  evaluates the t ranslated and 
edited content  for  grammar , sty le, professional readability , and 
again consistency, ( from  both a t erm inological and cult ural 
standpoint ) .  Since the proofreader should by th is point have a 
quality product  in hand the main goal here is not  to employ the 
line by line scrut iny of t he edit or,  but  to assess the overall flow 
of the document , keeping in m ind the intent ion that  it  should 
read as if or iginally wr it t en in t he target  language it self. Once 
th is is done and any final f inishing touches are m ade, the files 
are t hen given back to the t ranslator, who will then, in t urn, 
update the Computer- assisted database based on any changes 
m ade. 
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I I I . COMMUNI CATI ON 
 

Comm unicat ion is the cornerstone of a successful project . I n 
t ranslat ion and localizat ion work, our  project m anager will be 
responsible of comm unicat ing any needs between you and the 
t ranslat ion and localizat ion team  work ing on the project  and 
sim ilar ly com m unicate issues the localizat ion team  has back to 
you and your colleagues. Typically , representat ives from  both 
sides ( the client  and the provider)  work t ogether  t hroughout  t he 
project ,  with t he localizat ion project  m anager  (PM)  serving as 
the m ain conduit  of communicat ion.  
 
A t ypical localizat ion team  includes key contact(s)  person(s)  for 
the client ,  an in-count ry  rev iewer who can answer quest ions 
about  the technical specificat ions discussed in your  source 
docum ent  and a  target -count ry contact  who can offer advice on 
the term inology and st yle, and a technical expert . On the 
localizat ion provider side, the PM coordinates project  resources, 
including engineers, desktop publishers, quality assurance 
specialist s, and linguists. Any issues encountered by these 
resources are funneled back to the client  by PM for  resolut ion.  
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I I I . POST- PROCESSI NG 
 

A. Visu a l  r ev iew  
 

Once the form al translat ion process has come to an end, the 
Quality Assurance process cont inues, in different  forms 
(depending on the nature of your  project ) .  I f your  project  
includes pr inted mater ials, the QA rev iewers perform  visual 
validat ion to insure that everything in the t ranslated docum ent  
m atches the or iginal English text  (source document) . The QA 
reviewer validates items such as:  

 
•   Completed t ranslat ion ( all it em s that  should be t ranslated 

are t ranslated and those that  should rem ain in t he source 
language are not  t ranslated) , 

•   Consistent  font  t ype, style, and size, 
•   Correct  placem ent  and size of graphics, 
•   Graphic content  (m aking sure t here is no clipping of 

graphic or tex t  elements) , 
•   Page flow and page numbering, 
•   Cross- references between text  and the table of contents 

and indices, and 
•   Text  indentat ion and alignm ent . 

 
B. Tex t  Re in t eg r a t io n  &  Fo r m at t i n g  o f  Lo ca l i zed  Pr o d u ct  

 
Once the ent ire amount  of content  has passed through all stages 
of t ranslat ion and client  approval has been at tained through the 
submission of sample port ions of tex t ,  files are t hen 
reintegrated, if necessary, back into their  or iginal form at  and the 
final localized product  is built .  Layout , graphics, localizat ion 
issues specified in t he Analysis stage, and all other elements set 
out  in t he init ial guidelines are addressed so as to produce a 
fin ished product  in t he specific t arget  language(s) . 

 
C. Fin a l  QA:  Lin gu ist ic  an d  Tech n ica l  

 
With t he final localized product  com plete, one last  round of 
linguist ic inspect ion is conducted to ensure that the translated 
content  is error- free. All technical t est ing is carr ied out  as well.  
The type of t est ing is determ ined by  the project  scope and will 
have already been determ ined in t he Analysis phase 
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