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Glossary
"Source language" means a document's original language -- in your case, English.

"Target language" means the language into which the document is translated -- in your case, the foreign
language.

"For information" means a rough -- albeit technically accurate -- translation so the reader understands
the content of the original.

"For publication" is an edited final translation which should flow as if it had been written in the target
language.

Helpful Items for the Translator

e Provide a glossary of terms specific to your product and/or industry

e Consider other languages' space requirements and writing conventions (e.g., right-to-left)
e Provide context, especially for translating interfaces only

e Provide original (Word, Excel, ...) documents rather than PDFs

Writing "Rules"

e Use terminology extremely consistently

e Eliminate non-essential information -- or group information relevant only to programmers or
other experts in a separate section

e Write concisely, but don't omit multiple articles or syntactic cues

e Do not use words in non-standard ways, such as using nouns as verbs and vice versa

e Insert notes (as invisible comments) for the translator

e Use the literal meaning of words -- and avoid wordplay and metaphors

e Avoid references to popular culture, sports, etc.

e Avoid acronyms and abbreviations as much as possible

e Minimize the use of homographs (words with the same spelling, but different meaning)

e Write in a formal tone

e Keep in mind that time zones, units of measure and national holidays differ among countries
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