	ASSIGNEMENT
	Quantity    
	PRICE
	Add. Information
	

	
	
	
	
	

	Translation of Business Correspondence



	Minimum of 300 words


	£0.12 per word
	Culturally appropriate, accurate, well-written translations of faxes, letters memos, etc. Speedy turnaround. Supplied in the format most convenient for you - electronically, floppy disk, hardcopy - via e-mail, courier or mail.

*Same or next day service available.  

	* Business translations 

Whilst this is generally possible it must also be realised that an inaccurately translated or stylistically inappropriate letter dashed off to an overseas client or associate will tarnish your image and could lose you business.

Our Spanish letters & faxes need to be more than merely accurate translations - they must also be well worded and reflect the rules and conventions of business writing in the target culture - often vastly different to English. We know speed is important, but quality is vital!

^The price may, for instance, depend on the type of text to be translated and the amount of time available for the translation



	Brochures and Promotional Translations (Marketing)


	Minimum of 300 words


	£0.11p per word
	General description, promotional text, & technical or factual information


	^The price may, for instance, depend on the type of text to be translated and the amount of time available for the translation

	Technical Translations


	 Minimum of 300 words


	£0.13p per word


	Clarification of technical jargon/in-house terminology with client. Close liaison with client to clarify text *string meanings. Thorough checking procedures to ensure correct functionality.
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Product data/safety sheets 
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Proposals/Offers 
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Technical brochures 
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Reports/Summaries
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Software programmes 

	Special deals available for large projects

Software localisation is also available. 

^The price may, for instance, depend also on the type of text to be translated and the amount of time available for the translation


	Website Translations 
	Minimum of 300 words
	£0.11p per word
	Close liaison with client to clarify text *string meanings. Thorough checking procedures to ensure correct functionality.


	*Software localisation offers a special translation challenge. To be able to translate everything correctly, the translators must not only have a good understanding of the function and operation of the programme(s) but also need to understand precisely what each individual string means, how it is to be used, and what other strings it combines with.

^The price may, for instance, depend on the type of text to be translated and the amount of time available for the translation


	Transcription and Translation of Audio & Video Tapes
	*Summary translation

**Selective translation


	Subject to estimate
	*Translations that provide a broad overview of the content and conclusions of a document in summary form.

**Translation of selected parts of a document. Can include translations of tables of contents, lead paragraphs, abstracts, conclusions etc, or alternatively, the identification and translation of sections of key interest to the client.
	**A Word of Caution!

Unless the client has provided prior specification, the decision as to what sections to translate often relies heavily on the translator's judgement. There is the risk that important sections may be omitted.

^The price may, for instance, depend on the type of text to be translated and the amount of time available for the translation



Additional charge information

5% Administration Fee will be charged on all translations. And there will be an expected receipt of 50 % of estimated price on acceptance and the remaining 50% at the completion of the work on translations of 1000 words translation assignments and above.

All payments terms, to be completed within 28 days of invoice date 

Payment of all invoices to be completed 20 days from invoice date .

Extensive Reference Resources
We have ready access to excellent reference materials, bilingual dictionaries and the Internet for the verification of terminology.

Quality Control Procedures
Great care is taken to ensure all translations are of a high standard. Wherever possible a second translator will review the initial translator's 'final' text to ensure accuracy & eliminate errors.

Complete Confidentiality
Absolute confidentiality of all material forwarded for translation is guaranteed at all times.

Convenience
Output in the format most convenient for you - e-mail, hardcopy or disk.
