PREPARING TEXT FOR TRANSLATION

Translations of information intended for members of the public should be in simple, easily understood language. A translation will be far more effective if the original English text is clear and stylistically consistent. 

You will also need to consider whether the information you are preparing takes into account the cultural and religious background/s of the targeted audience. 

The following points may assist when preparing materials for translation. 

1. Don't include too much information. 

2. Use short, easily understood sentences. 

3. Avoid 'inflated' words. 

For example, the word 'advantageous' could be replaced with 

'useful " and the word 'magnitude' with 'size ".

4. Use the active rather than the passive voice. 

For example, 'our staff can help you find work' rather than 'help 

with finding work is provided by our staff'.

5. Repeat nouns rather than using pronouns. 

" Pronouns can be grammatically ambiguous, as in the following example: 

There are also three nurses and three interpreters on duty. They speak Croatian, Serbian, Greek and Italian. 

It is not clear whether the interpreters only, or the nurses too, speak these languages. 

6. Avoid metaphors, colloquialisms, and culturally specific humour. These are usually untranslatable. 

7. Avoid ‘officialese’, ‘legalese’ and professional jargon. If you use highly specialised terminology, provide an explanation in brackets. 

8.  Avoid lengthy titles - try to break them up. 

For example: 'Mental Health Division Early Childhood Team' is difficult to translate. 

9. Use specific rather than general terms. 

For example, say 'hospitals, community health centres and infant welfare centres' instead of  'health centres'. 

10. Put the main idea first. 

11. If something is difficult to explain consider whether you really need to include it. Difficult ideas may be explained by using examples or diagrams. 

12. Explain concepts introduced which may be unfamiliar to those from other cultural backgrounds, such as Neighbourhood Watch or Meals on Wheels. 

13. Provide a context for key ideas. 

For example, without any context or explanation the term 'English on the Job' can be translated as 'Instructions given at work in English' instead of 'learning English during work hours '. 

14. Provide translators with background material, including a glossary of any program-specific or specialist terms used, to assist them in understanding the document. 

15. Ensure that the translator has been given a contact within your organisation to discuss any issues that arise during the translating process. 

<Source: Organising Translations, Department of Premier and Cabinet, April 1997>
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