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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.

fenance are
bded for the
ce with the

editgrial rules of the ISO/IEC Directives, Part 2 (see www.iso.org/directives).

Atteption is drawn to the possibility that some of the elements of this documént-may be the subject of
patept rights. ISO shall not be held responsible for identifying any or all such\patent right4. Details of
any patent rights identified during the development of the document wiltbe in the Introdudtion and/or
on the ISO list of patent declarations received (see www.iso.org/patents);

Any|trade name used in this document is information given for thé convenience of users ajnd does not
congtitute an endorsement.

For pn explanation on the meaning of ISO specific terms*and expressions related to|conformity
assepsment, as well as information about ISO’s adherencette’the WTO principles in the Technical Barriers
to Tgade (TBT) see the following URL: Foreword - Supplementary information.

The rommittee responsible for this document is [SO/TC 37, Terminology and other languagel|and content
resoyirces, Subcommittee SC 5, Translation, intefpféting and related technology.
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Introduction

This International Standard specifies requirements for all aspects of the translation process directly
affecting the quality and delivery of translation services. It includes provisions for translation service
providers (TSPs) concerning the management of core processes, minimum qualification requirements,
the availability and management of resources, and other actions necessary for the delivery of a quality

translation

service.

This International Standard is intended for implementation by TSPs of any size. Conformity requires
all the International Standard’s provisions to be met, but the methods of implementation may differ

depending
complexity

The followi
to them by

T thesizeamdcomptexity of the orgamization amnd; T some tases, o tire volure
of the translation service being requested of the TSP.

g auxiliary verbs used in this International Standard have the conventional usage assi
SO directives:

and

bned

— shall - §ised to indicate requirements strictly to be followed in order to conform to the document

and fro

— should
suitablg
not nec

— may-\
— can-u

In this Inte
where thers

— referen
legal re

— referen
origina

m which no deviation is permitted;

- used to indicate that, among several possibilities, one is recommended as particuyl
e, without mentioning or excluding others, or that a certain course of action is preferre
essarily required;

sed to indicate a course of action permissible within thellimits of the document;
ed for statements of possibility and capability, whether material, physical, or causal.

rnational Standard, the following convention.inruse has been adopted to provide cl
might otherwise be confusion of concept:

ces to “requirements” relate to provisioms of this International Standard, other standarg
culation;

ces to “specifications” relate to provisions involving the translation service or pr
Ling from the client, TSP, or other sources.

arly
but

hrity

S, or

Dject

Vi
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Translation services — Requirements for translation
services

1 Scope

This International Standard provides requirements for the core processes, resources, and other aspects
necessary for the delivery of a quality translation service that meets applicable specificatiohs.

Application of this International Standard also provides the means by which a trahslagion service
proyider (TSP) can demonstrate conformity of specified translation services to this Ipternational
ard and the capability of its processes and resources to deliver a translationseérvice thiat will meet

Applicable specifications can include those of the client, of the TSP itself,-and of any relevgnt industry

The lise of raw output from machine translation plus post-editing is olitside the scope of this International

This|International Standard does not apply to interpreting.services.

erms and definitions

For fhe purposes of this document, the followingterms and definitions apply.

2.1 | Concepts related to translation and translation services

2.11
translate
render source language content (2:3.2) into target language content (2.3.3) in written form

2.1.

translation
set df processes (2.1.4)\te’render source language content (2.3.2) into target language contept (2.3.3) in
written form

Note|1 to entry: Astranslation may refer to formats other than text-based formats (e.g. an audio file, jmage, etc.).

2.1.
translation workflow
processes (2.1.4), or parts thereof, involved in achieving target language content (2.3.3)

2.14
process
set of interrelated and interacting activities performed in order to achieve a stated objective

2.1.5
product
output of process (2.1.4)

EXAMPLE1 A translated (2.1.1) version of a book purchased from a retail shop or on the web.

EXAMPLE 2  Intellectual property in the content of a translated (2.1.1) book can be the subject of agreement
between the author and the translator (2.4.4).

© IS0 2015 - All rights reserved 1
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EXAMPLE 3
can be purch

A TSP (2.4.2) translating a book for a publisher is providing a service (2.1.6). Computer software

ased to support a range of translation (2.1.2) processes (2.1.4).

Note 1 to entry: Many product categories comprise elements that form a generic product. Its dominant element
determines whether the product is designated processed material, intellectual property, software, or services

(2.1.6).

2.1.6

translation service
intangible product (2.1.5) that is the result of interaction between client (2.4.3) and TSP (2.4.2)

2.1.7

interpret
render spoK

2.2 Conc

en or signed information from one language to another language in oral or signed-formj

epts related to translation workflow and technology

2.21
computer-
CAT

ided translation

part of tranfslation workflow (2.1.3) in which a variety of software applications are used to suppor

task of hu

n translation (2.1.2)

Note 1 to enfry: These computer programs are usually referred to as traenslation (2.1.2) tools, computer-

translation t

2.2.2
machine tn
MT
automated
computer sy

2.2.3
machine tn
outcome of

2.2.4
post-edit
edit and cof

Note 1 to ent]
translation ¢
translation ¢

2.2.5
check
examinatio

bols, or, sometimes, translation environment tools (TEnTs).

anslation

(ranslation (2.1.2) of text or speech from @ne natural language (2.3.8) to another usi
ystem

anslation output
machine translation (2.2.2)

rect machine translation output (2.2.3)
ry: This definition-means that the post-editor will edit output automatically generated by a ma

ngine. [t does natrefer to a situation where a translator sees and uses a suggestion from a ma
ngine within &CAT (computer-aided translation) tool.

h of target language content (2.3.3) carried out by the translator (2.4.4)

L the

ided

ng a

thine
thine

2.2.6
revision

bilingual examination of target language content (2.3.3) against source language content (2.3.2) for its
suitability for the agreed purpose

Note 1 to entry: The term bilingual editing is sometimes used as a synonym for revision.

2.2.7
review

monolingual examination of target language content (2.3.3) for its suitability for the agreed purpose

Note 1 to entry: The term monolingual editing is sometimes used as a synonym for review.

© ISO 2015 - All rights res
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2.2.8
proofread

examine the revised target language content (2.3.3) and applying corrections (2.5.4) before printing

2.29
project management
coordinating, managing, and monitoring a project throughout its complete lifecycle

2.2.10
style guide
set of editing and formatting instructions

2.3 | Concepts related to language and content

2.3.

source language
langpage of the source language content{2.3.2)

2.3.
target language
langpage into which source language content (2.3.2) is translated (2.1.1)

2.3.
language register

varig¢ty of languageused for a particular purpose or in a particular social or industrial dom

2.3.
natyral language
written, sighed, or spoken human language

Note|1t0 entry: For example, languages which are not natural include programming languages such

hin (2.3.10)

as C++.

2.39
text-type convention

subset of specifications for the target language content (2.3.3) related to the content (2.3.1) type and

domain (2.3.10)

Note 1 to entry: For example, with acts of law, there are formal conventions which are always used by legislators.

2.3.10
domain

subject field, sphere of knowledge or activity having its own specialized culture, social context, and

linguistic characteristics

© ISO 2015 - All rights reserved
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2.3.11
locale

set of characteristics, information, or conventions specific to the linguistic, cultural, technical, and
geographical conventions of a target audience

2.4 Concepts related to the people involved in translation services

241

language service provider

LSP
person or o

rganization who prnvidpc angn:\gp-rplnrpd services

2.4.2
translation
TSP
language se

EXAMPLE

Note 1 to enf
and value-ad

service provider

rvice provider (2.4.1) that provides professional translation services (2.1.6)
Translation companies, individual translators, or in-house translation departments.

ry: Language service provider (LSP) (2.4.1) is a more general term invol¥ing other language-re
ded services but for the purposes of this International Standard, LSPs (2.4.1) are considered

TSPs when they are providing translation services.

2.4.3
client
customer

<translatiof services> person or organization that commissiotis a translation service (2.1.6) from 3

(2.4.2) by fa

Note 1 to en|
(2.1.6)and c

244
translator
person who

2.4.5
reviser
person who

2.4.6
reviewer
person who

2.4.7
proofreadé
person who

rmal agreement

kry: The client can be the person or organization requesting or purchasing the translation sd
hn be external or internal to the TSP’s (2.4.2).organization

translates (2.1.1)

revises (2.2.6) target language content (2.3.3) against source language content (2.3.2)

reviews (252.7) target language content (2.3.3)

r

ated
fo be

TSP

rvice

proofreads (2.2.8) target language content (2.3.3)

24.8
project ma
PM

person who

249
competenc

nager

manages specified aspects of a translation project and is responsible for the process

e

ability to apply knowledge, experience, and skills to achieve intended results

© ISO 2015 - All rights res
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Concepts related to control of the translation service process

2.5.1
verification
confirmation by the project manager (2.4.8) that specifications have been fulfilled

2.5.2
document
information and its supporting medium

Note 1 to entry: The medium can be paper, magnetic, electronic or optical computer disc, photograph or master

la ra ralination th ool

samy

Note
“doc

[SOU

2.5.
recd
docU

2.5.1
corr
<tra
proc
beer]

Note
the t
clien

2.5.
corr
actid
targ

Note

taken to ensure that it does nothappen in the same way again.

3

3.1

3.1.]

TGO Com oot reor

2 to entry: A set of documents, e.g. specifications and records (2.5.3), is frequently“re
mentation”.

RCE: IS0 9000:2005, 3.7.2]

J
rd

|
ection

hslation service> action taken to correct an error in target language content (2.3.3) of
pss (2.1.4) or a nonconformity to a requirement of this {nternational Standard when con
claimed

1 to entry: Corrections generally arise as a result of'errors found when the translator is che
hirget language content (2.3.3), when reported by, a-reviser (2.4.5) or reviewer (2.4.6) or proofrea
(2.4.3), or during an internal or external audit'ef the implementation of this International Stan

D
ective action

n taken to eliminate the cause(of'a nonconformity or errors in the translation proce
bt language content (2.3.3)

1 to entry: Corrective actjon involves an investigation to identify what went wrong and what

Resources
Human-resources

| Geéneral

ferred to as

ment (2.5.2) or report stating results achieved or providing evidence of activities performed

translation
formity has

cking (2.2.5)
Her (2.4.7) or
dard.

ks (2.1.4) or

hction can be

The

TSPshattraveadocurmented processim ptace to ensure tirat the people sefected

translation tasks have the required competences and qualifications.

to perform

The TSP shall keep a record of the evidence upon which the professional competences of translators,
revisers, reviewers, and other professionals have been demonstrated.

3.1.2 Responsibility for sub-contracted tasks

Where a TSP chooses to engage a third party to perform a translation service or any part thereof, the
TSP shall retain full responsibility for ensuring that all the requirements of this International Standard
are met with respect to that service or any part thereof by that third party.

© ISO 2015 - All rights reserved
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3.1.3 Professional competences of translators

Translators shall have the following competences.

a)

b)

f)

3.14 TrTslator qualifications
The TSP s

Translation competence: the ability to translate content in accordance with 5.3.1, including the
ability to address the problems of language content comprehension and language content production
and the ability to render the target language content in accordance with the client-TSP agreement
and other project specifications.

Linguistic and textual competence in the source language and the target language: the ability
to understand the source language, fluency in the target language, and general or specialized
e T N bitity to

i ires
experignce in the use of research tools and the ability to develop suitable strategies for the effifient
use of the information sources available.

Cultural competence: ability to make use of information on the behaviourdl standards, up-to{date
terminglogy, value systems, and locale that characterize both source afid target language cultures.

Technical competence: the knowledge, abilities, and sKills requited to perform the technical tfasks
in the translation process by employing technical resources including the tools and IT systems|that
supporf the whole translation process.

Domaip competence: the ability to understand content\produced in the source language and to
reprodiice it in the target language using the appropriate style and terminology.

all determine the translator’s qualifications to provide a service conforming to|this

Internationpl Standard by obtaining documented evidence that the translator can meet at least ohe of

the following criteria:

a)
b)

c)

arecoghized graduate qualification in translation from an institution of higher education;

a recoghized graduate qualifigation in any other field from an institution of higher education|plus
two yedrs of full-time profeSsional experience in translating;

five yeqrs of full-time'professional experience in translating.

NOTE1 Iif some countries translation degrees may be referred to by a different name such as linguistic stpdies
or language §tudies«lfthe course includes translation training, it is considered equivalent to a translation degree.

NOTE 2  Nptingthat the word “graduate” can have differing application in differing educational jurisdictiops, in
this Internationdl Standard it includes the first degree level of academic award issued by a recognised instithition
of higher education.

NOTE 3  Full-time professional experience means full-time or equivalent.

3.1.5 Professional competences of revisers

The TSP shall ensure that revisers have all the translator competences defined in 3.1.3, the qualification
defined in 3.1.4, and translation and/or revision experience in the domain under consideration.

3.1.6 Professional competences of reviewers

The TSP shall ensure that reviewers are domain specialists and have a relevant qualification in this
domain from an institution of higher learning and/or experience in this domain.

© ISO 2015 - All rights reserved
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3.1.7 Competence of translation project managers

The TSP shall ensure that project managers have the appropriate documented competence to support
the TSP in delivering translation services to meet client and other project specifications.

Appropriate translation project management competence can be acquired in the course of formal or
informal training (e.g. as part of a relevant higher educational course or by means of on-the-job training
or through industry experience).

In the course of their training and the execution of their duties, translation project managers should

develop a basic understanding of the translation services industry and a thorough knowledge of the

lotion oo a acxazall oc oo oot B £ o oacarant ol
tran PpIAaAtIvUIl l.ll ULLOO, do Vwillill do IITdotlll l_ll UJ\'LL lllﬂll“s\'lll\'llt OINTITO.

3.1.8 Recording regular maintenance and updating of required competences

The |TSP shall have a process in place to record that the competences of their\translators, revisers,
revigwers, project managers, and other professionals required by 3.1.3 to,3.1.7 are majintained by
contjnuing practice and regularly updated by training or other means. The TSP shall keep| a record of
how|competences are maintained and updated.

3.2 | Technical and technological resources

The [[SP shall have an infrastructure in place which, where appropriate, ensures the availabflity and use
of thie following:

a) fechnical equipment required for the efficient and effective completion of translation projects and
for the safe and confidential handling, storage, retrieval, archiving, and disposal of all r¢glevant data
hnd documents;

b) Fommunications equipment including appropriate hardware and software;
¢) [nformation resources and media;
d) translation technology tools, trahslation management systems, terminology managemegnt systems,

hnd other systems for managing translation-related language resources.

4 Pre-production processes and activities

4.1 | General

The TSP shall hdve processes in place for handling and analysing enquiries, determiring project
feastbility, préparing quotations, and entering into agreements with clients.

4.2 | Enquiry and feasibility

The TSP shall analyze the client’s enquiry in order to identify the client’s specifications for the services
and the TSP’s capability to meet them, determining whether all the necessary human, technical, and
technological resources are available.

4.3 Quotation

Unless otherwise agreed with the client, the TSP shall submit a quotation to the client indicating at least
price and delivery details such as language pair(s), delivery date, format, and medium.

4.4 Client-TSP agreement

The TSP shall finalize an agreement with the clientand retain arecord of that agreement. If an agreement
is made verbally or by telephone, the TSP shall confirm the agreement and its terms in writing (e.g. by

© IS0 2015 - All rights reserved 7


https://standardsiso.com/api/?name=6abdc7d8609de5e94d6ed253359e1bef

ISO 17100:2015(E)

letter, fax, or email). The agreement, whether contractual or non-contractual, shall include or reference
the commercial terms and the project specifications. The agreement may also call for conformity to this
International Standard. Annex B contains a list of the items which may be included in the agreement.

Any deviation from the original agreement shall be agreed upon by all parties before any action is taken
that deviates from the original agreement and the agreed amendment shall be recorded and stored with
the original agreement documentation.

4.5 Handling of project-related client information

The TSP shall endeavour to obtain any additional information required with regards to difficulties in
the source language content and other project specifications by contacting the client for instructions
and passing that information on to all relevant parties involved in the project.

The TSP shall have a process in place for the security of information and for the safe keeping and, where
appropriatg, safe return or destruction of all material (documents and data) received from the client.

4.6 Proje¢ct preparation

Preparatiorn] by the TSP shall cover administrative, technical, and linguistic\aspects according t¢ the
project spegifications of each translation project.

After receiyfing the source language content for translation, the TSP-shall establish that it conforms to
the client-TFP agreement and project specifications and, in case of‘non-conformity, shall contacf the
client for clarification.

4.6.1 Administrative activities

4.6.1.1 Projectregistration

The TSP shall record each accepted translation_project and maintain a register for the duratign of
the project|as well as a project archive. Theregister shall make it possible to identify and track the
translation project and to determine its status (see Annex C).

4.6.1.2 Project assignment

The TSP shpll assign to each trdnslation project any internal and/or external resources necessafry to
ensure co:[liance with the client-TSP agreement and project specifications.

All assignments shall be. decumented.
4.6.2 Tedhnical aspects of project preparation

4.6.2.1 Technical resources

The TSP shall ensure that the technical resources required at all stages of the project are used by all
relevant parties involved in the process, including sub-contractors.

4.6.2.2 Pre-production activities

The TSP shall carry out any necessary technical and pre-production tasks in order to prepare the source
language content for translation. Pre-production translation tasks can include items such as those listed
in Annex D.

4.6.3 Linguistic specification

The TSP shall have a process in place to ensure that information concerning linguistic specifications in
relation to the translation project is documented and communicated as appropriate.

8 © IS0 2015 - All rights reserved
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Such information can include specifications for compliance with a client style guide, adaptation of the
target language content to the agreed target audience, purpose and/or final use and use of appropriate
terminology,and involve updating oflexical or terminological resources such aslexicons or terminological
databases.

4.6.3.1 Source language content analysis

The TSP shall ensure that the source language content is analyzed to ensure efficient and effective
performance of the translation project.

4_.6.: .2 Tarminolooy

The

for
worl
terni

4.6.:

The
of ry

5.1
The

agre
5.2

EacH
the 1
with

Proj

TCTIIIIITOTORY

rlient and the TSP can agree that the TSP shall ensure that the appropriate terminology
he performance of the translation project. The agreement can include the scope of f
x and descriptions of the terminology tasks to be carried out by the TSP and aSpecificat
inology should be used.

8.3 Style guide

TSP shall use the client’s style guide when one is provided. The TSP'should have in placs
les on style.

Production process

General

ed end of the project.

Translation service project management

translation project shall be cooerdinated by a project manager who shall be responsible
equirements for all aspects.of the production process and for managing the project in
the TSP’s procedures, thé client-TSP agreement, and any other relevant specifications.

bct management shall include the following:

dentifying the Key requirements and translation project specifications during the pre
process and fellowing the procedures and specifications throughout its production;

supervising'and monitoring the translation project preparation process;

hssighing a competent translator or translators to the translation project;

is available
erminology
on that this

its own set

TSP shall ensure compliance with the clientFSP agreement from the moment it is confirmed to the

for meeting
accordance

L.production

accigning a competent reviser or revisers:

e) disseminating information, issuing instructions related to the assignment, and managing the
translation project to all parties involved;

f) monitoring to ensure compliance with agreed upon schedule and deadlines;

g) communicating any changes of the project specifications, if applicable;

h) monitoring constant conformity to the client-TSP agreement, project specifications, and, where
necessary, communicating with all parties involved in the project, including the client;

i) ensuring translation and other queries are answered;

j)  managing and handling of feedback;
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k) verifying that the translation service specifications have been complied with before approving the
target language content and giving clearance for its delivery to the client;

D)

delivering of the service.

Project management may also include the following:

if applicable, assigning a competent reviewer or reviewers to the translation project;

sary, implementing corrections and/or corrective action;

monitoring to ensure the project does not exceed the agreed budget;

preparJng and issuing the invoice;

a)
b) ifneces
c)
d)
e) comple
5.3 Tran

5.3.1 Translation

The transl3
the linguist
process, thg
to the folloy

a)

b)
‘)

d)
e)

f)
g)
h)

The transla

5.3.2 Che

complig
providg

semant]

approp
of the t

lexical

complig
languag

locale and any applicable standards;

formatt

target 3

Fing other activities or tasks agreed with the client.

slation process

tor shall translate in accordance with the purpose of the trahslation project, inclu
ic conventions of the target language and relevant project.Specifications. Throughout
translator shall provide a service conforming to this International Standard with reg
ving:

nce with specific domain and client terminology, and/or any other reference mat
d and ensuring terminological consistency duritigtranslation;

ic accuracy of the target language content;

Fiate syntax, spelling, punctuation, diagfitical marks, and other orthographical convent
hrget language;

fohesion and phraseology;

nce with any proprietary afid/or client style guide (including domain, language register
Fe variants);

ing;
udience and-purpose of the target language content.

for shall-raise any uncertainty as a query with the project manager.

ding
this
ards

erial

ions

and

ck

This task shall at least include the translator’s overall self-revision of the target content for possible
semantic, grammatical and spelling issues, and for omissions and other errors, as well as ensuring
compliance with any relevant translation project specifications.

The translator shall make any corrections necessary prior to delivery.

5.3.3 Revision

The TSP shall ensure that the target language content is revised.

The reviser, who shall be a person other than the translator, shall have the competences mentioned in
3.1.5 in the source and target languages. The reviser shall examine the target language content against

10
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the source language content for any errors and other issues, and its suitability for purpose. This shall
include comparison of the source and target language content for the aspects listed in 5.3.1.

As agreed upon with the project manager, the reviser shall either correct any errors found in the target
language content or recommend the corrections to be implemented by the translator.

NOTE Corrections can include retranslation.

Any errors or other issues affecting target language content quality should be corrected and the process
repeated until the reviser and TSP are satisfied. The reviser shall also inform the TSP of any corrective

action he/she has taken.

5.3. Review
If thee project specifications include a review, the TSP shall ensure that the target langu
is reviewed. The TSP shall require the reviewer to carry out a review to assess\the suita

target language content for the agreed upon purpose and domain and recomniend corre
implemented by the TSP. The TSP can instruct the reviewer to make corrections. The revi
assepsing domain accuracy and respect for the relevant text-type conventions.

5.3. Proofreading

If the client-TSP agreement and project specifications include{proofreading, the TSP shall
this ervice is provided.

Where the proofreading reveals defects, the TSP shall make corrections and take appropris
remedy these defects.

5.3. Final verification and release

The
PM |
invo

TSP shall have a process in place for final verification of the project against specifica
efore delivery to the client. After final verification and delivery, the TSP should have 3
cing and payment procedures.

If th
and

e final verification indicates any defects in meeting specifications, the TSP shall make
Fake corrective action as appropriate.

6 Post-production-processes

6.1 | Feedback

The
and
any
fromn

TSP shall.have a process in place for handling client feedback, for assessment of client

for making appropriate corrections and/or taking corrective action. If there is a need t

rorfections, the work will be redelivered to the client. It is good practice for the TSP to sh4
the client with all the parties involved.

nge content
bility of the
Ctions to be
ew includes

ensure that

te action to

fions by the
process for

corrections

batisfaction,
implement
re feedback

6.2 Closing administration

The TSP shall have a process in place to ensure full project archiving for an appropriate period and to
meet all legal and/or contractual obligations regarding the preservation or deletion of records and data

protection.
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Annex A
(informative)

ISO 17100 Translation workflow
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B.3
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b)
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h)
i)
i)
k)
1)

ISO 17100:2015(E)

Annex B
(informative)

Agreements and project specifications

Agreements are subject to national legislation.

Commercial terms can include, but are not limited to, the following elements:
fonfidentiality clauses and non-disclosure agreements (NDAs);
ropyright on deliverables and restrictions on the use of by-products such,ds translation
ferms of payment (such as payment within 30 days or a 2 % discount-if within 10 days)
varranties;
iability;
Hispute resolution procedures;

Choice of governing law.

Project specifications may include the following elements:

scope of work, which consists of standard-services and value-added services;

[by another pair of eyes), review (if.requested), proofreading, final verification, and rel
hon-exhaustive list of value-added services that can be included in an agreement (see A
iworkplace requirements-(e.g. when work should be done at a pre-determined location);
project schedule and'délivery dates;

uotation, including currency;

Felevant infefmation about the source content (such as its origin and size in words or cl

inguistie Specifications for the product (i.e. standard and optional specifications);

memories;

standard services, which are listed in.5.3 [translation, check (self-revision by translat¢r), revision

pasel;

nnex F);

naracters);

standard linguistic specifications (see 5.3.1);

languages;

audience, purpose;

accuracy (including terminology) and fluency (e.g. syntax, spelling, and lexical cohesion);

compliance with a style guide;
compliance with locale conventions and applicable standards;

additional linguistic specification when relevant (e.g. language register).
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B.4 Additional specifications can include, but are not limited to the following:
a) use of technology (see Annex E);
b) materials to be provided to the TSP by the client;
NOTE The client has to make an effort to provide source language content in machine processable form.
c) handling of communication during the project and post-production feedback;

d) formatand layout of the target content (e.g. Word, InDesign, or XML if different from source);

e) deliverfmethod (€.g. emailand FI1PJ;
f) type of|translation (e.g. localized vs. generalized and transcreation);

g) recognition (does the TSP’s name or the translator’s name appear in the published translation?).
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https://standardsiso.com/api/?name=6abdc7d8609de5e94d6ed253359e1bef

	Foreword
	Introduction
	1	Scope
	2	Terms and definitions
	2.1	Concepts related to translation and translation services
	2.2	Concepts related to translation workflow and technology
	2.3	Concepts related to language and content
	2.4	Concepts related to the people involved in translation services
	2.5	Concepts related to control of the translation service process
	3	Resources
	3.1	Human resources
	3.1.1	General
	3.1.2	Responsibility for sub-contracted tasks
	3.1.3	Professional competences of translators
	3.1.4	Translator qualifications
	3.1.5	Professional competences of revisers
	3.1.6	Professional competences of reviewers
	3.1.7	Competence of translation project managers
	3.1.8	Recording regular maintenance and updating of required competences
	3.2	Technical and technological resources
	4	Pre-production processes and activities
	4.1	General
	4.2	Enquiry and feasibility
	4.3	Quotation
	4.4	Client-TSP agreement
	4.5	Handling of project-related client information
	4.6	Project preparation
	4.6.1	Administrative activities
	4.6.2	Technical aspects of project preparation
	4.6.3	Linguistic specification
	5	Production process
	5.1	General
	5.2	Translation service project management
	5.3	Translation process
	5.3.1	Translation
	5.3.2	Check
	5.3.3	Revision
	5.3.4	Review
	5.3.5	Proofreading
	5.3.6	Final verification and release
	6	Post-production processes
	6.1	Feedback
	6.2	Closing administration
	Annex A (informative)  ISO 17100 Translation workflow
	Annex B (informative)  Agreements and project specifications
	Annex C (informative)  Project registration and reporting
	Annex D (informative)  Pre-production tasks
	Annex E (informative)  Translation technology
	Annex F (informative)  Non-exhaustive list of value added services
	Bibliography

