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RULES OF PROCEDURE FOR TRANSLATORS 

I. Translation order acceptance 

1. The Translator shall confirm the acceptance of the order and the date of delivery in writing (via an email). 

2. The Translator shall immediately notify the Project Manager who sent the order (via an email, copy to: realizacja@bireta.pl) 

in writing of any possible delay in completing the order within the fixed time limit allowing Bireta to take any necessary 

actions. 

3.  The Translator shall undertake to keep any translation text and received materials absolutely confidential. 

II. Translation 

1. The Translator shall execute the job with due diligence and preserving the following principles: 

1.1. During translation, the Translator shall make unconditional use of the termbases/glossaries (Multiterm/XLS), translation 

memories (if the translator has used CAT) and additional materials that he/she received from a Project Manager (PM) 

together with the source text. 

1.2.  The Translator has to notify about any subject-matter and formal problems concerning the execution of the 
order. 

1.3.  In case of any doubts concerning the terminology the Translator shall: 

•  make sure that it is impossible to find the answer to his/her question in the received resources [termbases, the Internet, 

translation memories (if the translator has used CAT), additional materials], 

•  notify the PM of any doubts at a reasonable time in advance in order to enable the Bureau to discuss them with a Client 

or an expert in a particular field, 

•  if the translator has used CAT, mark any and all doubts relating to the translation of particular terms using colored 

markers (in Trados 2007 version) or add a comment to a given segment in Trados Studio or another CAT tool, 
•  describe any doubts in an e-mail along with sending the translation back., 

1.4.  If it turns out that the TRADOS program for any reason has split a sentence which should form one segment into several 

segments or has merged, for instance, two sentences into one segment, the Translator is obligated to merge/split such 

segments using the „Expand/Shrink Segment" function or the „Merge Segments" function and if it proves impossible, he has 

to copy the split source text to one segment and translate it according to the original. Similarly, one has to merge/split 

segments with incorrect segmentation in other CAT tools. 

1.5.  The machine translation, including the use of websites such as Google Translate or other similar ones (including 
Machine Translation plug-ins available in CAT programs) is strictly forbidden. 

1.6.  Before sending the translation back: 

•  The translated text must be proofread and corrected, where necessary! 

•  If the translator has used CAT, the translated segments should be marked as Translated in a final version, instead of 

being marked as "Draft" (an unconfirmed segment) or as "Translation Approved" (a segment after review). The status of 

segments that are not subject to translation should remain unchanged as regards the file received from the PM. The 

Translation has to be checked in terms of: 

-  spelling and punctuation correctness (the "Spell Checker" tool), 

- terminological consistency, 

- cultural and historical facets, as well as politeness forms, 

- preservation of the syntax, stylistics, and language register suitable for the target language, 

- correctness of numbers (including dates), double spaces, etc., 

- tags' conformity (if the Translator has used CAT) 
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• If the Translator has used CAT, then the document has to be checked using the X-Bench or QA Checker (Trados Studio), or 

a similar tool that guarantees the same end result as the above-indicated tools. All errors identified using those programs 

have to be corrected.  

III. Sending the order back 

1.  The Translator has to write an ID number received from the PM in the email title when sending the translation back. 

2. The translated document should have the same name as a file received for translation. 

3.  The translation made in Trados Studio must be sent as a return package. The document translated in another CAT tool should 

be sent back as a bilingual file in a format offered by particular CAT software. 

4.  If the translation being made in Trados 2007 is sent in parts, the translator is obligated to send back solely the current 

translated part, while removing the parts that were sent beforehand and the part not translated yet. When using Trados 

Studio or other CAT tools (that do not offer an option to split files), sending back partially translated documents is not 

allowed, unless it has been agreed with the PM. 

5. If the Translator sends partial deliveries (if the translation has been done without any CAT) then he/she shall send back only 

the current part. The parts which have already been translated and the untranslated part are to be deleted. 

IV. Additional information 

While cooperating with you, we use the following terminology and act according to the following assumptions: 

1. The segments applied by Trados and retrieved from the translation memory (also called pre-translated segments) are the 

segments with a minimum match value of 75%. The translator's task excludes proofreading those types of segments unless 

expressly asked to do so by the PM. In such case all the segments with a minimum match value of 75% have to be proofread, 

save for the segments marked as CM (Context/Match) or PM (Perfect Match), as well as those of 100% match value. Those 

types of segments are subject to proofreading by the Translator exclusively when expressly requested by the PM and are 

subject to different settlement than the translated segments. 

2. A translation (a given text subject to translation by the Translator) means translating segments with a match value of 74% or 

less. Unless requested otherwise by the PM, the Translator has to make a translation of the segments so marked exclusively. 

Such segments will be empty in the Trados software. Translation is one of the Translation Process stages, preceding the 

Review (proofreading) stage. 

3. The Review is a stage in the Translation Process following the Translation. Unless requested otherwise by the PM, the Reviewer 

is obliged to proofread the entire document (both the translation and all the segments applied to the translation based on 

the translation memory). 

4. Machine Translation (also called post-editing) is a process different than the Translation Process. As part of the MT, the 

Translator/Reviewer has to supplement the translation, proofread and correct segments with a match value of 0 to 74%. 

Segments with a match value ranging from 75% to 99% represent segments applied based on a translation memory (pre-

translated segments) and are subject to proofreading/translation only when expressly requested by the PM. Moreover, 

segments with a match value of 100%, CM (Context Matches) and PM (Perfect Matches) are subject to review exclusively 

when expressly requested by the PM. 

5. Repetitions in Trados Studio: segments repeated within a document or package of documents submitted for translation in 

Trados shall not be subject to settlement. 

6. Segments blocked in Trados Studio are not subject to proofreading/translation. Any omissions or mistakes found by the 

translator in blocked segments should be immediately reported to the Project Manager. 

 

V. Settling the performed orders 

1. A translation is settled based on the number of pages calculated according to the number of characters translated in 

accordance with the MS Word statistical tool and Trados Studio analysis, if applicable (or in another manner indicated in 

exceptional cases in the order, or the specification attached to the translation). 

2. On or before the third day of a given month, the Translator shall send to the e-mail address rozliczenia@bireta.pl or another 

address designated earlier his/her records of the work performed in the previous month. 

3. The work (orders) records shall be sent by Bireta to the Translator on or before the sixth day of any given month for the 

preceding month to serve as the confirmation of conformity. 
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4. After the Translator receives the confirmation of conformity said Translator shall issue an invoice/make out a bill for 

services rendered. 

5. The payments under the above-mentioned invoices or bills shall be made by Bireta within 30 days of the receipt thereof (i.e. 

the sixth day of the following month, provided that the date does not fall on a public holiday. In this case, the payment will 

be made on the first business day after that date). 

Should the Translator fail to act in accordance with the above-specified rules, we hereby reserve the right to reduce the Translator's 

remuneration by 5% up to 50% (in extreme cases when the entire translation proves impossible to be used, the financial 

consequences may be in excess of the above-mentioned 50%). 

Acceptance of an order by the Translator shall be deemed as agreeing on the above-specified rules of procedure. 


