TABLE OF CONTENTS

INTRODUCTION ...ttt sttt ta e saesaesaesaessesaesresnennens 4
SECTION 1: GETTING STARTED — THE BASICS .......ooiiiiiieeeeee, 5
What IS tranSIAtION?.........ooivieiic e 5
Why become a transSlator?...........coov i 7
How do | beCOmMe @ tranSIAtOr? ..........ocveiieie et 8
Marketing & COMMUNICALION ........cveiieiiicie et 13
BUSINESS PIANNING ... 14
HOW dO T FINA WOIK? ... 16
(O 1= o =] P Lo OSSPSR 19
Help your client be @ good CHENL ..........coveiiiiecece e 20
The agenCy’s VIEWPOINT .......cciiiiiiieieiie st 21
It may e ObVIOUS, DUL..........ooiiie e 23
The translator’s NOME OFFICE .....c..viiiiieic e 24
Translation MEMOrY t00IS .........civviiiiiece e 27
MAITING TISTS ...t 28
ATA CEtITICALION ... nre s 29
SECTION 2: PRACTICAL BUSINESS TIPS & INFORMATION.........cccevevvennnne. 31
LI O LT I 03U 31
LO0] 11 =T £ SR RSURRSPR 33
LIS PP 36
SOlICItiNg WOTK: YOUF FESUME ...ttt 37
RESUME CONSUILING SEIVICE......cveivieieiie et sae e nreas 40
The life of @ translation ProJECT..........ccooiiiiiiiiiiee e 41
Feedback: Editing and proofreading...........cccccevieiieieiie i 42
Questions & Answers about editing and proofreading...........ccccceeevereniienienineeenn, 45
Translation CNECKIIS ..........ccuiiiiiice e 47
SECTION 3: RATES & MONEY MATTERS ......cooiiiiieeeeeeieee e 49
RS .ttt e e r e 49
Questions & Answers about MONEY MALLETS........c.cveieriririeieiee e 52
EDD & FIOW OF WOTK ... s 64
E& O INSUMANCE ......veiitie et ettt ettt et et s ae e te e st e et e e s ne e e saeesareebeesreeetee e 64
NON=PAYIMENL. ...ttt b e e rbb e e s nbe e e e beeeaseeeanes 65
SECTION 4: ANECDOTES & QUESTIONS ......ocviiiiceeeee e 66
Anecdotes: Stories from the real World ..o, 66
QUESEIONS & ANSWES .....veeveerieeriesieeieeseesieesteeseesteeteaseesseesseaseesseesseaseesseesseeseesseessenns 70
How to get started, in a nutshell (a checklist)...........ccccoveviiieiieie i, 84
AN 10 F= IR0} o R USSR 85
SECTION 5: APPENDICES ......coiiiiiieieieie ettt 86
B0O0kS about TranSIation ..........c.ccveiieiiiieiiee e 86
JOD RECOM SNEELS ... 89
How to Produce Professional INVOICES .........cccveveiieiriieiiere e seese e 90
Translation CertifiCationS............cvoiiiieiiieii e 94
MOEl CONIACES......ciuiiiieece et e e e sreeene e 97
Purchase Order for Translation SErViCeS ..........ccoeieiieiieie i se e 106
Translators ASSOCIATIONS .......ccueiieiieiesee e see e e ettt sae e sree s 108
INDEX ..ottt bbb bbbttt b bbb ns 109

© 2004 Chantal Wilford www.tipsfortranslators.com Page 3



