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Marketing Translation: Key Steps

Key Steps within the translation process
Your Project Manager provides a single point of contact and reports progress against an agreed project 

plan to ensure the assignment is delivered on time and within budget.

Translation team 
established

Terminology 
agreed

Translation

Sample section 
completed 
(optional)

Liaison with client 
to collect any 

feedback

Delivery to customer 
for review and 

comments

Complete 
marketing brief

Documents 
received

Content revised and 
artwork formatting 

completed          
(if required)

Translators selected 
with the appropriate 
expertise according 

to brief

Liaison with client to 
agree terminology 

and style 
preferences

Sample section 
completed for each 
language to assess 

quality, style and tone –
feedback collated 

Comtec to liaise with 
client to complete 
detailed marketing 
briefing & collate 
reference material

Proofreading

Template provided to 
assist in collating 

comments

Comtec can receive files in 
a wide variety of formats, 

including Word, 
PowerPoint, Excel, PDF, 
HTML, XML, Quark and 

InDesign files
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