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1 Introduction 

These guidelines provide an overview of requirements for translation of Arabic text into 

English to support the BOLT Program evaluation of machine translation technology.  

These guidelines cover translation of transcribed telephone speech. 

 

This document describes the format of the source text and its translation, and 

addresses specific issues when translating text from speech genres. 

2 Translation Teams 

Initial translation is performed by translation services employing professional translators.  

Services must assign files to be translated to a team consisting of at least two 

members: an Arabic dominant bilingual and an English dominant bilingual. One team 

member does the initial translation, while the other one proofreads the translation. It’s 

up to the translation agencies to decide who does the initial translation and who does 

the proofreading. The team makeup may not change during translation of a particular 

data set.   

 

A translation service may have multiple teams working simultaneously. Proofreaders 

may be shared among teams unless LDC provides instructions to the contrary for a 

particular project. 

 

Translation teams may use an automatic machine translation system and/or a 

translation memory system to assist them during translation.   

 

Translation teams must be documented as follows:  

 

 Translator and proofreader profiles consisting of name or pseudonym, native 

language, second languages, age and years of translation experience. When 

multiple translation teams are used, also indicate team membership for each 

person. 

 

 Work assignment information consisting of the team number or the name of the 

translator and proofreader for each file in the data set. 

 

 The name and version number of any translation system or translation memory 

used. 

 

 A description of any additional quality control procedures or other relevant 

parameters or factors that affect the translation. 
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This documentation should be submitted to LDC along with the completed translations. 

 

3 File Formats 

The source text for translation comes in many different data formats, and may include 

such metadata as speaker labels, timestamps, section and turn boundaries or other 

information.  LDC converts all source text into a standard translation format before 

sending data out to translators in order to 1) make the source files easy for translators 

to read; 2) to avoid translator’s tampering with the metadata; and 3) to aid automatic 

processing of the data after the translation is returned to LDC. 

3.1 Source file  

Each source file delivered from LDC is divided into segments that roughly correspond to 

sentences or sentence-like units.  Each Arabic segment in the source file consists of 3 

components.  

 <ar=##> is a unique identifier for the Arabic segment; 

 [Speaker id] is a speaker ID label that is added for segments taken from 

speech sources like broadcast news and talk shows.  Not all segments and 

files have corresponding speaker IDs.  Data drawn from non-speech genres 

(like newswire and web text) will not have speaker IDs.   

 Arabic text to be translated. 

 

Each corresponding English segment in the source file consists of one component: 

 <en=##> is a unique identifier indicating where the English translation should 

be added for a given Arabic segment. 

 

The ## for a given English segment is identical to the corresponding Arabic segment to 

be translated.  

 

A sample source file appears below: 

<ar=9> [speaker1] ؟أٖ ٌجٕبْ -دوزٛس ػّشٚ أٖ ِٛعٝ ٠ؼٕٟ و١ف رؼٍمْٛ ػٍٝ ِثً ٘زا اٌذبدس ة  

<en=9> 

<ar=10> [Amr_Moussa] ٞأٖ أٔب ػٍمذ ٚأفذسد ث١بْ سعّٟ ٠ٕؼٝ اٌغ١ذ سف١ك اٌذش٠ش.  

           <en=10> 

3.2 Completed translation file 

The completed translation should be formatted exactly the same as the source file; the 

only difference between the source file and the completed translation file is that an 

English translation will be added after each English segment identifier.  
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Translators should type the English translation after each “<en=##>” tag without altering 

any other part of the file.  Altering anything in the Arabic segment, or adding 

unnecessary line breaks, carriage returns or other stray marks in the files makes it 

difficult for LDC to automatically post-process the translation files.  Similarly, in cases 

where a single Arabic sentence is translated into multiple English sentences, no blank 

lines should be inserted between the English sentences. 

 

Speaker IDs in square brackets, e.g. [speaker1], are provided to facilitate clear 

understanding of conversational speech. They should not be translated or copied over 

into the translation.   Occasionally speaker names do not appear inside square brackets 

but instead appear at the start of the source text.  In such cases, the names should be 

translated as usual, using the standard guidelines for translating proper names (see 

Section 5.2).   

 

To summarize: the content inside square brackets should not be translated or copied 

over into the translation.  Other content should be translated  

 

English translations should be rendered in plain ASCII text using UTF-8 encoding. 

 

A sample of a completed translation in the correct format follows: 

<ar=10> [Amr_Moussa] .ٞأٖ أٔب ػٍمذ ٚأفذسد ث١بْ سعّٟ ٠ٕؼٝ اٌغ١ذ سف١ك اٌذش٠ش 

<en=10> Uh, I have commented and issued an official statement about the death of Mr. Rafik 

Hariri. 

<ar=11> [Amr_Moussa] وبْ ٠ؼزجش ٚلٙب  اٌٍٟاٌؼظ١ُ عف ػٍٝ فمذاْ ٘زا اٌشلً أٔب ؽخق١ب فٟ غب٠خ اٌذضْ ٚاأل

.١ٌٚظ فمو ٌجٕب١ٔب ػشث١ب  

<en=11> I am personally very sad and sorry about the loss of this great man, who was regarded 

as a prominent Arab personality and not only a Lebanese one. 

 

3.3 File Naming Conventions 

It is very important that completed translation files use the exact same name as the 

initial file provided by LDC.  Please do not add anything to the file name (like ENG or 

the agency name) or change anything in the file name, including the file extension.  

4 Delivery of Completed Translations 

Completed translation files should be submitted electronically, as zipped email 

attachments, via FTP or by web upload as specified by LDC.  Paper transmission is not 

acceptable. All completed translation files must be in plain text, not in some proprietary 

software format (like Microsoft Word).  
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Translations must be delivered on time according to the schedule negotiated with LDC 

at the start of the project.  Late submissions may result in payment penalties.  If it looks 

like a translation delivery may need to be later than the agreed-upon submission date, 

please contact LDC as soon as possible to discuss the situation.  In some cases, a 

partial delivery may be required before the final delivery date. 

4.1 Email Correspondence about Translation 

When sending correspondence about a translation project, please include the following 

information in the subject header: 

 Agency Name 

 Translation Package Name and Part Number (where applicable) 

 A descriptive phrase like "Translation Delivery", "Invoice", "Question" etc.  

 

For instance, the following subject headers are helpful:  

ABCAgency BOLTTrain01.Arabic Part 1 - Translation Delivery 

AgencyX BOLTPhase2Eval.Arabic Part 2 – Invoice 

FGH MT07.Arabic – Schedule Question 

 

Using a descriptive header helps LDC direct your message or delivery to the right place, 

ensuring timely response. 

 

5 Specific Rules for Translation 

5.1 General Principles 

The goal of the BOLT Translation process is to take Arabic source text drawn from 

many different genres, both spoken and written, and translate it into fluent English while 

preserving all of the meaning present in the original Arabic text. Translation agencies 

will use their own best practices to produce high quality translations. While we trust that 

each agency has its own mechanism of quality control, we provide the following specific 

guidelines so that all translations are guided by some common principles: 

 

 The English translation must be faithful to the original Arabic text in terms of 

both meaning and style. The translation should mirror the original meaning as 

much as possible while preserving grammaticality, fluency and naturalness. 

 

 Try to maintain the same speaking style or register as the source. For 

example, if the source is polite, the translation should maintain the same level 

of politeness. If the source is rude, excited or angry, the translation should 

convey the same tone. 
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 The translation should contain the exact meaning conveyed in the source 

text, and should neither add nor delete information. For instance, if the 

original text uses Bush to refer to the current US President, the translation 

should not be rendered as President Bush, George W. Bush, etc. No 

bracketed words, phrases or other annotation should be added to the 

translation as an explanation or aid to understanding. 

 

 The translation should also respect the cultural assumptions of the original. 

For example, if the Arabic text uses the phrase Hosni Mubarak, the 

translation should not be rendered as President Hosni Mubarak—instead, it 

should keep the term used in the original source.   

 

 All files should be spell checked and reviewed for typographical or formatting 

errors before submission. 

 

5.2 Proper Names 

Proper names should be translated using conventional practices.  

 

Whenever an Arabic proper name has an existing conventional translation in English, 

that translation should be used. For example, Gamal Abdel Nasser )لّبي ػجذ إٌبفش), the 

late former president of Egypt, should be translated as Gamal Abdel Nasser, not Jamal 

Abdel Nasser as Modern Arabic would have suggested. 

 

The order of first name and last name presentation for the name in the source file 

should be preserved. For instance, if the source file reads Osama Bin Laden, this 

should not be changed to Bin Laden Osama in the translation. 

 

Non-Arabic proper names should be translated as they would be translated into English 

directly from the original language. In case of an original English name appearing in the 

Arabic text, the normal English form should be used. 

 

Recall that speaker IDs that appear inside square brackets are provided to aid 

comprehension and should not be translated or copied over into the translation.   

 

Occasionally, the translator may observe that the name appearing within the speaker ID 

tag is spelled incorrectly. Translators should always use the correct English 

spelling/transliteration of a name within a file, even when the speaker ID for that name is 

incorrect. 
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Lacking preexisting knowledge of how to translate a proper name, the translator should 

consult a standard resource or do a quick web search. This is especially important for 

names that re-occur, for instance, names that are part of a news story or names of 

political leaders. For names of "regular people" that occur only once and are highly 

unlikely to be found on the web (for instance, the names of the author of a newsgroup 

post), translators should use their best judgment about how to translate the name, 

following standard conventions. Lacking information to the contrary, translators should 

simply proceed as if the name were an Arabic name. 

 

For specific proper names, such as names of agencies, programs, conferences, books, 

films and other media, translators should follow the generally accepted or most 

commonly used form. If no common form exists or if there are multiple forms in frequent 

use, translators should provide the translation that follows linguistic rules instead of a 

translation that is word-for-word but incorrect or awkward. 

 

Names should be translated consistently within and across files. 

 

5.3 Numbers 

As a general rule of thumb, numbers in the translation should appear either spelled out 

in full, or written as ASCII numbers, according to how they appear in the source text. 

However, there are some general conventions for writing numbers in American English 

that should be followed. 

 

In American English, commas are generally used for numbers with more than three 

digits unless the number represents a specific year (for instance, the year 1984). 

Following is an example of when a comma should be used: 

 

.عٕخ ٗفً ألٌف ٚسثؼ١ّٛه٠ٍٛخ ٠ّىٓ ر ّذحاٌزبس٠خ ٌ ٕبػِقٕؼ بدٕا  

We have not made history for a long period of time that goes back 1,400 

years. 

 

Use a combination of numerals and words for very large numbers:  
 

دوالر  ٠٠١١١١١٠١١  ده بٌتال سعر . 

This house costs  1.5 million dollars.                                

 

5.4 Capitalization  

Translators should follow standard written English rules for capitalization unless there is 

strong evidence in the source text that suggests a different treatment. Proper names 
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should be capitalized, including personal names and names of organizations and geo-

political entities. The first word of each sentence should also be capitalized. 

 

 انت بتقول شًء و الواقع له رأي مختلف تماما فالغالبٌة التً هً الشارع اختارت اعضاء مجلس الشعب
You say something and the reality is something else. The majority, 

which is the street, chose the members of the Parliament.  

 

!!!!!!!!! ٌغخ ِغشٚق اِجبسح وّبْبنك مصر هجؼب أب ارٍجؾذ ٌىٓ فٛلئذ اْ ِٛظف اٌؾجبن ث١مٛي ِٙٛ   

Of course, I was confused but I was also surprised to hear the cashier 

say Masr Bank also was robbed yesterday!!!!!!!!! 

 

5.5 Punctuation 

Written standards for punctuation vary across languages.  As a general rule of thumb, 

punctuation in the translation should match the flavor of the punctuation in the source 

data, while following Standard English punctuation conventions.  Punctuation in the 

source text primarily serves to enhance readability, so translators should not spend too 

much time worrying about the exact placement of commas and internal punctuation in 

the English translation.   

 

Different genres will vary widely in their use of punctuation, and the translation of each 

genre should respect the flavor of the source text when it comes to punctuation.  

Transcripts typically have reasonably standard punctuation, which should be preserved 

in the translation.  When transcripts are missing punctuation, it is due to a transcription 

error, so translators should add punctuation in the translation following Standard 

English punctuation conventions.   

 

Often in transcripts of conversational Arabic, speakers tend to change the subject and 

restart a sentence in the middle of an unfinished one.  When this occurs in the source 

text, the translation should mimic the source text’s punctuation in interpreting the type of 

pause, restart, or change of subject occurring in speech (see Section 5.12). 

5.6 Idioms 

Idioms, colloquial expressions and the like are particularly difficult to translate for human 

translators, let alone for machine translation engines. To help machine learning, we will 

provide both intended meaning and literal meaning of the idiomatic expressions. If a 

similar expression exists in English, you should use it as the intended meaning. The 

literal meaning should always be rendered in fluent English, rather than as a word-for-

word translation. The translations should be surrounded by [ ] as in [text1 | text2] with | 

separating the two translations. Text1 should be the intended meaning and text2 should 

be the literal meaning. For example:  
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Format: [ intended meaning | literal meaning ] 

 

NOTE: Intended meaning should always precede literal meaning. 

 

لّبي ػجذ إٌبفش ٌذغٕٟ ِجبسن ؼ لبة ٌجبة٠إ  

[There is no such comparison | what did he bring to bring] between 

Gamal Abdel Nasser and Hosni Mubarak 

 

٠ؼٕٟ ٠ٛلغ ِٓ اٌجٍىٛٔخ ِٚب ٠ّزؼ حثغجغ أسٚا خاٌمط صٞ٘ٛ دٖ    

He is like [a cat has nine lives | like a cat has seven lives], I mean, 

he fell down from the balcony but didn’t die.  

 

صٞ لّش اسثؼزبؽشٌٛ رجـ ػٍٝ ِض٠ؼخ لٕبح ا١ًٌٕ ٟ٘   

If you look at Nile Channel’s =anchor, she is [beautiful like a full 

moon | like the moon in the 14th night] 

 

 أخ٠ٛخ ِزؼٍُ ٚخش٠ج لبِؼخ ثظ عجغ فٕب٠غ ٚاٌجخذ مب٠غ. ثمبٌٛ عٕخ ٠ذٚس ػٍٝ ؽغً ِٚؼ اللٟ

My brother is educated and has a college degree-- [Jack of all trades, 

master of none | seven trades and no luck]. He has been looking for a 

job for a year and hasn’t found anything.  

 

أب ثىٍّه ػٓ اٌثٛسح اٌّقش٠خ ٚأذ ثزشلؼٍٟ ٌٍزبس٠خ. هت ِب اٌٍٟ فبد ِبد ٚإدٕب اٚالد إٌٙبسدٖ.    

I am talking to you about the Egyptian Revolution and you keep going 

back to history. [Let bygones be bygones | what has passed is now dead] 

and we are the sons of today. 

5.7 English or other language content 

Occasionally English or another language may appear in the source text.  

 

English sentences in source text should be copied over to the English translation 

exactly as they appear in the source text.  Do not make any changes or corrections to 

the English, even if the English contains grammatical or other errors. 

 
 He have a good handwriting. 
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5.8 Factual Errors in Source Text 

Factual errors in the source text should be translated as is.  They should not be 

corrected.  This also applies to grammatical errors or other speaker "mistakes" in the 

source text. 

 صاس ِٛعىٛ ا١ٌَٛ اٌشئ١ظ األِش٠ىٟ ثٛر١ٓ. 

American President Putin visited Moscow today. 

 

ؼبة األٌّٚج١خ فٟ ػبَ أٌف١ٓ ٚثّب١ٔخ.عزغزن١ف عٛي األٌ   

Seoul will host 2008 Olympics. 

5.9 Typographical errors 

Translators will occasionally notice obvious typographical errors or obvious incorrect 

use of homophones in the source text.  In such cases, translators should translate the 

intended meaning but should add the flag = before the translated word to indicate that it 

is a correction of a typo.  For example, 

 المعنة التى تمنحها الصٌن الى افرٌقٌا

the =aid that China provides to Africa 

 

Be careful to distinguish obvious typographical errors, which should be corrected, from 

factual errors in the source text, which should not be corrected. If it is not clear whether 

the item is a typographical error or a factual mistake, translators should not correct the 

item. 

5.10 Difficult to Translate Source Text 

In rare cases, the source text may be so difficult to understand that translation is very 

difficult. In such cases, translators should make their best guess about the appropriate 

translation, but should surround the translated text with (( )) to indicate that this is a 

guess based on confusing source text. For instance: 

 

<ar=1> ِب فبص اٌمبئذ صٜ ِٓ األفٛاد  ١ٌّٗفٟ ا ١ٗ١فٛص ثّثػٍٝ ِشؽخ ٚادذ  ؼزجش٠ث ِباإلٕٔزخبثبد اٌؼشث١خ 

غمو٠ ِب اٌنشٚسح لجً              

<en=1> Arab elections are not held with one candidate who gets a 

hundred per cent of the vote, just as the ((bloody)) leader did before 

his fall. 

 

<ar=5> ذخاٌمٖٛ  اٌٍٟٚا اٌجمشح ِٓ اٌج١ذ، ٌّٚب خذفٛٔب ذزؽ.ٖٚ  

<en=1> ((We grieved)) when they took the cow from home. They took 

everything they found.  

 

As always, translators should use available resources, including the internet, to find the 

most appropriate translation for unfamiliar terms or phrases. 
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5.11 Special Issues for Translation of Speech Sources 

This section addresses issues related to translation of transcripts of speech data, such 

as broadcast news and broadcast conversations (talk shows, call-in shows and the like). 

5.11.1 Disfluent Speech 

Speakers may stumble over their words, repeat themselves, utter partial words, restart 

phrases or sentences, and use a lot of hesitation sounds.  The sections below describe 

how to deal with these phenomena in translation.   

5.11.2 Speaker Noise 

Transcripts may sometimes include markup for speaker-produced noise like coughing, 

sneezing and laughter.  These markers should be copied over into the translation using 

their original formatting, e.g. {cough}, {laugh}. Please refer to the Appendix for detailed 

description and examples.  

5.11.3 Filled Pauses 

Filled pauses are hesitation sounds that speakers employ to indicate uncertainty or to 

maintain control of a conversation while thinking of what to say next. Filled pauses do 

not add any new information to the conversation (other than to indicate the speaker's 

hesitation) and they do not alter the meaning of what is uttered, but they do provide 

structural information and are an important part of spoken language so they should be 

translated. 

 

Arabic filled pauses include َٖأ ,أ  etc. They should be translated to their closest أٚٚ ,إ٠ٗ ,

counterpart in English, such as uh, um, eh or ah. 

 . اٌٛال٠بد اٌّزذذح أٖ ٌٙب دٌٚس ٘بَ ٚسئ١غٟ فٟ ِغبس إٌضاع اٌؼشثٟ اإلعشائ١ٍٟ

The United States, uh, has an important and principal role in the Arab-

Israeli dispute. 

 

.أػزمذ إٔٗ، ٔؼُ، ٕ٘بن أًِ، ٕٚ٘بن ػضَ َأ أٖ   

Uh, um, I think that, yes, there is hope, and there is determination. 

 

It may sometimes be difficult to decide where to place filled pause in the translated text, 

since languages vary in where filled pauses occur in speech.  The translator is free to 

shift the location of the filled pause in the translation to make the English more natural, 

but the filled pause should not be deleted or ignored. 

5.11.4 Translation of م, إيهأ ,أه  

In conversational speech, َٖأ ,أ  can be used in many ways.  Translators should إ٠ٗ ,

differentiate the multiple uses of these words and translate accordingly.   

 



 BOLT Program: Arabic CTS to English Translation Guidelines  
 Version 1  
 

13 

َأ ,أٖ  , إ٠ٗ   can function as a filled pause. See section 6.12.3 for discussion of how to 

translate filled pauses. 

 

َأ ,أٖ , إ٠ٗ   can also function as a backchannel, in order to provide positive feedback to the 

speaker to encourage further talk or to confirm that the listener is listening, as in the 

following example between speaker A and speaker B: 

  :Aخ لجً أْ ٔز٘ت إٌٝ إٌمطخ اٌثب١ٔخأٔب أس٠ذ فٟ ٘زٖ إٌمط

  :Bأٖ

  :Aاٌذىِٛخ األِش٠ى١خ ٌٙب أ٘ذاف إعزشار١ج١خ ػب١ٌّخ

  :Bأَ

  ٓ  A: ٌٙب ٠ؼٕٟ ، ػؾشاد اٌغ١ٕ

In backchannel cases, the appropriate English counterpart is something uh-huh or yes.  

5.11.5 Repetition and Restarts 

When a speaker repeats him/herself or restarts a sentence halfway through, the 

repeated words should be translated into English:  

.ٌٙزا األِش اٌفظ١غ -اي ٕ٘بن ِغأٌز١ٓ أعبع١ز١ٓ ٠ذذدٚا،  فؼالً، أٖ ِب عٛف ٠ؤٚي إ١ٌٗ  اٌّزٞ  رؼشك ٌٙزا   

There are two main issues, defining actually, uh, what will happen to 

those who were subjected to this %pw, to this horrible thing. 

 

 . ٠ؼٕٝ، ١ٌغذ ١ٌغذ إداسح ػٕذِب، ػٕذِب ٠طجً ػٕذِب ٠طجً ٌٙب ثؼل ا١ٌٍجشا١١ٌٓ اٌّم١ّ١ٓ فٟ أِش٠ىب

I mean, it is not, it is not an administration when some liberals 

residing in America beat, beat the drum for it. 

 

.ا١ٌٍجشا١ٌخ رأّعغذ فٟ فٟ أٚسٚثب   

Liberalism was established in in Europe. 

5.11.6 Partial Words 

A speaker may stop in the middle of pronouncing a word, which results in a partial word. 

Transcribers will sometimes use a dash “-“ to indicate a partial word in the source text 

and the point at which word was broken off. Translators should not attempt to translate 

the partial word; their existence should be indicated by using the symbol %pw in the 

English translation.  For instance:  

.ثمٍك ؽذ٠ذ -كػٍٝ ِغزٜٛ اٌّؾبػش،  لضء وج١ش ث١قبة ث   

At the emotional level, a large portion is inflicted with %pw severe 

worry. 

 

.، رقً إٌٟ  دذ اٌىٛاث١ظ-٠جذأ ٠ذقً أٖ أدالَ ِضػجخ لذاً، رٛؿ   
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They start to have, uh, very disturbing dreams, %pw reaching the point 

of nightmares. 

 

.اٌٛهٕٟ أٖ -اي -اٌزٛافك اي -ٔزبئج عزذي ػٍٝ ِغزٜٛ ػبٌٟ ِٓ اٌزفبُ٘ اٌٛهٕٟ ٚاي   

Results that will show a high degree of national mutual understanding 

and %pw, accord, %pw, %pw, uh, national accord.    

 

. وّغزّغ -٘ىزا أٔب ن   

This is how I %pw, as a listener. 

 

-إرا عّذذ، إرا ط      

 If I may, if %pw 

5.11.7 Semi-intelligible and Unintelligible Speech 

Sometimes an audio file will contain a section of speech that is impossible to 

understand.  In these cases, transcribers use empty double parenthesis (( )) to mark 

totally unintelligible speech. For example: 

))(( لذ لزٍٛا. 73لبٌذ اٌؾشهخ اٌؼشال١خ إْ   

 

If it is possible for the transcriber to guess the speaker’s words, they transcribe what 

they think they hear and surround the uncertain transcription/text with double 

parenthesis. For example: 

.ثزٛل١ذ غش٠ٕزؼ11,11ػٍٝ ِم١بط ))س٠خزش((  ١ٔشٚثٟ اٌغبػخ  8,6مشة صٌضاي لٛٞ ثٍغذ لٛرٗ    

 

Translators should transfer the double parenthesis over to the English translation, along 

with the translated words (if there are words to translate).  For instance:  

))(( لذ لزٍٛا. 73لبٌذ اٌؾشهخ اٌؼشال١خ إْ    

Iraqi police said that 37 (()) were killed. 

 

.ثزٛل١ذ غش٠ٕزؼ11,11ػٍٝ ِم١بط ))س٠خزش((  ١ٔشٚثٟ اٌغبػخ  8,6مشة صٌضاي لٛٞ ثٍغذ لٛرٗ    

A strong earthquake, measuring 6.8 on the ((Richter)) scale, hit 

Nairobi at 12:19 Greenwich Time. 

5.11.8 Transcription Mark-ups 

Some mark-ups are used in transcripts to mark special speech phenomenon, such as 

mispronounced words, dialect, foreign language etc.. Some signs need to be copied 

over into the translation. Please refer to the appendix on how to handle the transcription 

mark-ups.  
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6 Quality Control at LDC 

The quality of a translation is not determined by its style of prose or elegance in use of 

English, but mostly in its accuracy.  Our definition of “quality” first and foremost requires 

the translation delivery to be faithful to the source, preserving its original meaning and 

style.  This should be accomplished with the consideration that the translation should 

also be comprehensible and in fluent English.  

 

Each translation delivery received by LDC is reviewed for completeness, accuracy and 

overall quality.  Payment for completed translation is contingent upon successful 

completion of the quality review. 

 

Fluent bilinguals working at LDC select a portion of each delivery and grade it according 

to several criteria.  The amount of data selected for review varies depending on the 

delivery size, but at minimum constitutes 1,200 words drawn from multiple documents. 

 

 

The grading system used by all translation reviewers is outlined below:  

 

Error Deduction 

Syntactic 4 points 

Lexical 2 points 

Poor English usage 1 point 

Significant spelling or punctuation error ½ point (to a maximum of 5 points) 

Overlooked file or section 40 point  

 

Below are the error categories:  

o Syntactic: syntactic error 

o Missed translation: lexical error, when certain word is missing from translation 

o Added translation: lexical error, when certain word is inserted in translation  

o Wrong translation: lexical error, when translation is wrong 

o Poor English Usage: lexical error, when English is not awkward 

o Punctuation: punctuation error, when punctuation is changed or missing in 

translation 

o Spelling error 

o Format problems: spelling/punctuation error, when translation mark-up is 

missing or incorrect 

o Overlooked file or section: translation missing from a big portion or a file is 

missing its translation  
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For each error found, the corresponding number of points will be deducted. For 

instance, if the original text says Bush will address the General Assembly of the United 

Nations tomorrow, and tomorrow is missing in the translation, 2 points would be 

deducted. 

 

If more than 40 points are deducted from a 1200-word sample, the translation will be 

considered unacceptable and the whole delivery will be sent back to the translation 

team for improvement. 

 

If a delivery is sent back to the translation team for further proofreading, the improved 

version must be completed within 5 business days. 

 

Upon completion of the QC review, the LDC translation team will receive a summary 

report that includes the following components: 

 

Part 1: Data Profile 

Information about the data under review (volume, genre, etc.) and an overall rating for 

this delivery as excellent, very good, good, fair, poor. 

 

Excellent - 2 or less points deducted 

v. good - 3-10 points 

good  - 11-20 points 

fair  - 21-40 points 

poor  - more than 40 points 

 

Part 2: QC Report Summary 

Number of words checked: 

Error tally: __ points deducted overall 

o Syntactic: __ points deducted 

o Missed translation: __ points deducted 

o Added translation: __ points deducted 

o Wrong translation: __ points deducted 

o Poor English Usage: __points deducted 

o Punctuation: __ points deducted 

o Spelling error: __ points deducted 

o Format problems: __ points deducted 

o Overlooked file or section: __ points deducted  

o Other: __ points deducted  

 

Part 3: QC Report Details 
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For each significant deduction above, at least one example is provided, along with the 

following information: 

 FileID: e.g. google.com._edfdkfjd_1223.txt 

 Your translation 

 Suggested translation 

 Discussion: a description of what should be changed and why 

 

7 Guidelines 

In case these guidelines prove to be unclear, LDC reserves the right to modify them. 

Agencies will always use the latest version. 
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Appendix: Transcription and translation mark-ups 

 


