
for translation
This document contains guidelines on writing English content for 
translation. The idea behind the suggestions is that using language in a 
more controlled way with stricter rules, makes it easier for translators to 
process sentences. This increases the number of matches and repetitions 
leveraged from Translation Memories and glossaries, and leads to 
fewer linguistic queries – whilst enhancing quality, reducing cost and 
accelerating turnaround time.

There are numerous elements in your source content and structure that 
impact both localisation budget and schedules. Being aware of these factors  
before you start writing the English content can help you achieve substantial 
cost-savings and process efficiencies.

Creating content



Five basic rules

Top tips

Things to avoid Bad example Good example

Colloquialisms, idiomatic 
expressions and slang

He was green with envy He was extremely jealous

Metaphors How can I kill this process? How can I stop this process?

Needless words
He is the man who works on 
marketing projects.

He works on marketing 
projects.

Inconsistencies
Proofreading is really important 
because proof-reading 
eliminates errors.

Proofreading is really important 
because proofreading 
eliminates errors.

Abbreviations and acronyms TMs are important for MT.
Translation Memories are 
important for Machine 
Translation.

Cultural or country-specific 
references

Call our UK free-phone 
number on: 01978 567365.

If you have any questions, 
contact your local sales 
representative.

1. Keep the language clear and concise by using 
simple vocabulary and phrases. 

2. Recycle segments - do not be afraid of 
repeating terms.

3. Always use the same term for the same 
concept across your content and glossaries.

4. Use spell checkers and grammar checkers.

5. Keep sentences short - a maximum of 25 
words with one description or instruction per 
sentence.



Translation Memory

A Translation Memory (TM) is a type of database containing linguistic 
entries. It consists of segments of text, usually sentences, in a source 
language and corresponding translations into a given target language. 
As the TM stores phrases and sentences from previous projects, the 
linguist does not have to translate them over again, therefore reducing 
the translation cost of future jobs* and maintaining consistency of 
your content.

A Translation Memory:

• Identifies and isolates translatable content for processing
• Integrates with linguistic assets
• Promotes consistency
• Works at segment (sentence) level
• Protects structure
• Identifies repetitive and leveraged content

*Linguists will always check the content of the repeated text to 
ensure that it is correct and fits in with the context of the document.

Using glossaries

Using glossaries is the best way to ensure that 
key terminology is translated correctly and 
consistently. 

Consider adding Do Not Translate (DNT) 
terms to your glossary, for example, product 
names. Also remember that a glossary should 
be as concise, but as complete as possible; we 
therefore suggest omitting common terms and 
concentrating on terms that are specific to your 
product or brand.

If you make any changes to the terminology 
used in your source content, you should also 
update the corresponding glossaries and 
provide your Language Service Provider with 
the updated versions.

Develop a style guide

Include:

• The target audience and form of address 

• Conventions and formatting preferences: 
capitalisation, bullet points, italics

• Link to glossaries

• Use of active voice and tone of voice

• Acronyms – list and policy



Find out more about how partnering with 
Capita gives you the assurance of quality, 
global reach and trusted delivery on time, 
every time by visiting: 

www.capitatranslationinterpreting.com

Or for account queries please contact us at: 

Email: marketing@capita-ti.com

Tel (UK): +44 (0)845 367 7000 


