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                                             Ningbo Century EDC Info-Tech Co., Ltd.

                                                 Complaint telephone number: 0086-574-2888-1000                                                           

                                  www.edc88.com  Email: edc88@126.com  Fax：0086-574-2889-1000                                             
             Room 2209, Hebang Building, 933 North Tiantong Road, Ningbo City, Zhejiang Province. China

	Translation Specification

Contract (project NO.)           Customer’s Code: 

T        Translator Name: ______________

	Customer’s Company
	

	Translation Category
	

	Language
	
	Word Count (Thousand)
	

	Format of translation
	

	Date of Assignment to translator
	2007             
	Estimated time for submitting translation
	2007             

	Project supervisor
	
	Sign of project manager
	

	Detailed project requirement: 

1. Strictly guarantee the quality of translation and submit it in due time. Certain financial punishment will be done once serious quality problems were found.

2. Before translation or proofreading, please read the Detailed project requirement in the assignment. After translation or proofreading, please fill all relevant items in the assignment carefully.

3. After translation or proofreading, please collect the commonly used or fixed vocabularies / expressions, and put them into the vocabulary table, and then send back.

4. In the form for translators to fill, translators should sign. We will decide the salary payment of each month according to the final occasion of the assignment sheet. 

	Specific  Requirements
	

	For translators to fill (Please carefully answer these questions one by one!):

1. Have you read the original version for two times before you start the translation?  

                                                    Translator’s confirmative Signature: ________ 

2. Have you timely and accurately translated the documents?  Translator’s confirmative Signature: ________

3. Have you checked the spelling or not?                  Translator’s confirmative Signature: ________
4. Have you checked again there isn’t any number translated wrongly?

Translator’s confirmative Signature: ________
5. The whole article has ______ pages in total, translated them all?   
Translator’s confirmative Signature: ________
6. Having searched place names, person names and proper nouns in GOOGLE or other searching tools to make sure nothing is wrongly translated?                    Translator’s confirmative Signature: ________

7.  Having checked the capitalization?                     Translator’s confirmative Signature: ________

8.  Having checked the punctuation?                      Translator’s confirmative Signature: ________

9.  Having checked again the title is translated correctly?     Translator’s confirmative Signature: _________

10. Having gathered the proper nouns and special terms this time into the vocabulary table? 

Translator’s confirmative Signature: ________

11.  Uncertainty, remarks (Please mark unsured vocabularies)  Translator’s confirmative Signature: ________

	Vocabulary table for proper nouns and special terms:


Customer’s Feedback

Dear Customer, in order to offer a better service, please fill the following Feedback. Thanks for your time. (Please use the mark of  “√”before the options, multiple choices is ok)  
	（1） How do you know us: 

□Internet( Google Baidu and etc.)    □ Telephone Inquiry（114）           □ From friends    

□Newspapers, magazine and other approaches                                               

（2）When you choose us, which of among the followings do you pay special attention to:

□Quality       □Efficiency     □ Rate and price      □ Service    □Our brand
Other factors                                               

（3）What do you feel about our service:
□Excellent;   □Good;   □General   □not good
If you are not satisfied with our service, please tell us at what points should we make improvements.                                                             

（3）What do you feel about our translation quality
□Excellent;   □Good;   □General   □not good

If you are not satisfied with it, please tell us at what points should we make improvements.                                                             

（4）Have you ever contact other translation company:   □Yes    □NO    
If yes （Please tell us the name of the translation company                                    ）

（5）Compared with other translation company, what are the advantages and disadvantages of our company in your mind:

Advantages: □Quality       □Efficiency     □ Rate and price      □ Service    □Our brand
Others                                               

Disadvantages: □Quality       □Efficiency     □ Rate and price      □ Service    □Our brand
Others                                               
（6）Are you willing to be our VIP Customers:（  The rate and service for VIP customers are much attractive, for the details. Please visit our website）  □ Yes   □Not yet
（7）How often do you need our translation service:□ Every week  □Every Month □ Every three months □ Every year  □ Not sure

（8）Please offer your precious suggestions to us:












                                            
.

Customer’s signature of accepting the translation





           Date:         
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