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DOC

Inquiry Received

NO

NO

YES

YES

Production Process

Internal team reviews  
documents/project to evaluate
its scope and flag questions

to prevent any potential issues

Project is assigned to
Project Manager

Are documents complete?
Were instructions & reference

materials provided?

Project Manager contacts
client to get complete source

documents and request
references and further

instructions (if any)

Project Manager analyses
client’s inquiry, instructions

and source documents

Is Desktop Publishing
involved?

Project Manager sends
documents to Desktop

Publishing team for analysis

Desktop Publishing team
analyzes source documents,

and determines cost and timing

A
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Project Manager receives
written confirmation from client

DOC

NO

YES

A

Project Manager determines
source/target word count (or
other units) and deadlines

Project Manager determines
if project is feasible

Project Manager informs 
client that ABC Language

Solutions cannot do this project
and/or suggests alternative
deadline or course of action

Project Manager assigns the
project to translator and
sends complete source
documents, reference

materials, and instructions

Project Manager puts together
a quote and sends to client

Translator confirms availability

Translator performs translation

Project Manager gives
confirmation to the Translator

Translator delivers translation
to Project Manager

B

Client reviews and approves 
quote or proposal
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Project Manager 
determines if there are 

any obvious flaws

C

Fully edited and corrected
translation is sent back to

Project Manager

Project Manager or Quality
Specialist/Proof Reader 

reviews documents against 
client’s instructions, 

suggestions, past jobs, 
glossary, and trademark; 

makes sure there’s no missing 
text; verifies formatting, 

names, page numbers, etc.

YES

YES

YES

NO

NO

NO

B

Project Manager determines
if there are any problems

Is Desktop Publishing
required?

Project Manager sends
translation back to Translator
to resolve problems (if any)

Project Manager assigns 
translation to Reviewer

DOC

DOC

Project Manager sends
translation back to Translator
or Reviewer for further review

Project Manager sends 
final translation to 

Desktop Publishing team

DOC

DOC
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Translator or editor verifies
the PDF document

PDF

Desktop Publishing team
processes files in Desktop

Publishing software

YES

NO

C

DOC

Desktop Publishing team
creates a PDF document and
sends it to Project Manager

Project Manager sends PDF
document back to Desktop

Publishing Team

Project Manager sends the
PDF document to translator or

editor for review

PDF

PDF
PDF

Project Manager determines
if any changes are needed

Project Manager confirms
that PDF documents are OK
and asks Desktop Publishing
team to send final documents

Desktop Publishing team
finalizes the documents and

sends them back to
Project Manager

Accounting reviews the
information provided by the
Project Manager and issues

an invoice to client

Project Manager makes sure
that all the required steps have
been completed, and client’s 
requirements have been met, 

and afterwards, delivers 
the translation to client and

enters all necessary
information in the system for

invoicing purposes
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