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I. Languages Section at Work

· Provides in-house translations of approximately 50% of the documents requested by all areas of the GS/OAS, giving priority to the General Assembly, the Permanent Council and the Office of the Secretary General and the Assistant Secretary General
· Coordinates outside translations of the remaining 50% 
· Identifies the best translator for each document, based on his or her experience and specialty
· Reviews translations and/or original documents at the request of the areas
· Tests new translators before adding them to the roster of freelance translators
· Advises the delegations of the member states at Style Committee meetings
· Compiles and updates glossaries and style manuals in order to unify and preserve OAS vocabulary and style
II. Translation flow chart for documents of the Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs
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III. Translation process once the document is received by the languages section
1.
Before translation

A Document Coordinator receives documents through the Intelligent Management Documents System (IDMS) and assigns them to in-house or out-of-house translators based on the deadline, length and subject matter, as instructed by the Chief of the Languages Section.
2.
Translation
A standard OAS document can usually be translated at a rate of 350 words an hour. Documents involving numerous references to earlier wording take considerably longer. An OAS translator consistently produces, on average, around 2800 words per day
. When working uninterrupted on a single document, an OAS translator can produce up to 3,300 words per day.
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3.
After translation

After the translation is finished, a proofreader
 reads the document again to make sure no text has been left out and formats the document according to OAS style. This process may take from 20 minutes to three hours depending on the amount of formatting involved (graphics, table of contents, links that need to be updated, etc.) and the length of the document.
IV. In-house translation staff
1 Head of Languages Section (Translations and Interpretation) (P4)
1 Full-time Document Coordinator Consultant (CPR)
1 Reference Specialist (P2 - due to retire in October 2012)
English

1 Translator/Reviewer (P4)
1 Translator (P3)
1 Full-time Translator/Reviewer Consultant (CPR)

1 Proofreader (G5)
French

3 Translators/Reviewers (P4 - one of them due to retire in 2013)

1 Proofreader (G5)
Portuguese

1 Translator/Reviewer (P4)
1 Full-time Translator/Reviewer Consultant (CPR)
1 Proofreader (G5)
Spanish

1 Translator/Reviewer (P4)
1 Full-time Proofreader Consultant (CPR) who doubles as Interpretation Coordination Assistant
For previous years, please refer to Annex I
V. In-house productivity
number of documents requested for translation and number of words translated for the Office of the Secretariat of the General Assembly, the Meeting of Consultation, the Permanent Council, and Subsidiary Organs
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For previous years, please refer to Annex II
VI. Quality Considerations
In order for the team of translators to perform efficiently, they need:

1. Reasonable deadlines (taking into account how many words can be translated in a day and giving enough time for each document to follow the established workflow);
2. Correct references and masters;
3. The latest available technology (including fast computers with updated software); 
4. Access to all the electronic tools they use on a regular basis; and 
5. Error-free, edited, and proof-read originals.

VII. Translators in meetings

The presence--and participation--of one translator per language in selected drafting sessions of highly sensitive documents may be useful. Translators possess the drafting skills and the knowledge of OAS lingo based on their experience in and outside the organization and on their training at university level. The presence of translators at such meetings would solve the problem of consistency in language throughout a document and immediate availability, in all four versions.

ANNEX I
In-house translation personnel 2008-2011
(Includes Staff and CPR)
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PERSONNEL 2008-2011

Personnel in 2008
2 Spanish Translator/Reviewers (one of them started on November 1, 2008

1 Spanish Translator/Reviewer (full-time) Consultant (CPR) until October 31, 2008
3 English Translator/Reviewers (one of them retired on June 30, 2008)
3 French Translator/Reviewers (one of them started on September 12, 4:30 pm15, 2008)
2 Portuguese Translator/Reviewers (one of them worked for one month only)
Personnel in 2009
2 Spanish Translator/Reviewers (one of them became Section Chief on July 1, 2009)
3 English Translator/Reviewers 

1 English Translator

3 French Translator/Reviewers

1 Portuguese Translator/Reviewer

Personnel in 2010

1 Spanish Translator/Reviewer

2 English Translator/Reviewers (one of them retired on June 30, 2010)

1 English Translator

3 French Translator/Reviewers

1 Portuguese Translator/Reviewer

1 Portuguese Translator/Reviewer (full-time) Consultant (CPR) from March 2010
Personnel in 2011
1 Spanish Translator/Reviewer

2 English Translator/Reviewers

1 English Translator

3 French Translator/Reviewers

1 Portuguese Translator/Reviewer

1 Portuguese Translator/Reviewer (full-time) Consultant (CPR)
ANNEX II
In-house productivity report 2008-2011
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A note on deadlines





Less than seven pages:


Error-free, edited, and proof-read originals for translation into one or more of the Organization’s four official languages (Spanish, English, Portuguese and French) need to be submitted to the Languages Section 72 hours before the deadline requested.





More than seven pages:


Documents exceeding 7 pages may need to be outsourced and may take longer, depending on freelancer availability. While every effort is made to hire only highly qualified freelance translators, the Languages Section cannot guarantee for each outsourced document the same quality as that delivered by our team of in-house translators. There are no human and financial resources for reviewing outside work. 





Rush documents:


Exceptional requests for urgent documents (those needed in less than 72 hours) must be notified to the Languages Section Chief, who will determine whether a deadline is feasible or a translator available. Normally, documents received after 12 noon cannot be delivered (i.e. translated and processed through the system) in time for same-afternoon meetings. Likewise, documents delivered after 5 p.m. cannot normally be translated until the next day. It is counter-productive in terms of quality to demand that a translator who has already concentrated 8 hours that day to produce good quality translations or to work overtime on a regular basis. At that time, too (after 5 p.m.), it is often difficult to find good freelancers.





A note on staff translators





All in-house translators are highly qualified, have extensive professional experience and have passed strict translation and review exams from three of the official languages of the Organization into their native languages.
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�.	In general, the IMF considers 1,500 words a day acceptable for an in-house translator. The World Bank regards 2,500 as a goal. The IDB produces between 2,000 and 2,300 words per day.


�.	Difference between proofreading and reviewing: Proofreading: Review and correction of a well-written text containing few if any blatant errors of grammar or syntax; the general purpose of proofreading is to catch typographical errors and other mistakes that have inadvertently crept into the text. The above definition applies to any text, whether it has been translated or not. In the case of the proofreading of a translated text, there should be no need for a line-by-line comparison of source and target text. The source text can be made available for the proofreader as a reference but a line-by-line comparison to ensure fidelity to the original text ought not to be necessary. Translation review: Comprehensive line-by-line comparison of a professional and polished translation with its corresponding source text to ensure fidelity to the original on the one hand, and stylistic coherence and grammatical correctness within the target language on the other.
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