Checklist for Quotation /  PO / Agreement / Contract 

Based on the lecture “Preparing Quotations and Contracts”, Yael Sela-Shapiro,
Israel Translators Association Conference 2010
[legend:  ( = choose one option ;  (  = more than one option can apply]
Date: ____________
Client 
1. Name

2. Contact person and job title [in company / association]
3. Identifying number [ID, private company, partnership , association ]
4. Address

5. Telephone (landline, cellular, fax)
6. Email address
Translator  /   Editor

1. Name
2. ID number
3. Address
4. Telephone (landline, cellular, fax)
Job Specification

1. Document name
2. Various supplements and additional material
· Appendices

· Remarks, comments, footnotes

· Covers

· Reviews

· Other

3. Work required
· Translation

· Editing (rewriting, thorough editing, polishing, linguistic editing, translation editing, correcting, proofreading)

· Miscellaneous (page layout, indexing) 

· Interpreting  (dates, hours, location)

· Other
Price

( Fixed Price
Sum: _______    NIS / $ / £ / € / Other

· VAT: Price includes / does not include VAT 
· Other taxes: ______________
( Maximum Price

Sum: _______    NIS / $ / £ / € / Other

· VAT: Price includes / does not include VAT 
· Other taxes: ______________
· Note: The final price will be based on the length of the final document
(Conditional Price
Sum: _______    NIS / $ / £ / € / Other

· VAT: Price includes / does not include VAT 
· Other taxes: ______________
Surcharges (based on ITA recommendations)
Surcharge rate

· _________   percent

· _________  NIS / $ / £ / €   per  unit

Type of Surcharges

· Scientific, scholarly, technical or other professional texts requiring (time for) research and/or verification 

· Texts in a new field that require making up new terminology 

· A literary text, a text with a unique style, or poetry 

· An unclear text (unedited, handwritten, or with numerous corrections) 

· A rush job 

· Translation to or from / editing in a less prevalent language 

· Translation / editing of films involving viewing and/or with technical limitations on subtitles 

· Additional DTP or layout requirements.

Definition of Translation Unit
· By time: Hour / work day  (X hours)

· By word: 1 word / 1000 words

· By page: 250 words / translated page / page in source document / A4

· By galley sheet:

· 24,000 characters including spaces

· 24,000 characters excluding spaces

· 4,000 words

· By subtitle :   subtitle / minute of film
Word count:

· Source language

· Target language


Note: The final price will be based upon the length of the final document, and may vary as much as 10% from the original estimate.
Submission of Translated / Edited Text

Format 
· PDF / Word Document / Other / Printed copy
Submission method
· Complete work
· By section [____________ provide details here]
Submission date
· No later than _____________
· ____________ days after receipt of confirmation to begin work
Payment

· Payment upon completion of work

· Immediate - upon submission of translated / edited text

· Current month + _______ days from submission of text

· Other: ______________________________
Optional note: Neither the payment nor the date shall be dependent or conditional upon events unrelated to the specific work of the translator / edtor and beyond his/her control, such as other people's work  (e.g., editors, proofreaders), force majeur, or the publication date of the material.
· Advance payment

· Prior to start of work

· Prior to submission of translated / edited text

· After submission of a portion of the text, but prior to submission of the entire text.
· Payment by installments

Advance payment

· _____________ NIS / $ / £ / € / other
· ________________ percentage of the total 

Additional payments

· Based on progress [per chapter / per percent of text completed]

Monthly / monthly report
Payment method 

(If more than one method of payment is chosen, state sum / percentage for each method.)

· Cash

· Checks [current date, post-dated (dates + amounts)]

· Bank transfers to account number ___________  in the name of_________, branch (name/number)______________,
 bank _____________

· Credit card 

· Other (e.g., Paypal):   _________________
Miscellaneous

· Copies of book

· Translation / editing credit (preferably on title page) 
· Return of translated text to translator for final approval after editing

· Statement by client of ownership rights to text translation

· Statement by translator / editor transferring translation rights to client
· Other
Optional Points
·  Addition to original documents: The amount stated in the price quote is valid for the job/text in its present form. Translation / editing of additional text will entail a supplementary charge of ______ [NIS / $ / £ / € / other] per ______ [unit: x pages / words / galleys / other] 

· Cost of additional changes requested by the client (e.g., second or third round of corrections, modifications to text) is _____ [NIS / $ / £ / € / other] per ______ [unit: x pages / words / galleys / other]. To avoid any doubt, the price of the translation includes only one round of changes and corrections. 
· The price of translation / editing includes one hour of consultation (for clarifications, questions, and requests by client for changes) per _____ [unit: x pages / words / galleys / other] of the original text. Any additional consultation will entail a supplementary charge per hour of _____ [NIS / $ / £ / € / other].
· Termination of work agreement: If, for any reason, one of the parties wishes to terminate the agreement prior to completion of the work, advance notice of at least _____ business days must be provided. 

· If differences of opinion arise between the parties as to the quality of the translation / editing, or any other issue related to the provisions of this agreement, the parties agree that the matter will be submitted for arbitration by arbitrators to be appointed by the Israel Translators Association. The parties undertake to accept the decision of the arbitrators as final and binding.
Signature of Client

Name of client: __________________ Signature & stamp: _________________ Date: ________

Signature of Translator / Editor

Name of translator/editor: __________________ Signature: ________________ Date: ________
Electronically available at: http://yaelsela.wordpress.com/2010/02/16/translation_editing_contract_english. Written by Yael Sela-Shapiro. For personal use only. Permission is given to edit, rewrite, and change.  Please make reference to the author and source.    Version 3/2010


