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® Translation Examples
» English Checks are common
»Pamphlets (news letters, etc.)
» Communication between Sister Cities
> Application forms (for events, etc.)
» Public tender notices
» Letters to and from overseas
® Interpretation Examples
»Meetings between visitors from
abroad and the mayor/governor
» Guiding sister-city groups
> Exchange meetings (with sister cities)
» Phone calls from overseas
® Translation Tips
» Direct translation # correct
»Use many different dictionaries/
websites (don’t depend on one)
» Use a thesaurus
»>Ask coworkers (especially proper
names, etc.)
» Confirm the deadline
» Use old translations as examples
® Interpreting Tips
» Be Confident
» Ask the speaker to restate something
when you don’t understand
> Preparation is Key! (think about the
vocabulary that may come up)
»Things to prepare: Pen/pencil, paper,

dictionary, water
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Even the greatest veterans make mistakes. If you make a mistake, be sure to admit it,

apologize, and redo your work.
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