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I Requirements 

1. Prerequisites for working with MB are that 

• you translate exclusively into your native language and that you should 
generally be resident in the country in which your language is spoken.  

• you possess a high degree of the following competencies in your native 
language and the language from which you translate: 

All assigned translators and proofreaders must be proficient in the following respective 
disciplines: 
 
a) Translation competence 

The translator must observe the following aspects during the translation process:  
Terminology: Accordance with customer-specific terminology, terminological 
conventions of the specialist field or other underlying terminology and consistent 
use of terminology throughout the translated text. We provide our translators with 
TMs and/or glossaries to assist in this process. 
Grammar: Sentence structure, writing style, punctuation, spelling, diacritical 
marks 
Lexis: Lexical cohesion, phraseological accuracy 
Style: Adherence to our own or customer-specific style guidelines; use of the 
appropriate register and choice of the correct language variant 
Localisation: Local and regional conventions and standards. This aspect considers 
the individuality of the target country; contact is made with experts from the 
respective region who are able to revise the text with regard to the respective 
culture and customs, thus ensuring that there are no errors in the local, cultural 
background.  
Formatting: Adaptation of the format with regard to the customer's specifications 
and the source text. 
Target audience and purpose of the translation 
 

b) Linguistic and textual competence in the source and target language 
In principle only technical translators will be assigned who translate exclusively 
into their native language. 
 

c) Research skills, acquiring and processing information 
Research skills will be assessed on the basis of a sample text (by the university or 
1-2 independent translators) 
 

d) Cultural competence 
MB will assess whether there is an ability to utilise information about the locale, 
behaviour patterns and value systems that are characteristic of the source and 
target culture. 
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e) Technical competence 
 
MB will conduct a stringent assessment to ascertain whether all of the abilities and 
skills that are necessary for the professional preparation and production of 
translations are present. 
 
All of MB's translators are exclusively technical translators who translate solely 
into their native language. 
In addition you must have had university-based translation training, a university 
education and proof of 3 years professional experience or 5 years professional 
experience if you do not have the necessary training. 
 

2. Specialisation 

In addition to the competences specified under point I, you should also have 
knowledge in at least one specialist field. This could be knowledge that you have 
acquired from your studies or through practical work experience in the field. You 
should be well versed in the latest developments and technical terminology used in 
this field. Please inform us in detail about your specialist fields, as we require 
this information for evaluation purposes when selecting translators.  

3. EDP knowledge 

You should be well-acquainted with standard office and communication software, as 
we expect to receive your translations in file format, preferably by e-mail. You should 
have the following standard equipment: 

• A computer with a text editing programme (preferably MS Word 2003 or 
higher) 

• Your own e-mail address that you can check several times a day during projects 
• A telephone, mobile phone & fax machine where you can be reached during the 

translation project. 
• It would be considerably advantageous if you already have experience with 

translation software. We use Translator's Workbench™ (from Trados) for the 
majority of our projects. The majority of our customers request that we use 
these products. Therefore, it would be advantageous if you possess one of 
these products. If this is not the case, purchasing this software would certainly 
be a good investment.  
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4. Project related requirements 

We will agree upon these project related requirements on an individual basis, 
depending on the order or project: 

Background knowledge of the customer required:  Yes  No 
will be announced 
by MB 

CAT tools required: (Trados, Wordfast etc.)  Yes  No 
will be announced 
by MB 

Terminology database available:  Yes  No 
will be announced 
by MB 

Send updated terminology database to MB:  Yes  No 
will be announced 
by MB 

Proofreading to be done by a colleague:  Yes  No 
will be announced 
by MB 

Glossary available:   Yes  No 
will be announced 
by MB 

Add to the glossary:  Yes  No 
will be announced 
by MB 

Reference texts available:  Yes  No 
will be announced 
by MB 

Customer's website available:  Yes  No 
will be announced 
by MB 

Check the customer's website:  Yes  No 
will be announced 
by MB 

Maintain the format of the source text:  Yes  No 
will be announced 
by MB 

5. Other requirements 

There are no formal requirements in addition to the capabilities mentioned above. 
However, we do expect you to work well together in a team with our project 
managers. This means that you 

• ALWAYS send us brief written confirmation of each order 
• Comply with deadlines 
• Inform us of any problems or delays as soon as you are aware of them 
• Plan your own resources well 
• Work carefully 

Furthermore, we ask you to: 

• Please inform us in sufficient time of any planned absence (e.g. holidays, etc.)! 
• Please also inform us in sufficient time about any changes to your contact 

details (e.g. address, e-mail, etc.)! 
• We use the internal abbreviations for languages according to the attachment 

"Language Abbreviations.xls"! 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


