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Guidelines for VTVV’s Translators

Introduction:

First of all, thank you for participating in VTVV project. We understand that your contributions are a meaning action for the development of Vietnamese youth movement. Moreover, it will make a value impact to our community and social.

 To help translation process go straightforwardly, we release the Guidelines for VTVV’s Translators for translators using. This guideline will give you the necessary information to understand what you are going to do and how to do that. The Translation Guide gives you the way to join in translation process, cooperation with your peers, useful tips in translation and so on. 
We also would like to remind that you are taking a voluntary responsibility. Therefore, you should work with enthusiasm and self-conscious spirit. Your involvement will give you a chance to make new friends, to learn about new knowledge and experiences from other volunteers.
Note: This Guideline was prepared based on the English-Vietnamese Translation and Style Guide by Ha Thi Lan Anh in the project Translate TIG into Vietnamese. 
I. Communication
1. The official website of the project: 

http://projects.takingitglobal.org/vtvv  

Supportive tools: we provide these tools to facilitate the work of all participants, provided by TakingITGlobal. However, you can choose not to use these tools.


Project volunteers can choose to join the VTVV Group to be connected to other volunteers to discuss, exchange ideas and experiences:

http://groups.takingitglobal.org/VTVV_Group 

Alternatively, you can choose another way – participate in the project Discussion Board: 

http://www.takingitglobal.org/connections/discuss/forumdisplay.php?forumid=3530 
- Every translator should register a member account on TakingITGlobal (TIG)  

- VTVV use other websites as supporting sites: www.aoxanh.net, www.ttvnol.com 
- ONLY Project Coordinators have the right to announce any official information of the project on official website as well as others.
2. Contact project coordinators:
- Article Group:
Nguyen Hong Anh 
Email: pinkie_ahn@yahoo.com
Mobile: 84-904-384-073

YIM: pinkie_ahn

- Toolkit Group:

Pham Thanh Nhon

Email: nhonpt@gmail.com
Mobile: 84-905-441-002

YIM: companion7_18

Online to help 08:00-10:00AM Monday-Wednesday-Friday

- Translators can contact project managers by e-mail, mobile or YIM to inquire information, to ask for help.
II. Translation Guide
1. Format of translated documents
* E-mail format: 

- When you send your translated papers to your editor, you should write your e-mail subject like this:
Subject: Translated Document – name of original document
For example:

Subject: Translated Document – Guide to Action

* File format:
- All files are World file. 

- File name is original document name. For example, Guide_to_Action.doc
- Layout format:
+ Write your name, the original document name, author (if available), source and the url given in your assignment on the top left.
Example: 

Name: XYZ

Original doc: Four challenges for volunteer leaders and volunteer managers
Author: Mary V. Merrill

Source: © Merrill Associates
Url: http://www.worldvolunteerweb.org/resources/how-to-guides/four-challenges-for-volunteer-2973/lang/en.html 
+ Use font Unicode – Times New Roman. 

+ The title uses size 14, bold, and align center.
+ Use size 12 and align left for the text.
+ If a piece of toolkit includes the pictures, omit it.
   If your article has some (pic), copy and paste it/them in your translation file. You need to translate its/their annotate(s) also.
+ If a text is written in a drawing, translates only text.
+ Your translation has to include the document references (if available) in its English name. However, you don’t have to translate the comments or reviews.
- For a piece of example toolkit, see the appendix A below.

2. Guide to Translate the Terms (appendix B, C, D):
In any translation type, translators will have some trouble with the terms of original documents or names of institutions or organizations as well as others linguistic puzzles. If you face with above issues, look here for your solution:

· There are several terms on the original documents unfamiliar to Vietnamese youth. However it is important that Vietnamese youth get to know and translate these terms into Vietnamese as these are popular terms used internationally in the world today. Understanding these terms and coming up with equivalent translation in Vietnamese  will support Vietnamese youth to get involved more effectively in global dialogues and discussions on global issues.
· Some English terms cannot be translated into Vietnamese by using a single word in which case a descriptive translation should be used.  For example, empowerment is translated into Vietnamese as “Trao quyền hành động”. You are encouraged to be creative to come up with suggestion of translation for unfamiliar terms and discuss with one another to find the best translation possible.
· If you are translating a name of organization, a title of significant policy document/international agreement or an important event, you can consult the United Nations Agency websites in Vietnam. Unfortunately, I have not found any website in Vietnamese listing UN terminologies. However, you can get familiar with the terminology by going to : http://www.un.org.vn/ 
· There is a number of terms coined by international institutions that are part of the frequently used international vocabulary (examples: sustainable development, gender mainstreaming).  It is important to ensure the consistency in translating these terms.  Please contact the coordinator if you need help with specific terms of international institution.
· Note that the appendixes are only used for reference. You can translate the terms in the difference meaning follow the various situations.
3. Translation Tips:
· Create a Vietnam version: On a conceptual level, we are seeking to create a unique Vietnam version of the original documents, rather than simply translating from English.  Instead of attempting a literal, word-by-word translation, aim for a holistic version to convey the meaning in the most accurate way.

· Consistency is fundamental: Whether it is in your use of the imperative and infinitive, translations must be uniform across the documents.  In general, it is better to use the infinitive for direct phrases (i.e. Join discussion – Tham gia diễn đàn). 

· Refer to technical dictionary: Since many terms are technical, avoid guessing and look them up with an on-line technical dictionary.
· Skip phrases you are unsure about: If you are not completely certain about a phrase, please skip it and allow someone to translate. 

· Get in touch with fellow translators: Who’s in your translate team?  Do you have a questions or tips for your fellow VTVV Translators? Check out each other’s profiles and work together!  

· Use the group features: Post updates, progress reports or helpful documents to the group. Post documents that relate to the project in Project Documents.

· Capitalization: In order to ensure consistency, only capitalize the first word of the title unless it is an official name/title (example: Global Gallery – Triển lãm toàn cầu). 

· Punctuation: 
- Please checks that you use correctly the commas, punctuation marks.
- This is correct punctuation: “Sau khi dịch xong toàn bộ bài viết. Tất 
cả thành viên phải kiểm tra lại…”  

- You should pay attention on your punctuation to make sure that you will not involve in the following errors:

+ “Sau khi dịch xong toàn bộ bài viết . Tất 
cả thành viên phải kiểm tra lại…” 

+ “Sau khi dịch xong toàn bộ bài viết .Tất 
cả thành viên phải kiểm tra lại…” 

+ “Sau khi dịch xong toàn bộ bài viết.Tất 
cả thành viên phải kiểm tra lại…”    

Please have a look here if you feel that you would like to know more:
http://www.aoxanh.net/modules.php?name=News&file=article&sid=427 

4.Translation Process:

This session introduces the translation process of VTVV project. Work on process will help us keep control our job.


(. The original documents will be collected from users’ suggestion, search on the internet.

(. Collection document will be catalogued and set priority for translated document ordering.

(. Contact owners for authority of translation and delivering the original documents.

(. Translation: This is your work. The assignment documents are translated on the timelines. 

(. Editors will edit translated documents.

- Editors not only correct the meaning of sentences or content but also edit for suitable content with Vietnamese youth.

(. Coordinators review all translated documents, and they can edit second time if necessary.

 (. Delivering translated documents to owners, youth groups/ organizations.

Appendix A
The format of paperwork
Example 1: the original paper:
(
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[image: image2.png]Foreword

The Youth Employment Summit (YES2002) is being organised on a simple
premise: if we successfully raise awareness to the need for promoting youth
employment, build commitment for action, and empower that commitment
with knowledge and tools we can create employment opportunities for youth
Based on this, the YES2002 goal is to work together to ensure that five
hundred million young adlults, especially youth facing poverty, will have
productive and sustainable livelihoods by the year 2012, Think about i,
there are a billion youth in the world today (aged 1524 years), eight
hundred and fifty million of them live in developing countries. We have
no choice but to create the infrastructure - coalitions, partnerships, and
programs — to generate funds and implement projects to fulfil this goal

The Event Planning Handbook is the first in a series of tools that we are
developing in partnership with learning organisations like Making Cents. The
necessity for this kind of handbook came from the participants of the many
YES 2002 consultations and workshops that we have organised over the
course of the past three years. We were requested to provide a practical
step-by-step, easy to use “tool” to plan an event. The four sections in this
handbook will take you right from the beginning stage of conceptualising
your event and compiling a budget to the activities needed for a successful
follow-up after the event.

The strength of this handbook is that it can be customized for any type of
event and target group. For example, it can be used to structure a youth
workshop to promote YES 2002 or to start a Youth Steering Committee for
organisations in your country or region. Although we would appreciate your
using this handbook to promote youth employment, you should use this to
organise and facilitate any event of your choice.

We gratefully acknowledge Making Cents in the compilation of this
handbook. Their experience and knowledge of planning many events around
the world, with a significant number of them on youth employment and
entrepreneurship have guided them

It is our sincere hope that this handbook will make planning your next event
simpler and easier for you

Poonam Ahluwalia
Summit Director
YES 2002




The translated paper:
(Full of name: Pham Thanh Nhon

Group: Group 1 

Document name: YESHandbook

Hướng Dẫn Lên Kế Hoạch Tổ Chức Sự Kiện(
Lời Nói Đầu

Hội Nghị Việc Làm Thanh Niên (Youth Employment Submit YES 2002) (  đang được tổ chức dựa trên giả thiết: nếu chúng ta thành công trong việc nâng cao nhận thức về việc cải thiện và nâng cao việc làm cho thanh niên, đưa ra các cam kết cho việc thực hiện, hỗ trợ kiến thức và các công cụ cần thiết để thực hiện những cam kết này thì chúng ta có thể tạo ra nhiều cơ hội nghề nghiệp cho thanh niên. Dựa trên giả thiết này, mục đích của YES2002 ( là cùng nhau đưa ra những phương án sao cho đến năm 2012, năm trăm triệu thanh niên trên thế giới, đặc biệt là những thanh niên đang đối mặt với nghèo khó sẽ có một công việc ổn định cho bản thân và gia đình họ.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

(: You do not need to translate the book covers.

(: Initiative information
(: Title of document uses size 14 and bold.
((: You should accompany the original name of organizations with the translated names.
Example 2: The original paper:
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The translated paper:
	Một danh sách tương tự như sau: 

giáo dục

bảo vệ động vật

sử dụng thuốc trừ sâu

ô nhiễm môi trường

HIV/AIDS

hiểm họa mìn

nhân quyền

trẻ em nghèo khó



Tạo một danh sách của bạn:

5 điều bạn quan tâm nhất:

1.

2.

3.

4.

5.

Điều gì khác bạn quan tâm:

Đói nghèo, chủ nghĩa duy vật, sự bảo tồn năng lượng, sự bất công, ………………………….

………………………………...

5 Vấn Đề Thành Viên TIG Quan Tâm Nhất:

1. Sức khỏe&HIV/AIDS.

2. Hòa bình&Xung đột

3. Môi trường

4. Nhân quyền

5. Toàn cầu hóa.

Xem thêm Bảng điều tra thanh niên cuả TIG: 

http://research.takingitglobal.org/roleofyouth/ 




Appendix B
Terms in youth movement

	Action 
	Hành động

	Expressions

	Biểu cảm

	Foster (verb)
	Thúc đẩy

	Get involved

	Tham Gia

	Human Rights
	Nhân quyền

	Indigenous people
	Người bản địa/bản xứ

	Inform, inspire, involve
	Thông tin, truyền cảm hứng, tham gia

	Make a difference 
	Tạo nên thay đổi

	Project profile
	Hồ sơ dự án

	Posts
	Bài viết

	Take local action
	Hành động tại địa phương


APPENDIX C
International Terminology
(Terms used in NGO sector, UN structures, grassroots organizations, charitable trusts and foundations)
Better World Campaign
Chiến dịch vì một thế giới tốt đẹp
hơn

Capacity building 
Nâng cao năng lực
Civil society
Một xã hội dân sự hoặc tổ chức xã 
hội dân sự 
(giống CSO = Civil Society Organization)
Commonwealth Plan of Action
 for  Youth Empowerment (to the year 2005)                           Kế hoạch của khối thịnh vượng chung vì sự nghiệp trao quyền cho thanh niên (tới năm 2005)

Community service 
Dịch vụ công cộng 

Digital divide
Khoảng cách công nghệ

Earth summit
Hội nghị thượng đỉnh thế giới

Empowerment
Trao quyền

Environmental literacy
Giáo dục môi trường

Eradication of poverty 
Xóa nghèo
Gender mainstreaming
Việc chủ đạo hoá vấn đề về giới

Gender Issues Unit
Đơn vị giải quyết những vấn đề về 
giới

Gender Mainstreaming Department 


Girls’ education 
Giáo dục dành cho trẻ em gái

Global Forum on Sustainable Energy
Diễn đàn thế giới về năng lượng bền 
vững

Global partnership for Development
Đối tác toàn cầu về phát triển

Global Teaching and Learning Project
Dự án toàn cầu về dạy và học 

Human development 
Phát triển con người

International Media Colloquium

on Literacy
Hội thảo truyền thông thế giới về vấn đề học vấn

Learning for all
Giáo dục cho mọi người

Learning Network for Empowerment
Mạng lưới giáo dục về sự tham gia và phát triển năng lực.

and Participation                                                                

Millennium Development Goals
  Các mục tiêu phát triển thiên niên kỷ

ICT Task Force
Lực lượng đặc nhiệm về Công nghệ 
Thông Tin

International Bureau of Education                            Cục quốc tế về giáo dục 

International Women's Rights

 Action Watch
Ban hành động vì Quyền phụ nữ 
quốc tế

Literacy campaign
Phong trào xoá mù

Model United Nations
Mô hình Liên Hợp Quốc

National technology needs assessment
Kĩ thuật quốc gia cần đánh giá

Outreach activity                                                        Hành động vươn xa

Outreach campaign
Chiến dịch vươn xa

Outreach services                                                       Các dịch vụ vươn xa

Outreach training                                                        Các tập huấn vươn xa

Political Empowerment Program
Chương trình phát triển năng lực chính trị

Poverty Action Fund
Quĩ hành động xoá nghèo


Promotion of gender equality
Tuyên truyền vì bình đẳng giới

Reconciliation 
Vấn đề hoà giải

Regional Gender Program
Chương trình  khu vực về giới

Sustainable development
Phát triển bền vững

Technological literacy                                                Xoá mù về thông tin

Women's Economic Empowerment

Program
Chương trình phát triển năng lực 
kinh tế cho phụ nữ

UNESCO Institute for Education
Viện nghiên cứu về giáo dục của Tổ chức kinh tế, xã hội và văn hoá 

 Liên Hiệp Quốc

Workshop on Gender Sensitization
Hội thảo về sự nhạy cảm giới

World Campaign for Universal Literacy                   Chiến dịch thế giới vì xoá mù toàn cầu

World Education
Giáo dục thế giới

World Electronic Media Forum 
Diễn đàn trực tuyến về truyền thông

World Literacy Program
Chương trình xoá mù thế giới

World Summit on the Information Society                Hội nghị thượng đỉnh toàn cầu về xã hội thông tin.

Youth caucus
Phái đoàn đại diện thanh niên

Youth employment 
Việc làm thanh niên

Youth empowerment for the

New Millennium                                                        Trao quyền hành động cho thanh niên trong thiên niên kỉ mới.

Youth Empowerment Strategy                                 Chiến lược trao quyền hành động  cho thanh niên

7. Delivering





6. Review





5. Edition





4. Translation





3. Contact Owners





2. Catalogue





1. Collection




















�Correct punctuation


�mistake


�mistake 


�mistake


�Space a line between the parts.
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