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CLIENT


HEAD OF TRANSLATION & EDITING


TRANSLATOR / EDITOR


Identifies need & submits request


Assigns the document to a translator / editor 


HEAD OF TRANSLATION & EDITING


FINANCE OFFICER


Requests Finance Officer to issue Quotation


Issues Quotation & pass it to the Head of Translation & Editing


HEAD OF TRANSLATION & EDITING


Submits Quotation, Policy & Confirmation Form to the Client 


CLIENT


(If agreeable) Submits Proof of Payment & Confirmation Form to the Head of Translation & Editing


HEAD OF TRANSLATION & EDITING


Submits Request for Processing to Translator / Editor


TRANSLATOR /EDITOR


Provides final translation / edited document to Head of Translation & Editing


HEAD OF TRANSLATION & EDITING


Alerts the Finance Officer to issue payment to Translator / Editor


Confirms Receipt of Request


Submits the translated / edited document to Client (*Client is allowed 5 working days to discuss matters regarding the job done) 


Forward the suggestion to the Head of Translation & Editing


Views the document & suggests suitable pricing


Ensure full payment by client


