


The International Standards Group for the Book and Serials Sectors


Translation Guidelines for Accessible Publishing
We would be delighted if you would be willing to undertake a translation of Accessible Publishing, Best Practice Guidelines for Publishers. However, in order to maintain the integrity of the documentation created to support the Enabling Technologies Framework, funded by WIPO, we would be grateful if you could use the following guidelines as a basis for working.

PERMISSIONS
Please note that the copyright ownership of the guidelines belongs to WIPO, and (while WIPO wishes to make them as widely available as possible) they should not be translated without permission. Please contact EDItEUR before commencing any translation project (sarah@editeur.org). EDItEUR will let you know, for example, whether there is already a translation in progress in the proposed language.
If you chose to undertake a translation of the guidelines we would prefer that the finished document is on EDItEUR’s website and in order to maximise its utility, it should be available for download in Word, Accessible PDF and HTML. If you prefer to make these available from your own website, you need to provide us with a URL to which we can link. We will also need a translation of the “launch page”. Translations will also be available on WIPO’s site in the same way as the current English version - www.visionip.org

Translations should always be submitted for approval prior to being published. EDItEUR will seek publication approval from WIPO on your behalf.



CONTENT
Please ensure that the content and formatting is a complete and accurate translation of the original English version. This includes translating all preliminary matter, the glossary and further resources. Hyperlinks should be kept in place so that navigation aids can be maintained. Please do not add in additional hyperlinks or alternatively formatted material without discussing this with us.
You are allowed to insert appropriate local information into the guidelines, but if you wish to include any content that is not currently in the English version please make sure that you clearly identify this, in English, so that WIPO are aware of the specifics. This includes any information relating to the organisation responsible for the translation. It may also be appropriate for us to include some or all of this information in the next English-language release.

DESIGN
The English language version has been designed to maximise its accessibility, and we would like this to be maintained across translations. Unless there is really good reason for changing the design (which should be discussed with us, please), all of the design features of the English language version should be followed in the translation.  This includes (for example) the inclusion and positioning of logos in the preliminary pages 

FILE NAMING AND VERSION NUMBERING
All files should be named with a file name that includes the version number and language of the translation. This is vital for managing content and for updates. Please name your files in the following model:
Accessible Publishing, Best Practice Guidelines for Publishers, PDF, English, V 1.0

UPDATES
We are planning to update the English version of the guidelines on a regular (probably 6 monthly) basis. As these updates are published you will be asked to update the translation and to publish a new version upon approval of those updates. The process for this is as follows:

1 – EDItEUR will inform you of the proposed publication schedule for an updated version of the guidelines at least 4 weeks ahead of publication time, and we will agree a schedule with you for producing the updated translation.
2 – EDItEUR will send you a Word file of the updated English language version showing “tracked changes”. 
3 – You will organise the updating of the translation and will provide a proof to EDItEUR for approval.
4 – New versions will be uploaded with updated version numbering and correct language identified. Previous version should be removed from all websites.

If for any reason you are unable to update the translation, we will reserve the right to ask someone else to take over responsibility for the translation. 




Contact:
Sarah Hilderley
EDItEUR Ltd
39-41 North Road,
London, N7 9DP,
U.K.
sarah@editeur.org 
tel: +44 (0)20 7503 6418
fax: +44 (0)20 7503 6418
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