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PROJECT CHECKLIST
by Ruth Simpson and Mailys Cardonne

	Requirement
	✓
	Details / notes

	Project name
	☐
	 

	Source / target language
	☐
	 

	Deadline & time zone
	☐
	 

	File formats / layout
	☐
	 

	Price
	☐
	 

	Language variations
	☐
	 

	Target audience / purpose / location
	☐
	 

	No-go words
	☐
	 

	Graphic charter / fonts
	☐
	 

	Compliance (legal, medical, etc.)
	☐
	 

	Tone of voice
	☐
	 

	Glossary / translation memory
	☐
	 

	References / past translations
	☐
	 

	Purchase order number
	☐
	 



Final check: ☐ All client requirements confirmed before work begins.
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