Appendix B – Examples of Forms for Professional Use

Client Brief

	1: Contact Details 

	Name:
	

	Contact Person:
	

	Address:
	

	Phone:
	

	Best time to contact:
	


	2: Technical Specifications 

	Source format:
	

	Duration of source material:
	

	Output media:
	

	Output format:
	

	Required output resolution:
	

	Other technical requirements:
	

	Captions required?
	

	Special effects required?
	

	If yes, please provide details:
	


	3: Important Dates 

	Commencement date:
	

	Completion / delivery due:
	

	Other pertinent dates:
	


	4: Translation and Localisation Requirements 

	Source language:
	

	Target language:
	

	Target language regional dialect:
	

	Intended Target Audience (TA):
	

	Intended ethnicity of TA:
	

	Content subject:
	

	Security requirements:
	


	5: For Internal Use Only:

	Appointed main translator:                          
	

	Co-translator:
	

	Proof reader/Editor:
	

	Technician:
	

	Pre-production by:
	

	Signing recorded by:
	

	Post production by:
	

	Tech review by:
	

	Despatch:
	


