Appendix B – Forms for Professional Use

Sign Off Form

	1: Technical Specifications 

	All technical details met in the final product?
	Yes
	No
	If no, why?


	2: Important Dates 

	Commencement date achieved?
	Yes
	No
	If no, why?

	Completion date achieved?
	Yes
	No
	If no, why?

	Other pertinent dates achieved?
	Yes
	No
	If no, why?


	3: Translation and Localisation Requirements 

	All translation and localisation specifications met in the final product?
	Yes
	No
	If no, why?


	4: For Internal Use Only 

	Pre-production completed
	Yes
	No
	If no, why?

	Production completed
	Yes
	No
	If no, why?

	Post-production completed 
	Yes
	No
	If no, why?

	Preliminary dispatch achieved
	Yes
	No
	If no, why?

	Final edit achieved
	Yes
	No
	If no, why?

	Despatched
	Yes
	No
	If no, why?


	Record of communication with Client/Manager 

	Date
	Reason

	
	


	Signed off by allocated Translator or Editor:

Date:

	Signed off by Manager or Client:

Date:


