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ORDER FORM
	Company name
	

	Contact person  
	

	Phone
	

	Email Address
	

	Source Language
	

	Target Language
	

	Delivery Date
	

	Comments

	

	ADDITIONAL INFORMATION
(please highlight items that apply)



	I. Names
	1. Leave in original language

	
	2. Transcribe

	
	3. Translate

	
	4. Translate and add the original in brackets 

	
	

	II.  Company names
	1. Leave in original language

	
	2. Transcribe

	
	3. Translate

	
	

	III. Addresses
	1. Leave in original language

	
	2. Leave in original language and translate only country name

	
	3. Translate

	
	

	IV. Abbreviations
	1. Leave in original language 

	
	2. Transcribe

	
	3. Translate

	
	4. Translate and add definition in brackets at first appearance in text

	
	5. Translate and add original using a slash

	
	

	V. Bank details
	1. Translate

	
	2. Leave in original language
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