
What makes a company 
truly global?  

Reaching out to clients in different 
parts of the world involves 
products and services that are 
relevant to local communities.      
In order to be successful, global 
organizations set a global standard 
although they operate as national 
companies. The training and 
development function plays a 
pivotal role in facilitating this 

model – from strategic leadership 
training to collaboration models 
for speeding up the R&D process 
to product and sales force 
training.  

Developing training materials and 
enabling communication between 
partners who speak different 
languages require a strategic 
approach. This Best Practices 
Guide will help you get started 
with your multilingual content 
development project.  

How to Translate and Localize Your Training Content  

TOP 10 TIPS 

Internat ional ization precedes 
localization. This means that during 
the instructional design process it is 
important to be as culturally and 
technically “neutral” as possible, so 
the material can easily be localized 
for a specific audience. By making 
the localization process shorter,   
your materials will be produced          
cost-effectively and on time.                  
To internationalize successfully, 
language, technical, and content 
issues must be factored in from the 
beginning. Here are a few examples: 

If you are responsible for the content 
of documents that require translation, 
review them for words and 
expressions that won’t translate well, 

such as slang or colloquial 
expressions. Metaphors, proverbs 
and certain idiomatic expressions are 
difficult to translate because they 
must be contextually shared by the 
target culture. Avoid culture-related 
examples and clichés. References to 
sports, religious, and literary 
metaphors may not resonate with 
other cultures.  

Determine your target languages 
before choosing the fonts. 

Leave enough room for language 
expansion. For example, Spanish 
requires up to 15 percent more space 
than English.  

Consider spatial orientation. Keep in 
mind that some languages like 
Arabic and Hebrew are written and 
read from right to left. 

Include country codes for telephone 

and fax numbers and account for 
different international formats of 
postal addresses. 

When choosing graphics and images, 
make sure they have messages 
general enough that they cannot be 
misconstrued in another culture. 

Speak your learners’ language. 
Define the register of your target 
audience. For example, is your 
material directed at doctors and 
medical personnel or at consumers? 
Are you training sales force personnel 
or high-school students? 

Be aware that different cultures 
might have different learning styles. 
Apart from the proven fact that 
learners achieve much better and 
faster results when learning in their 
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Frequently used terms 

Internationalization 
Internationalization is the   
process of generalizing a 
product so that it can handle 
multiple languages and cultural 
conventions without the need for 
redesign. Internationalization 
takes place at the level of 
program design and document 
development. 
 

Localization 
Localization involves taking a 
product and making it 
linguistically and culturally 
appropriate for the target locale 
(country/region and language) 
where it will be used or sold.  
 

Translation 
Translation describes the 
linguistic aspect of localization 
by which a source document is 
converted into the target 
language(s).  
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 Think International from 
the Beginning 

 Define Your Target 
Audience  



native language, the blend of training 
methodologies might differ. Plan ahead and 
speak with one of Magnum Group’s cultural 
consultants to avoid less-than-optimal use of 
your materials abroad. 

Spanish is spoken in most Latin American 
countries. Are you aware that there are regional 
variations of the language? What audience are 
you addressing? Learners in Mexico, Argentina, 
or Spanish speakers in the United States?   
There are many language varieties such as 
Continental vs. Canadian French, Traditional vs. 
Simplified Chinese, Brazilian vs. European 
Portuguese, and so on. Consider contacting your 
foreign partners to find out exactly what       
they expect. 

 

When preparing your training materials for use 
in another culture, consider these aspects in 
addition to foreign language translation: 
The use of icons, graphics, and sounds. Not all 
graphics produce the same associations in other 
cultures. Magnum Group’s cultural consultants 
can help you evaluate the impact of shapes, 
colors, images, text density and distribution.  

The use of acronyms. Spell out acronyms and 
determine if they should be translated.  

Measurements and currency conversion. Do you 
need to display more than one measurement 
system? 

Document format. Documents may have to be 
resized to A4 format for printing. This affects 
not only margins and pagination but also the 
table of contents. 

Multimedia Components. If you localize audio 
and video materials, you have the option of 
subtitling or dubbing. Keep in mind that 
subtitling may divert the learner’s attention 
from what is being presented on screen. 

Legal compliance. In-country legal departments 
may need to review and approve mission 
statements, privacy and confidentiality 
disclaimers, and Intellectual Property 
documentation. 

With a blended learning approach you are 
working with a number of different file formats. 
Make sure you have an electronic version of 
your source files available when you contact us 
to discuss your multilingual project. This will 
speed up the quoting process considerably and 
allow us to begin the translation work upon 
approval.  

Consider a realistic timeframe and provide for 
ample lead time. Producing quality translations 
is a complex and involved process that takes 
time. Translators, editors, proofreaders, and 
subject-matter experts all work together as a 
team and depend on tight, predefined schedules. 

Finalize your copy before starting the translation 
process. Revisions (also known as author’s 
alterations or midterm changes) after the 
translation process has begun will require extra 
time to manage and implement, and almost 
always result in delays. They can also lead to 
additional expenses, especially if the documents 
are being translated into multiple languages. 

Classify the files by type and determine the 
order in which they should be completed. 
Indicate the expected final file format or media 
output for your product. 

An in-house glossary allows you to make 
multilingual documentation consistent and 
unambiguous across your business units and 
over an extended time period. It also minimizes 
costs associated with reworking and correcting 
inconsistent term usage. We can work with your 
in-house staff to capture the most frequently 
used terminology in a repository or help you 
build glossaries by leveraging previous 
translations.  

It cannot be emphasized enough: The quality of 
the source text is paramount to the quality of the 
translation. If your training documentation is 
well designed, the terminology consistent, and 
the content easy to follow, your translation will 
be too. This is where we apply the “Art of 
Translation,” making sure the target language 
document does not read like a translation, but 
rather like original copy written in the foreign 
language.  

Take basic style issues into account. Since most 
countries use the day-month-year format, use 
letters for the month to write dates. For instance, 
12/08/04 can be interpreted in two ways unless 
the month is spelled out (December 8, 2004). 
The same rule applies to time. Most of the world 
uses a 24-hour clock. If AM or PM are used, 
make sure they are used every time to avoid 
confusion. 

If you currently use a style guide, we 
recommend sharing it with us at the beginning of 
a project. Magnum can also help develop a style 
guide for multilingual projects. 

Will you have the translated materials reviewed 
by an internal or a third-party reviewer?         

Who will coordinate the review process?  

We work with certified translators who translate 
exclusively into their native language and have 
professional experience in various industries and 
subject matters. Our translators are inquisitive. 
They read your texts carefully. Along the way, 
they are likely to ask questions and identify 
sections where clarification is needed, allowing 
you to review and even improve the original 
copy. Because each organization has its own 
specific language and terminology preferences, 
providing in-country contact names for queries 
will ensure that intra-organizational conventions 
are applied consistently to your translated texts. 
These native speakers of the target language will 
contribute using their knowledge of the 
terminology particular to a company, an industry, 
or a market. 

Your training materials can be produced in 
different formats. We recommend relying on the 
original translator or editor for quality assurance. 
Each language has its own set of standards. In 
German, for example, all nouns are capitalized. 
In French, there is a space between a word and a 
colon that follows. The list goes on. Printing 500 
copies of your manual without qualified proofing 
may result not only in considerable expense for 
your company, but also in the undermined 
credibility of materials in which you have 
invested so much time and other resources. 

 
Professional translators are trained writers, 
capable of producing texts that read well in the 
target language. They effectively bridge the gap 
between languages and can render the message of 
the original text in their native language, 
applying appropriate style and using the right 
terminology. You will get best results from 
developing an ongoing relationship with our 
team. Over time, your texts will become even 
more effective as we become acquainted with  
your business philosophy, strategy, and products. 

 

The quality of your translated materials, 
timely delivery, and staying within budget are  
of essence. Teaming up with a localization 
partner is invaluable and indispensable. 
Magnum Group has extensive experience 
and the foresight to draw attention to 
potential shortcomings and pitfalls ahead of 
time. We look forward to becoming an 
extension of your training department.          
Give us a call at 215.413.1614. 
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 Style Is Important 

 Create Glossaries  

 Choose the Right Language 

 Let Us Proofread Your Final Product 

 Prepare Documents for Translation 

 Localize – Language Is Only the 
Beginning 

 Work Closely with Magnum Group, 
Your Localization Partner 

 Work with In-Country Reviewers  


