
Intonation’s 
10 step guide 
to translation
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You need documents translating
quickly and efficiently – just
contact Intonation.

One
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Send all your requirements to the
team – don’t forget to include
any reference material!

Two
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CONFIDENTIALITY NOTICE

This information is intended solely for the person / company named above and may contain
confidential or privileged information. It is prohibited to copy, disclose or make use of the 

information contained in it if you are not the intended recipient. All fax destinations are double
checked for accuracy, should this communication have reached you in error please destroy it and 

notify Intonation Ltd immediately. Any expenses will be reimbursed.

Intonation is the trading name of Intonation Limited.  Registered in England No 1924124.
Registered Office 21 - 23 East Street, Fareham, Hants, PO16 0BZ.

Client Name: Tel:

Fax:

Email:
Client Address: 

Our Job Reference: Tuesday, 19 December 2006 

We are pleased to submit our quotation as follows:

Document:

Translation:

Deliverables:

Lead Time: 

Price:

Terms:
Payment for services is strictly thirty days from invoice irrespective of payment
from a third party.
Invoice issued on return of work. 

Notes:
WORK WILL NOT PROCEED UNTIL WRITTEN CONFIRMATION HAS BEEN 

RECEIVED.

Thank you for your enquiry, we look forward to receiving your order. 

Yours sincerely

Dan Peachey
Assistant Translation Manager

21-23 East Street, Fareham, Hampshire PO16 0BZ
T. +44 (0)1329 828438  F. +44 (0)1329 823543

info@intonation.co.uk  www.intonation.co.uk

A competitive quote is on its
way with price, timescale 
and delivery options.

Three
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You confirm you’re happy 
with the quote – et voilà, the
translation process is underway.

Four
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B2B

SPANISH

An experienced Intonation
translator is handpicked to
match your brief.

Five

TECHNICAL
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Our translations are produced by
highly qualified mother tongue
translators, not automated
computer programs.

Six
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Once translated, an in-house
review ensures the accuracy 
of your documents.

Seven

FONT COMPLETE

SPELL
CHECK

FORMATTING

TERMINOLOGY

REVIEW NUMBERING

PUNCTUATIONCONSISTENCY
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It’s on its way to you in the format
you need.

Eight
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Job delivered on time.

Nine
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Another happy Intonation
customer!

Ten
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For more information on 
our full range of language

services call 01329 828438 or
visit www.intonation.co.uk

Intonation Limited
21-23 East Street, Fareham, Hampshire PO16 0BZ
Tel. +44 (0)1329 828438  Fax. +44 (0)1329 823543

Email: info@intonation.co.uk 
Website: www.intonation.co.uk
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