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Agenda 

 Why Global? 

 What is Global English? 

 Localization and Language Technology 

 Practical considerations: case studies on 
simplifying your writing style 
 



Reality of Business Writing 

 

 

 Cat: Where are you going? 

 Alice: Which way should I go? 

 Cat: That depends on where you are going 

 Alice: I don't know 

 Cat: Then it doesn't matter which way you go 

 

- Alice in Wonderland 



Why Global English? 
For Technical Communicators… 

 

 

 

 Identify Target Audience 

 Creativity v.s. Clarity 

 Complexity made simple 

 Value-added employee 

  



Why Global English? 
For Business… 

 
 
 

 Avoid legal liability 
 Reduce calls to technical support 
 Reliable Indexing 
 Facilitate search in online Help or other online 

documentation 
 Lower translation/localization cost. 
 Improve translation/localization quality. 
  



What is Global English? 

Global English’s Goal: 

 

 Eliminating ambiguities 

 Eliminating uncommon non-technical 
terms and unusual grammatical 
constructions that non-native speakers 
are not likely to be familiar with 

 Simplify sentence structure 

 Eliminating unnecessary inconsistencies 

 



Readability 



Cardinal Rule of Global English 

 

 Don’t make any change that will sound 
unnatural to native speakers of English 

 There is almost always a natural-sounding 
alternative if you are creative enough to 
find it 

 



Localization and Language 
Technologies 

 

Accidents happen…. 



 

 



Localization and Language 
Technologies 

 

 



 

 



Localization and Language 
Technologies 

 
Original English: 
In today’s global economy, securing international patents in multiple jurisdictions 
is an important business requirement for multinational companies in both R&D 
and product distribution.  
 
Japanese:  
今日のグローバル経済では、複数の法域での国際特許を確保することは、R＆Dや製品流通の
両方で多国籍企業にとって重要なビジネス要件です。 
 
Chinese: 
在当今的全球经济，取得国际专利，在多个司法管辖区是一个重要的跨国公司在研发和产品分
销业务需求。 
 
Back translation: 
In today's global economy, international patents, in a number of jurisdictions is 
an important multinational companies in R & D and product distribution business 
needs. 



Localization and Language 
Technologies 

Consistency 

 

1. Terminology Level Consistency: Glossary 
and Term Assist 

2. Sentence Consistency: Translation 
Memory 

3. Style/Formatting Consistency 

 



Localization and Language 
Technologies 

Content reduction: Eliminate non-essential 
information 

 

 Topic Level Content Reduction 

 Sentence Level Content Reduction 

 

 

 



Tips and Case Studies 

Content Tips: 
 
 Be conscious of date and address formats. Standards differ from locale to 

locale. Many countries use the 24-hour clock, and the day/month/year order is 
the internationally accepted format outside the United States. One option is to 
spell out the names of the months or to use multiple formats such as “3:00 
p.m./15:00.” 

 Understand that numerical values are represented differently in various 
languages. $4,222,222.00 in English is represented as $4.222.222,00 in 
Spanish, and as $4 222 222,00 in French. 

 Avoid country-specific information. For example, “800″ telephone numbers, 
hours of operation for support services, U.S. local offices, U.S.-specific 
warranties and regulatory information will all cause issues in localization. 

 Use consistent terminology. It gets boring, but it is a must! Avoid creating new 
technical terms where adequate ones already exist. 

 Avoid abbreviations and acronyms wherever possible. They can be confusing to 
both your reader and your translator. When acronyms are necessary, 
remember the standard rule: On the first occurrence, provide the full phrase, 
followed by the abbreviation or acronym in parentheses. 

 Before using acronyms, first create an acronym definition list. You can use the 
list while localizing, or include it as a separate appendix to your document. 



Writing Style Tips 
 
 Use symbols whenever possible.  
 Avoid passive voice. Use a direct, simple writing style and 

short sentences. 
 Do not use upper-case letters to emphasize a particular 

action, especially in noun phrases. In German, all nouns 
are capitalized, and you will lose your emphasis. 

 Write full sentences including all articles, unless there is 
absolutely no alternative. 

 Avoid jargon, slang, and buzzwords. 
 If a term is not listed as acceptable in a current reputable 

dictionary or specialized glossary, don’t use it. 
 Avoid “modifier strings”. Example:“plastic tip fastener 

clips.” Modifier strings make up the most common form of 
grammatical ambiguity. Break these long uninterrupted 
strings of nouns and adjectives into smaller pieces. 
 

 



Writing Style Tips (Continued) 
 
 Avoid “invisible plurals.” Example: Is ‘program update’ an update of one 

program or a general procedure for multiple programs?  
 Avoid using the slash (/) as casual punctuation meaning “and” or “to.” 
 Choose words with one meaning, or at least with few meanings. Avoid verbs 

like “make” and “have” which have multiple meanings. 
 Use the simplest verb forms. Example: “use” instead of “utilize.” 
 Use indicative mood. Example: “you do” instead of “you would do.” 
 Avoid wordy expressions for time, place, and relationship. Example: Use “now” 

instead of “At this point in time.” 
 Avoid nominalizations. Example: “conclude” instead of “reach a conclusion.” 
 Avoid using ambiguous verbs like ‘may’ or ‘might’. Instead, use a phrase such 

as “It is possible that…”. 
 Avoid gender-specific words. Avoid “he, she/ his, her” and use “they/ their” 

instead.  
 Don’t clutter your text with redundant expressions. Example: “it is generally 

accepted that”. 
 Don’t waste words telling readers what the text is going to say, or reminding 

them what it said earlier. Just say it once. The document’s credibility is not 
determined by its length. Shorter documents tend to have more impact, as do 
shorter sentences. 

 



Design Tips 
 
 If providing electronic documents, page sizes should match standards where printing will 

take place. For example, documents to be printed and distributed in Europe should be 
designed for A4 paper rather than 8.5 X 11. 

 Make sure your design application supports the languages you will be localizing. 
 Separate text from graphics on the page. Do not include words in your graphic elements. 

Text embedded in graphics must be translated and localized separately, triggering a 
complete recreation of the graphic. 

 Be aware of language expansion and leave appropriate white space. Traditionally, the 
general rule of thumb is to leave an extra 30 percent of space to account for the 
differences in languages; however, actual text expansion can exceed 50 percent for some 
languages. Romantic languages (e.g., French, Spanish, Italian) are usually longer; Asian 
languages, on the other hand, tend to be shorter, since individual characters may contain 
several words.  

 If developing software, design as much extra character space as possible in the display, 
software prompts, and error messages. Otherwise, the translator will have to use 
abbreviations, which make the interface difficult to understand. 

 Avoid constrictive framed, boxed, or columnar copy. In tabular column headings, include 
extra vertical space. 

 Provide all artwork, including illustrations, photos, and other graphic components of your 
to-be-translated document, even if the art does not contain text. Artwork provides the 
translator with a critical visual reference tool. 

 Standard punctuation in foreign languages differs from that used in US-English. Do not 
inadvertently make changes to punctuation in a translation without consulting your 
translator. For example, French uses spaces before and after colon marks. 

 



Design Tips 
 
 If providing electronic documents, page sizes should match standards where printing 

will take place. For example, documents to be printed and distributed in Europe 
should be designed for A4 paper rather than 8.5 X 11. 

 Make sure your design application supports the languages you will be localizing. 
 Separate text from graphics on the page. Do not include words in your graphic 

elements. Text embedded in graphics must be translated and localized separately, 
triggering a complete recreation of the graphic. 

 Be aware of language expansion and leave appropriate white space. Traditionally, 
the general rule of thumb is to leave an extra 30 percent of space to account for the 
differences in languages; however, actual text expansion can exceed 50 percent for 
some languages. Romantic languages (e.g., French, Spanish, Italian) are usually 
longer; Asian languages, on the other hand, tend to be shorter, since individual 
characters may contain several words.  

 If developing software, design as much extra character space as possible in the 
display, software prompts, and error messages. Otherwise, the translator will have 
to use abbreviations, which make the interface difficult to understand. 

 Provide all artwork, including illustrations, photos, and other graphic components of 
your to-be-translated document, even if the art does not contain text. Artwork 
provides the translator with a critical visual reference tool. 

 Standard punctuation in foreign languages differs from that used in US-English. Do 
not make changes to punctuation in a translation without consulting your translator. 
For example, French uses spaces before and after colon marks. Chinese use “。” as 
period. 

 



Q&A 


