Co-Dependents Anonymous, Inc. (CoDA)

Translation Management Committee (TMC)

TMC Procedures
Translation, Proofing and P&D

TRANSLATION:

When person contacts CoDA to translate/proof, send them the following:

· TMC Translation Policy
· TMC Priorities
· TMC Recognized VE’s

· TMC application.

Person sends in completed application.

TMC reviews and makes sure that there are no competing translations, signs application approving action.  TMC sends the following:

· Signed TMC Application

· Email approval to translate Meeting Starter Packet (MSP)

Receives the MSP, reviews it and approves/disapproves it.  If disapproved, works with person until quality is sufficient.  If approved, sends the following:
· TMC Translation Policy
· TMC Translation Agreement

· TMC Doc List (IAW TMC priority list)

Receives and approves/disapproves various translations as they are sent in.  If disapproved, work with person till quality is sufficient.  If approved, sends following:

· Email to proceed to next document on original TMC Doc List.

· If person requests additional documents, approve/disapprove and send TMC Doc List Rev
Continue process until person has completed all documents they are approved to translate.

PROOFING:

In some cases, it will be necessary to work with other individuals or professionals for proofing services for translated documents.  This should be done each time that CoDA Resource Publishing, Inc. (CoRe) expresses a desire to print and translate any of the documents.

Upon need for proofing, let it be known the type of services that are required through the web or mouth-to-mouth.  Upon person expressing interest send the following:

· TMC Translation policy
· TMC Proof Agreement

· TMC Doc List

As documents are proofed, TMC will approve/disapprove.  If disapproved, work with person until quality is sufficient.  If approved, send notification to proceed with next document on list or send a TMC Doc List Rev to extend the item that the person will proof.

Note:  Due to the many issues involved in professional publishing of translated work, a separate procedure has been created to cover all of the intricate details.  At this time, CoDA is only accomplishing proofing-to-print for Spanish (see Spanish_Proofing_Procedures.)
PUBLICATION AND DISTRIBUTION (P&D):

At some point in the translation process, the entity may send an email to TMC requesting approval for publication and translation of those documents translated.  Based on research as to other entities publishing and distributing the same language, TMC will approve/disapprove the request in email form.  

If disapproved, information will be given as to what other sources are available to the entity to obtain the material.  While cost is a major concern about literature, it is not the only concern.  Viability of previous established translating, publishing and distribution agreements will be considered.
If approved, TMC will send the following:

· TMC P&D Policy
· TMC Recognized VE’s

· TMC P&D Agreement

· TMC P&D Doc List

From year to year the TMC P&D Agreement requires entity to provide certain sales data along with a $1 per item renewal fee.  Once these items are received and approved, TMC will send the following:

· TMC P&D Renewal Order.

· A revised TMC P&D Doc List (with new rates as applicable).

Person may request approval to extend the original Doc list at any time.  When a request is received, it will be reviewed and approved/disapproved.  If disapproved, the reasons for the decision will be forwarded to the person.  If approved, TMC will send the following:

· A revised TMC P&D Doc List
STORAGE OF DOCUMENTS & NOTIFICATION TO CoDA:

As the relationship between the translators and TMC progresses, TMC, with the assistance of the Translation Management Committee (TMC) Fellowship Services Worker (FSW), thus TMC FSW,  will do the following:

1.  Keep up with certain milestones and various Voting Entities (Countries) that TMC is working with in the TMC Action Spreadsheet.

2.  Store certain milestone emails in the Committee Work Area and send notification to CoDA Board.  Milestones shall be the ones listed in the TMC actions spreadsheet standard Milestones sheet.
3.  Store agreements in CWA area with the milestone emails.

4.  Report to CoDA board mid year TMC actions at one of their F2Fs or teleconference.

5.  Report to CoDA Fellowship at Conference.
