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Welcome to the Course
You will achieve the best results from this course by

9 Joining in fully with discussions and team exercises,
9 revisiting the material in the future, and
f noting ideas that you can relate directly toyour O2 Y LI y & Q& Y

w»
w
¢
QX

General Notes
Personal Property
Please do not leave valuables unattended, we accept no responsibility for lost items.

Recording
Use of recording devices is prohibited.

Safety
Please familiarise yourself with any safety notices and the actions required.

Mobile Phones
As a courtesy to other delegates please switch off all mobile communication devices during training
sessions.

Timekeeping
Please comply with all timekeeping requests.

Feedback z please!
We love to listen; any feedback good or bad is always welcomed, so contact us now if you have any
suggestions for improvement on any aspects of our training.

Copyright

All rights reserved. Training course materials are for the personal use only of a delegate attending a
course presented by Amicus TransTec Limited. Materials may not be copied in any way or used for
any other purpose or by any other person without the prior written consent of Amicus TransTec
Limited.

Disclaimer
The course contents are for guidance only.
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Group Work Summary

Why

= =4 =4 =4 =4 =4

Customer Request

Better Image / reference client

Niche market

Rare languages

Add on value

Utilise normal and specialist resources

Which markets?

=A =4 =4 =4

=A =4 =4 =4 =4 4 A

How

)l
)l
)l

Oil and gas
Multinationals
English into French, German and Italian
Automotive
0 Nano city car
0 Hindiinto English
Textiles
0 High profile
0 Italian into Swiss and English
Food
0 Bulgarian into English
Pharma/med
0 Documentation, natural medicine
0 Chemicals
A Approving restrictions
A English => Bulgarian
Literature
0 Novels
0 HUR?=>EU
Look at current markets
Market driven demand
Sustainable
Agriculture
Biotech
Environmental
Medicine / pharma
0 Research
Health care
0 Medical devices

Financial
Switzerland

French, German, Italian, Romanish => English
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9 Call centre

T Web portal
9 Printout
I Mailings
9 Existing clients
0 Do they know what you can offer?
o YSSLI NI C)“[ 2F @&2dzNJ Of )\SYGéQ RSOSt ZLJYS)/GEZI
Why
SWOT
Strengths
I Growth
9 ISO Certification Unique Selling Point (USP)
9 New Strategy
9 Technical development
Weaknesses
9 Specialist team
9 In house resources
9 Freelancers
 Financial
9 Cultural issues
Opportunities
 Emerging economies
New investment
9 Differentiation
f New demands
 EU-founding

Threats

T Competition
 Economic situation
9  Unprepared behaviour

How
Get new clients

9 List of companies
9 Contact person

Copyright 2007-2009 © Amicus TransTec Limited Appendix Page 5
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9 Cold calling
1 Appointment (meeting)
9 Presentation
9 You solve their issues

Group A
Which Far East

HI CH
Natural medicine

Documentation
Test results

=A =4 =4 =4 =4

Wh

<

Niche
No competition
Fashionable

= =4 =4 =4

Expanding
Drawbacks

1 Legalissues
9 Sustainable companies
9 Terminology

Group B
Which

9 Energy (renewable)
9  Smaller companies

How
1 SEO
Why
9 Emerging markets
1 Good
9 Political issues
9 Profitable
9 Sustainable
Drawbacks

 Terminology

1 Will the companies survive?

I Technical issues

Contact producers, through them acquire list of distributors (top down approach)

October 2009
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9 Train sub-contractors
Group C
Which
9 Arts (including DTP)
Why
9 Client request
9 Expand business services
9 Challenge
How
I Qualified Translators
I Test Translations
I Face to face
9 Their expectations
9 Full service offering
9 Translation memory and term base
 Quality assurance
I More targeted public relations
Drawback

9 Demanding due to previous experience
9 Creative writing is subjective

1

Competitive pricing

0 Suppliers ask for more

Drawbacks (which group??)

T Quality Assurance issues
0 Terminology
0 Right translators
9 Technology
o DTP
0 TMs
T Why should client change?
0 Price
0 Better service
9 Risk
0 Lower price
0 Payment
0 More costs
0 Longreturn oninvestment
Group D
Why

October 2009
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I Growth
i Secure
9 Spread risk
9 Recession
How
I Trade fairs
9 Request for Proposal/Tender
9 Identify where the clients are coming from
9 Test translations
1 Focus on industry magazines
9 Manage their process
Which
9 Industry
 Medical technology
 Midsized of company
9 None-mature buyers
I Expanding companies
I Export
9 Start small => grow
Group E
Why
1 Growth
9 Establish EU branch offices and partners
Which
 Emerging economies
1 Wanting to go into B6? BRIC?
9 All Languages => Eastern European
9 Energy/oil / gas
9 Engineering
How
9 Specialist team
9 Sales force
I Trade fairs
9 Training
9 PR/Marketing
Monitor the strategies
Drawbacks
T QA

October 2009
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T Comp?

1 VAS?

T CmS

I Deadlines
Group F

Why

I Health care

0 Personal
Resources are there
Environmental
Good references
Sale / marketing
Skilled translators

=A =4 =4 =4 =

How

Existing clients / family

Face to face meetings

Ask for new contacts

Follow up

Aska 2 KI i R2 é82dz ySSRK
We can offer

=A =4 =4 =4 =4 =4

Drawback

f  Want to be 1* choice but may have to start as 2™
9 Medical => difficult terminology
9 Lack of resources

Group G
Which

9 Business related to existing clients (families or clusters)

related
new
markets

related

new
markets

related o
existing
new "
clients
markets

related
new
markets

1 Pharma /medical

=

Renewable energy
9 Senior citizens
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How

9 List contact names

T
T
1
1

Why

Trade fairs

Chamber of commerce
Foundations
Government databases

9 Seniors

Drawbacks

= =4 =4 =4 =4 -4 =4

Copyright 2007-2009 © Amicus TransTec Limited

0 Rich
0 Government funding
0 Need

Specialist resources
Required resources
Additional effort
Risk

Client knowledge
Insurance

Pricing

October 2009
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Saurces of Further | nformation

Sales Books

Leading Methodologies

1.

Customer Centric Selling Michael T Bosworth

October 2009

2. Selling to VITO - the Very Important Top Officer Anthony Parinello (plus others in series such as Betting to

3.
4.

VITOQ
Solution Selling: Creating Buyers in Difficult Selling Markets, Michael Bosworth
SPIN®-Selling, Neil Rackham, Gower

Others

5.

6.

7.

8.

9.

10
11
12
13
14
15
16
17
18
19
20
21

Bag the Elephant, Steve Kaplan, Workman Publishing, 2008
Bids, Tenders & Proposals, Harold Lewis, Institute of Directors
Coaching Salespeople into Sales Champions, Keith Rosen
Persuasion Engineering, Richard Bandler & John LaValle, Meta Publications Inc., 1996
Salesmanship, B Howard Elvy, Made Simple Books
BRI SéLJSNﬁZ%QiéeBdorﬁ/él SGOZZI
. Selling to Win, Richard Denny, Kogan Page
. Selling with NLP, Kerry Johnson, Nicholas Brealey Publishing
. Smarter Selling, Keith Dugdale & David Lambert, FT Prentice Hall
. So you think you can sell? Video Arts, Methuen
. Successful Selling in a week, Christine Harvey, Institute of Management / Headway
. The 25 Most Common Sales Mistakes, Stephan Schiffman
. The Field Sales Handbook, Jim Cowden, Pittman
. The Sales Advantage, J Oliver Crom and Michael Crom, Free Press
. The Secrets of Selling, Geoff King, FT Prentice Hall
.TheSuperSk £t SaYlIyQa | FyRo2212 2AtfALY 5 @ASa
. Who Dares Sells, P. Ellis

Telesales

22
23
24

25. The Psychology of Sales Call Reluctance, George W. Dudley & Shannon L. Goodson, Behavioral Sciences

Negot

26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

Perso
36
37
38
39
40

. Cold Calling Techniques (That Really Work!), Stephan Schiffman
. Telesales Pocketbook, Peter Wyllie
. Telesales, Stephan Schiffman

Research Press Inc., 1999

iation

Bargaining for Advantage, G. Richard Shell, Penguin USA, 2000

Brilliant Negotiations, Nic Peeling, 2008

Business Negotiation: A Practical Workbook, Paul T. Steele, Tom Beasor, Gower, 1999
Everything is Negotiable, Gavin Kennedy, 2008

Getting to Yes, Roger Fisher, William Ury, Bruce Patton, Arrow, 2003

Negotiate Successfully, A&C Black, 2004

Negotiating in a Week, Peter Fleming, Hodder & Stoughton, 2003
bS3I2GAF02NRa t201SG0602212 tFIOINARO]l C2NREGKXZ
Secrets of Power Negotiating, Roger Dawson, Career Press

You Can Negotiate Anything, Herb Cohen, Bantam Books

nal Effectiveness

. 7 Habits of Highly Effective People, Covey

. Difficult Conversations, Douglas Stone, Bruce Patton, Sheila Heen, Penguin
. Eat That Frog! Get More of the Important Things Done, Today! Brian Tracey
. Emotional Intelligence, Daniel Goleman

. How to Win Friends and Influence People, Dale Carnegie

Hnnec

Copyright 2007-2009 © Amicus TransTec Limited
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41.
42.
43.

Listening, the Forgotten Skill, Madelyn Burley-Allen
Presenting Yourself, Mary Spillane, Piatkus
TA Today: A New Introduction to Transactional Analysis lan Stewart

Presenting

44,
45.
46.

{fARSY2ft 2382 blyOé& 5dzZ NISZT hQwSAtftex unny
That Presentation Sensation, Martin Conradi
Why most PowerPoint presentations suck, and how you can make them better, Rick Altman

Self-Expr ession / Communication

47.
48.
49.
50.
51.
52.
53.
54.

Drop the Pink Elephant, Bill McFarlan

Persuasion, James Borg

Story (Substance, structure, style and principles of screenwriting), Robert McKee

Teach yourself the Clinton factor, communicating with charisma, David Gillespie and Mark Warren
When | say No, | feel Guilty, Manuel J. Smith, Bantam Books, 1985

Derren Brown, Tricks of the Mind, Channel 4 Books, 2007

Frogs into Princes: Neuro-Linguistic Programming, Real People Press, 1979

Detecting Lies and Deceit, John Wiley & Sons, 2001

Technical Books

55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

A Practical Guide for Localization (2nd Ed) by Bert Esselink, John Benjamins, 2000

A Translator's Tool Boxt A Computer Primer for Translators, Jost Zetzsche

Beyond Borders: Web Globalization Strategies, John Yunker

Business Without Borders: A Strategic Guide to Global Marketing, Don DePalma

CJKV Information Processing by Ken Lunde, O'Reilly, 1999

Developing International Software by Dr. International, Microsoft Press, 2002

Global Solutions for Multilingual Applications by Chris Ott, Wiley, 1999

International Programming for Microsoft Windows, David A. Schmidt, Microsoft Press, 2000
Internationalization and Localization Using Microsoft .NET, Nick Symmonds, Apress, 2002
Internationalization with Visual Basic by Michael S. Kaplan, Sams, 2000

JAVA Internationalization by Andrew Deitsch and D. Czarnecki, O'Reilly, 2001

Standard C++ 10 Streams & Locales, Angelika Langer & Klaus Kreft, Addison-Wesley, 2000
The Guide to Translation and Localization, Lingo Systems, www.lingosys.com

The Unicode Standard: Version 3.0 by The Unicode Consortium, Addison-Wesley, 2000
XML Internationalization, Yves Savourel

CSS Mastery, Andy Budd, Friends of

SEO Books

71.

74.
75.
76.
77.
78.

Getting Noticed on Google, Ben Norman, published by In Easy StepsGet into bed with Google, John Smith,
published Infinite ideas Get to the top on Google, David Viney

Advanced Web Metrics with Google Analytics, Brian Clifton, Sybex

Reaching a Global Audience, h Qw S A f f & MdttKe® MdLool/ dzii & >

Search Engine OptimizationZ h Qw S A f fHarold DEV@sNII  / dzii & X

Google AnalyticsE  h Qw S A f fJastin CukkéhiNII  / dzi & =

Up and Running with Joomla!Z  h QwS A f fWyke & Matiheyi / dzd & =

News Feeds

|l

)l
)l
)l
)l

Newsletters: ATC Communicate, CSA, CSN, LISA, Toolkit, BabelPort, Multi-Lingual Computing

Others: The Localization Institute, UNICODE Consortium, TILP The Institute for Localisation Professionals
Translation company press releases and newsletters

User groups: ProZ, Translator's Café

Web sites: Byte Level Research, Tex Texin, Translation Directory, Elect On-Line

Translation Industry Associations

1

ALC (Association of Language Companies) http://www.alcus.org/

Copyright 2007-2009 © Amicus TransTec Limited Appendix Page 12
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9 ATA (American Translators Association) http://www.atanet.org/

9 ATC (Association of Translation Companies) http://www.atc.org.uk/

9 CloL (Charter Institute of Linguists) The Linguist http://www.iol.org.uk/

9 ELIA (European Language Industry Association) http://www.elia-association.org/

9 EUATC (European Association of Translation Companies) http://www.euatc.org/

9 Eulogia http://www.eulogia.org/

I GALA (Globalization and Localization) http://www.gala-global.org/

9 IFT (International Federation of Translators) http://www.fit-ift.org/

9 ITI (Institute of Translating and Interpreting) Bulletin http://www.iti.org.uk/

9 LISA (Localization Industry Standards Association) http://www.lisa.org/

I See also http://en.wikipedia.org/wiki/Category:Translation associations
Education

A Aston University A Leeds

A Austin Community College A Monterey Institute

A Chico A salford

A GRUPPO L10ON A Swansea

A Limerick (LRC) A umist

A Imperial A Westminster
Government

October 2009

A For the United Kingdom use Companies House http://www.companieshouse.co.uk/, this site also provides to

link to other countries company registration lists
http://www.companieshouse.gov.uk/links/introduction.shtml#reg )

Commercial
A Dunn & Bradstreet (http://www.dnb.com )
A Hoovers (www.hoovers.com )
A Kompass http://www.kompass.com (Telephone and Fax preference service shown)
A List Brokers
A Merlin Scott (http://www.merlinscottassociates.co.uk )

Sales Industry
www.salesforcemagazine.co.uk  Walesforce{Inagazine website

WWWw.ismm.co.uk The Institute of Sales & Marketing Management
WWWw.cim.co.uk The Chartered Institute of Marketing
http://www.upsa-intl.org/ United Professional Sales Association

Copyright 2007-2009 © Amicus TransTec Limited
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Miscellaneous Links

Asociacién Colombiana de Traductores e Intérpretes (ACTI)
Asociacién Profesional Espafiola de Traductores e Intérpretes (A.P.E.T.I.)

Association de l'industrie de la langue (AILIA )

Associacioé de Traductors i d'Intérprets de Catalunya

Association of Canadian Corporations in Translation and Interpretation
Association of Hungarian Translators & Interpreters

Assaociation of Independent Translators

Association of Language Companies (ALC)

Assaociation of Translators and Interpreters of Alberta (ATIA)

Association of Translators and Interpreters of Ontario (ATIO)

Association of Finnish Translation Companies

Associazione ltaliana Traduttori e Interpreti

Bdue, German Translators Association

Belgian Chamber of Translators, Interpreters and Philologists

California Hea lIthcare Interpreting Association

California Court Interpreters Association (CCIA)

CATS (Canadian Association for Translation Studies)

Center for Art in Translation

Colorado Translators Association

Czech Assaciation of Conference Interpreters

Dansk Translatgrforbund -Danish State -Authorized Translators' Association
Elect Online

Fédération Internationale des Traducteurs/ International Federation of Translators (FIT)
Federazione Nazionale dei Centri di Traduzione ed Interpretariato (Feder.Cen.Tr.l.)
Florida Chapter of the American Translators Association (FLATA)

ForeignWord's list of Translation Organizations

Gauteng Chapter of the South African Translators Institute

German Association of Professional Translators and Interpreters (ATICOM)
Guild of European Translators (GET)

ICLC (International Corporate Language Council)

il8n.com

International Association of Conference Interpreters (AITC)

International Association of Conference Interpreters (AlIC)

International Council for Technical Communication

International Federation of Translators

Interpreters Chapter of the South African Translators Institute
Irish Translators' Association

Japan Association of Translators (JAT)

Latin Ame rican Translator Associations

The Linguist List

Localisation Industry Standards Association (LISA)

Localization Institute

Localisation Training Centre (LTC)

LocalizationWorks

National Capital Area __Chapter of the ATA (NCATA)
Netherlands Society of Translators (the oldest and largest association for translators in the Netherlands)

The New York Circle of Translators

Network of Translators in Education

Northern California Translators Association (NCTA)

NOTIS (Northwest Translators and Inter preters Society)
Polish Translation Association PSBT

Qualitats Sprachendienste Deutschlands (QST)

Quebec Translators and Interpreters As sociation

Reqistry of Interpreters for the Deaf

Silicon Valley Localization Forum

Slovenian Association of Technical and Sc ientific Translators
Society of Translators and Interpreters of B.C.

Society for Technical Communication

Software Development Forum

The South African Translators Institute

Southern California Translators and Interpreters Association (SCATIA)
Spanish Association of Centres of Translation

SpansIG_

Tekom

The Institute of Localisation Professionals (TILP)
The Translators and Interpreters Guild
Transref.org

Unicode Consortium

World Wide Web Consortium

October 2009
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http://www.traductorescolombia.com/
http://www.lai.com/spanish.html
http://www.ailia.ca/ailia-splash.php
http://www.atic.cc/
http://www.accti.ca/
http://www.mfte.hu/
http://www.metacom.org/vzv
http://www.alcus.org/
http://www.atia.ab.ca/
http://www.atio.on.ca/
http://www.sktol.org/
http://www.sktol.org/
http://www.aiti.org/
http://www.bdue.de/
http://www.cbtip-bkvtf.org/
http://www.chia.ws/
http://www.ccia.org/
http://www.uottawa.ca/associations/act-cats/
http://www.catranslation.org/
http://www.cta-web.org/
http://www.oxygene.cz/askot/
http://www.dtfb.dk/
http://www.electonline.org/
http://www.fit-ift.org/
http://www.federcentri.org/
http://www.atafl.org/
http://www.foreignword.com/Translators/assoc/associations.htm
http://home.global.co.za/~jtrocki/trans
http://www.aticom.de/
http://www.translators-guild.com/
http://www.the-iclc.org/
http://www.i18n.com/
http://www.aitc.ch/index.html
http://www.aiic.net/
http://www.intecom.org/
http://www.fit-ift.org/
http://home.global.co.za/~jtrocki/trans
http://homepage.tinet.ie/~translation
http://www.jat.org/
http://www.lai.com/samerica.html
http://www.linguistlist.org/
http://www.lisa.org/
http://www.localizationinstitute.com/
http://ltc.ehb.be/
http://www.localizationworks.com/
http://www.ncata.org/
http://www.metacom.org/ngv
http://www.nyctranslators.org/
http://www.cmec.ca/rte-nte/liens-e.htm
http://www.ncta.org/
http://www.notisnet.org/
http://www.psbt.pl/index.php?q=node
http://www.qsd.de/
http://www.otiaq.org/
http://www.rid.org/
http://www.tgpconsulting.com/
http://www.drustvo-ztps.si/
http://www.stibc.org/
http://www.stc.org/
http://www.sdforum.org/
http://home.intekom.co.za/sati/
http://www.scatia.org/
http://www.act.es/
http://spansig.org/
http://www.tekom.de/
http://www.tilponline.org/
http://www.ttig.org/
http://www.transref.org/
http://www.unicode.org/
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Sample Titles and Departments by Industry
The titles below are extracted (with company and individual names removed) to provide a list of titles you might ask

October 2009

for when calling a prospect in a particular industry. You might also build such a list from your existing database of

clients or prospects ¢ and from industry sources such as news items, press releases, and delegate lists from client

industry events.

Department Title Industry
Marketing Director Air/Rail/Ship
Head, Information Technology Section Air/Rail/Ship
IT Buyer Air/Rail/Ship
Systems Management Team Air/Rail/Ship
Tech Pubs Air/Rail/Ship
Technical IT Director Automotive
Language Services Manager Automotive
Tech Support Operations Manager Automotive
Translation Principal Translator Automotive
Senior Editor Service Publications Automotive
Senior Technical Author Automotive
Documentation Department Translator Automotive
Technical Publications Automotive
Manager Chemicals
Manager Marketing Services & e-Business Chemicals
Regulatory Affairs Senior Registration Officer Chemicals

Localization

Web Support

Marketing

Engineering
Technical Support

Development
Localisation

Localization

Localisation
Worldwide Support Ctr.

Translation

Company Secretary

Country Manager

Financial Controller

IT Manager

Localisation Engineering Team Leader
Localisation Project Manager
Localization Supervisor
Operations Manager
Spanish E-Support Editor
Systems Administrator

Tech Consultant

Chief Executive

Commercial Director

Director of Product Development
European Technical Support Manager
Executive Chairman

Financial Controller

French Project Coordinator
General Manager

German Translator

Head of Localisation

International Product Manager

IT Manager

Localisation Engineer

Localisation Manager

Localisation Manager

Localisation Manager

Localisation Process Manager
Localisation UA Project Manager
Localization Manager

Localization Project Manager
Localization Project Manager
Manager

Manager Localisation and Documentation
Managing Director

Managing Director

MIS Manager

Product Manager

Project Leader - Core Product Trans

Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Hardware
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software

Copyright 2007-2009 © Amicus TransTec Limited
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Department Title Industry
Project Manager Computer Software
QA Engineer Computer Software
Senior Consultant Computer Software
Senior Systems Engineer Computer Software
Technical Director Computer Software
Localisation Technical Manager Computer Software

Automated Services EMEA

IT Section

Languages

Localization Dept

Training Coordinator for Europe
Translation
Translation/Documentation

Localisation Services

European Technology Support Centre
IT Department
Marketing

Translation Bureau
RFP Production Team

International Marketing Dept

Private Equity Online

Communications

Global Equities

Head of Translation Unit

London Equity Translators

Russia and C. Asia Business Group

Translation Department
Arts, Culture, Science, Technology

Head of Unit

Culture Arts and Leisure
Executive Information Service
Legal Translation Service
Translation Dept

DTP
Marketing
Translation

Copyright 2007-2009 © Amicus TransTec Limited

Translation Manager
Vendor & Languages Co-ordinator
VP Evaluation

IT Administrator

Publications Copy Co-ordinator
Director

Technical Documentation
Technical Group Manager
Translation Services Manager

Assistant Manager

Client Services Manager
Executive Director

Head of Language Services
International Marketing Assistant
Managing Director

Project Manager

Translation Operations Manager
Vice President Infrastructure

VP Media Relations

Corpus Planning Officer

Director of Planning & Economic Dev
Director-General

Lieutenant Colonel

Principal Translator

Senior Translator

Senior Translator

Translation Service Co-ordinator

Information Systems Consultant
Translations Manager

MD

Translator

Workbench Contact

Manager

Admin Manager

Controller of IT

Director

Documentation Manager
Head of International Division

Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Computer Software
Consumer & Food
Consumer & Food
Electronics
Electronics
Electronics
Electronics
Electronics
Electronics
Electronics
Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial

Financial
Government
Government
Government
Government
Government
Government
Government
Government
Government
Government
Government
Insurance
Insurance
Machinery
Machinery
Machinery
Machinery
Machinery
Non-Profit Org
Other Industries
Other Industries
Other Industries
Other Industries
Other Industries
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Department

Title

Industry

Customer Information Group
EMEA Globalisation

Marketing Dept
Purchasing Services
Translation Section

Technical Publications

Electronics Commission

Translation Services
Editorial Department
Project Manager

Translation & Interpretation Serv.

Translation Group

IT Manager

Knowledge Assistant Manager
Manager

Product Manager

Project Delivery Manager

Data Manager

IT Director

Lead Translator

Managing Director

Project Manager

Research & Development Mgr Europe
Senior Consultant

Translator

VP

VP Product & Alliance Development
Sales and Marketing Executive
Translator

Commercial Director

Head of Resources

Head, External Relations and Confer
Research Co-ordinator

Translation Manager
Translator/Reviser

Business Manager

Clinical Data Manager

Head of Ser., Translation & Inter
Localisation Manager

Software Localization Co-ordinator
Translating Co-ordinator

Other Industries
Other Industries
Other Industries
Other Industries
Other Industries
Other Industries
Other Industries
Other Industries
Other Services
Other Services
Other Services
Other Services
Other Services
Other Services
Other Services
Other Services
Other Services
Other Services
Print & Publish
Print & Publish
Public Org
Public Org
Public Org
Public Org
Public Org
Public Org
Public Org
Public Org
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Letter head details
Line 2
Line 3
Line 4

<<Company name>>
<<Contact Name>>
<<Address 1>>
<<Address 2>>
<<Address 3>>
<<Address 4>>

Congratulations on your success now take a break, and think about the future
Dear <<Contact Name>>

L 2dzONB LINR Ol of & obRp@iSidtichi off wur Mdenf dppoihtBdntiiaBdNiBhtly so! But we wanted to stand out
FNRY (KS ONRGR AKitRat tétBiQeRAS betaibale Wakt $oR to take a break and think about the challenges
GKIFG FFOS @2dz Ay ( &Sof thedtialbzridds ybu nayFfacedish divNdexploiefdidgBnQriets.

2S500S 62N]J SR F2NJ YIye OfASyita Ay (GKS ffr Ot ASylG AYyRdzAGNEBBHBH
 <<Company name 1>>

T <<Company name 2>>

T <<Company name 3>>
Including projects involving:

T <<Service 1>>
M <<Service 2>>

T <<Service 3>>

Our clients have told us how important our services have been to them, because not only do we deliver on time, in budget and
with excellent quality, we also go the extra mile to ensure their expectations are exceeded. This means they can be confident
they are making the most of foreign markets.

LQY &adz2NB ¢S O2dzZ R R2 (GKS aryYS FT2Nl frO2YLIYEe yIFIYSHH YR &
about your specific needs. If the translation of your <<product, manual, software help>> is important, then we believe <<your

company name>> is the best translation partner for you.

I will call you next Tuesday afternoon to discuss how we can help you in your new position. Alternatively, if you would like to
contact us before then please feel free to contact us via your preferred method, or complete the attached enquiry form.

Yours sincerely

<<Name>>

Copyright 2007-2009 © Amicus TransTec Limited Appendix Page 18



Selling¢ NJ y & f ApfeAdX y & n October 2009

The above sample letter can be made from segments as shown below. You may need to go through a few drafts before you have the letter you think is

right, butonceyoudore-dzZa S A G & F GSYLIX I GS FT2NJ 20KSNJ Ot ASyidazx R2y Qi F2NBSG GKIG @2
Section  Suggestions Notes
Attract 1. Congratulations on your <<promotion, recent appointment, or other news Suggestion 1) and 2) relate directly to the press release, but risk just
AGSYBHBH L QGthne @addgdhidvut <@npSny name>> and thought 0SAy3a 2yS 2F Ylyeod {2 m0 GNRSa
our translation services might be of interest to you. gSQONB y2i0 2dzad &L} YYAyYy3 @2dz
2. , 2dzQNB LINB O I 0 f ®ers belBbiafing @promdtionyrecshe € S { dzZA3S&a0GA2y WO dzaSa | Y2NB OKSS
appointment etc>>, and rightly so. But we wanted to stand out from the crowd of many but then turn it around be honestly admitting we want to stand
a2 6SQ@S |GGl OKSR I YAGYIF G G2 GKA & outandhaveusedagimmick to achieve this
and think about the challenges that face you in the future. f § SQNX 02N { dzZ33SadA2y o0 dzaSa I hefrOvhyrdalj dzS
of the challenges you face is how to exploit foreign markets. contact is sent half a model aeroplane kit and offers to send them the
3. We believe in building relationships that help our clients succeed. So in this other half if they complete an enquiry form or similar ¢ note it makes
letter your will find half of a classic racing car model kit, if you like to receive the  no reference to the PR item ¢ so in essence you could use a prepared
othersiYLJX @ NBIF R 2y X marketing letter for suggestion 3, but then relate it to the specific client
Interest ! 0 2 SQ@S &2 NJ SR thd<Rcheht Midusfrg>>s@has Sy & Ay  This suggestion can work with all the Attract suggestions.
f  <<Company name 1>> LT @2dzQNB y20 O2 YT pdEpsréfér® f A&l
<<Company name 2>> projects/services that you think would be relevant, but really nothing
f <<Company name 3>> works better than mentioning a competitor or direct contact such as a

) . . . o supplier or client
OV LY UKS Hn eSINR 4SQOS o
industry>> including projects involving:
I <<Service 1>>
I <<Service 2>>
I <<Service 3>>

w
w
<
>
<
(@]
o
N
Q)¢

LQY adzNBE ¢S O2dzZ R R2 GKS &alyYS F2NJfr
opportunity to meet with you to learn more about your specific needs.

Desire 28 g2N)] KIFENR (2 SyadaNB 6S SEdSEMientwe f Describe/paint a vision of a successful future brought about by choosing

can work with you to make the most of foreign markets. your company and services
Action | will call you next Tuesday afternoon, to discuss how we can help you in your new Keep control and give a call to action
L2 aAGAZ2Yy D I f (0 Sd\ehhtadd us K85k then plehse feePfdzQdR  f A

contact us via your preferred method, or complete the attached enquiry form.
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Sample Sales Opportunity Mind Map

More contacts

Account
development (Win,

Protect and Client knowledge

More revenue

Org chart required?

October 2009

Type of services

Realistic budget

favourites?

Other bidders

sources Expand)
Authority
Asphyxiate the /
competition MAN (Money Need and business
p
A:Itho;ty drivers
ee
What do we have to ) [
do to secure the ] Solution
order? Sales Opportunity Qualified? /
Mind Map Languages
TRANSLATIONS
) Form of response Align with decision
Bid team process
\ Resources required Response \ Time
Management ) K »
support Tailored to make us Next action \ Initial or repeat

New or existing

Size & Scope
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Sample Multilingual SEO Checklist

Meta Tags ‘ ‘ Keywords / Phrases AdWords Other External | Other text Languages
Assets
Page Url | Title LEN Descripton LEN hl h2 h3 (kI Freq k2 Freq k3 Freq | Cam Posit | Back Last Com Keyword | ID wurl | Text Type:| De Es Fr It
name 70 154* paign -ion links Edit petitor ranking e.g.
analy Nav,
sis alt,
input
imag
e
About This is ou This is our Ub - - -
Us About Us home page er
page, description, uUn
Google Google will S
will only only show
showthe the first 70
first 70 characters o
character this text so
of this text this matrix
so this males use
matrix of Excel's
males LEN()
use of function
Excel's
LEN()
function
Title 2 Amicus
Google TransTec th
will only UK Institute
show the of
first 70 Translation
character Interpretatio
of this text 6s Pr
Training
Partner
provides ITI
approved
traifing
Title 3
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