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Quality Management 
Manual

THE SCOPE

This manual explains the quality procedures and methods used to ensure proper 
business processes management of company operations. These procedures and 
methods strictly comply with the requirements of ISO 9001:2008 and EN 
15038:2006 respectively. 

REFERENCE 

• International Standard ISO 9001:2008

• European Standard ISO 17100:2015

• ISO Customer Related Processes (CRPs)

• ISO Supporting Processes (SPs)

• ISO Quality Forms (QSs)

• ISO Quality Procedures (QPs)

• REEID Standard Work Instructions (RSWI)

DEFINITIONS

Quality Assurance (QA) - the measures and processes that serve the purpose of 
preventing errors from being made.

Quality Control (QC) - all measures and processes that serve to detect and 
correct any errors that may have been made in spite of Quality Assurance (QA).

Quality Verification (QV) - all measures and processes that serve to measure 
the outcome of our services for the purpose of providing feedback to our quality 
system to continuously enhance our methods and processes.
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QUALITY
ASSURANCE

QUALITY
CONTROL

QUALITY
VERIFICATION

Translation Error - verifiable linguistic error, or inaccurate content translation, as 
well as any verifiable error concerning terminology, orthography, punctuation, or style. 
This concept explicitly excludes subjective preferences of terminology and style, 
retroactive changes to the meaning or structure of the original source text, and 
changes to a translation that are not supported by the original source text.  

Native Speaker - a speaker of a language, who grew up with that language and 
culture, and who is intricately familiar with all facets and levels of writing and speaking 
that exist within that language. This does not mean that the person must have been 
born in a certain country or that his or her parents must have been natives of a 
certain country or nation; nor does it mean that the person must be a citizen of any 
specific country or state or reside in a specific country today.

Continuous Improvement - an ongoing effort to improve products, services, or 
processes. These efforts can seek "incremental" improvement over time or 
"breakthrough" improvement all at once. Delivery processes are constantly evaluated 
and improved in the light of their efficiency, effectiveness, and flexibility.

REEID’S OVERALL APPROACH TO QUALITY

REEID conforms to the requirements of the ISO 9001:2008 and ISO 17100:2015 
quality standards. It provide us with a formal framework for managing and improving 
our processes and demonstrates our commitment to be a customer-focused company.

QUALITY ASSURANCE, QUALITY 
CONTROL & VERIFICATION 

This framework comprises the basic building 
blocks such as Quality Assurance, Quality 
Control, and Quality Verification  –  all  of  
which  are  bound  together  by   the concept  
of “Continuous Improvement.”

It embraces everything we do to maintain 
quality excellence, including our employee 
training program, the way we structure our IT 
systems for minimum project management 
error rates, the 6-Sigma tools and principles 
that we employ in our daily work, as well as 
the way we measure key work activities, so 
we know where we must improve.
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QUALITY MANAGEMENT MANUAL

REEID has developed this Quality Management System (QMS) in compliance with 
the applicable clauses and requirements of the current versions of 
ISO 9001:2008 and EN 15038:2006.

The Customer Oriented Processes (CRP’s), Supporting Operational Processes 
(SP’s), Procedures and associated instructions define the Translation Quality 
Management System (TQMS), and together they comprise the Quality Manual. 
The quality records provide direct objective evidence of compliance with the 
requirements of the TQMS.

NOTE: The REEID QMS is an electronic system. The electronic version is the 
controlling document and any printed copies are to be considered for reference 
only unless distributed under control in accordance with 
QP_4230_Documentation_Data_Control.

SCOPE OF THE QUALITY MANAGEMENT MANUAL

The scope of this QMS is applicable to the translation and localization services 
provided to the REEID’s customers 

COMPANY PROFILE

REEID is a Translation and Localization company, founded in 2001 and has grown 
to be a highly competitive documents translation and localization firm. REEID 
working for small and large corporations, organizations, and government 
agencies across all continents and industries.

The company’s administrative headquarter is located in Thailand, Bangkok, 
REEID’s production offices are located in Bangkok, Trat, Bejing, Tokyo, Sydney 
and London. To this date, we have served more than 10,000 clients, providing 
translation services in more than 35 language pairs, using the linguistic and 
subject matter skills of more than 1200 translators. 
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CONTACT INFORMATION

Headquarter Office: 

REEID GCE (TH) COMPANY LIMITED
51, i-Store Building B, Unit TT304B, 3nd Floor, Sukhumvit 24, Klong Tanm Klong Toey
Bangkok, 10110 Thailand
Office: +66 0210 70492 Email: info@reeid.com www.reeid.com

ORGANIZATION

Brief descriptions of in-house production positions:

MANAGING DIRECTOR (CEO)

Responsible for the management of the entire Company and its finances

HEAD OF PROJECTS MANAGEMENT

Responsible for the integrity of the production process and for the adherence to ISO QM 
standards and requirements. Complaint management.

PROJECT MANAGER             

Manages   translation   projects   from   inquiry   via   proposal, translation, proofreading, 
and delivery.

TRANSLATOR

A qualified linguist responsible for daily translation tasks

PROOFREADER                    

Checks translations for linguistic and material mistakes and errors and corrects those if 
possible or initiates corrective action to be taken by translator via the PM.
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ORGANIZATIONAL CHART

Board of Management

Finance Department

Human Resources 
Department

Marketing Department

Projects Management
(Asia/Pacific)

Projects Management
(West)

*SCL
Department

Translation
Department *DTI Department

* SCL - Software and Content Localization
* DTI - Desktop Publishing/Translation Memory Maintenance/Information Technology
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QUALITY COMMITMENT

At REEID, we take quality seriously. Our goal is to continually meet or exceed customers’ 
expectations. From quotation via production to delivery, every member involved in the process 
is focused on optimizing quality because we understand that, for our clients, the quality of 
work can mean the difference between success and failure in the targeted market.

Consumers see the quality of product documentation literature, such as service instructions or 
operator manuals, as a reflection of product quality itself. Poorly translated product literature 
equates to poor product image and sales declination.

Skillful and culturally competent use of translation is an essential element of product literature 
and of effective communication of product or service providers with their consumers and their 
service staff. At REEID, we believe, this to be crucial.

QUALITY POLICY STATEMENT

REEID is committed to the development, implementation, maintenance, and ongoing 
improvement of its Quality Management System (QMS), and to compliance with the 
referenced international standards. This is accomplished by adherence to the QMS and 
verified through Internal Audits, Management Reviews and monitoring of the Quality 
Objectives. REEID will provide all the resources necessary to ensure success of its QMS.

This Quality Policy has been established and approved by the management of REEID

COMMUNICATIONS

The management of REEID communicates this intent through ongoing emails to all team 
participants and in regular group meetings. All team members are required to participate in 
the process of managing quality and are encouraged to offer suggestions for process 
improvement.

CRPs and SPs

Customer Related Processes (CRPs) describe our production process under the aspect of 
how we assure and control the quality of our translations. In temporal sequence, they also 
describe production flow. Supporting Processes (SPs) are processes that are not elements of 
the main stream of production flow but are needed under certain circumstances to assist the 
production flow in maintaining quality standards.
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CRP – Customer Related Process SP – Supporting Process

CRP 001 – RFQ / RFS / RFP
Responsibility: Sales Manager / Project Manager

CRP 003 – Translators and Tasks Assignment
Responsibility: Project Manager

CRP 002 - Translation/Localization Planning 
Responsibility: Project Manager

CRP 004 – Translation/Localization Process Control 
Responsibility: Project Manager

CRP 005 - Quality Process Control
Responsibility: Project Manager

CRP 006 - Project Manager's Final Review 
Responsibility: Project Manager

CRP 007 – Project Delivery to the Customer
Responsibility: Project Manager

CRP 008 - Project Financial Records Compilation 
Responsibility: Financial Manager

SP 006 –  Customer Satisfaction 
Responsibility: CEO

SP 005 –  Management Review 
Responsibility: Executive Management

SP-001 – Customer Made Adjustments 
Responsibility: Project Manager

SP-003 – Personnel Control / Evaluation
Responsibility: Senior Project Manager

SP-004 –  Supplier/ Personnel 
Control/Evaluation
Responsibility: Senior Project Manager

SP-002 – Complex File Format Processing 
Responsibility: Project Manager, IT Dpt.

RFQ – Request for Quotation

RFS – Request for Service

RFP – Request for Proposal

GENERAL PROCESSES 
AND INTERACTIONS
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QUALITY PROCEDURES, STANDARD WORK INSTRUCTIONS, AND QUALITY FORMS

Quality  Procedures,  Work  Instructions,  and  Forms  are  designated  within  each  
documented process. The letters preceding the number designates identification of each 
type of document:

QP  – Quality Procedure
SWI – Standard Work Instruction
QF  – Quality Form

QUALITY PROCEDURES

QP-4200 Documentation and Data Control
QP-4210 Quality Records
QP-6100 Training and Competence
QP-6200 Continuous Improvement
QP-7200 Customer Complaints and Concerns
QP-8100 Internal Quality Audits
QP-8200 Nonconforming Product
QP-8400 Corrective and Preventive Action

EXCLUSIONS

REEID excludes the following from the scope of QMS:

• Purchasing – Justification: ISO purchasing is about purchasing “products”. REEID 
does not purchase translation services in the manner products are purchased. Translators 
permanently employed or otherwise selected (on “per Contract basis”), qualified, and added 
to the RICMS and the PM assigns translation projects to selected translators, which, if the 
translator accepts, constitutes the equivalent of a contract translation services.
• Control of monitoring and measuring devices – Justification: No physical or derived 
measurements exist of the process or the final product delivered to the customer.

NORMATIVE REFERENCES

• ISO 9001:2008 – Quality management systems — Requirements
• EN 15038:2006 – Translation services – Service requirements
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Description of the REEID Production
and Quality Management Process

CRP – Customer Related Processes
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Sales Department or Projects Management Department processing 
respectively inquiry and/or assigning Project Manager 
for further case processing

Adequately Defined?

DTP/CAD/IT/OCR operations involved?

PM updating case information in RICMS and assigns relevant  Production 
Office / Department for processing  information  to establish units 
quantities and content characteristic  as well as  other  factors having impact 
on final outcome and deadline.

DIAGRAM CONTINUES ON THE NEXT PAGE

Request is reviewed along with 
customer specifications, 
documentation, requirements, 
and any current and/or previous 
customer projects history.

Collect additional 
details from Customer

PM create internal case ticket in 
RICMS attaching all relevant documents  
and assign it to DTI Department  for
respective processing

NO

YES
YES

NO

*RICMS stands for “REEID 
Integrated Computer Management 
System”. 
RICMS structuring all Company 
related data including Projects 
Management and Customer 
Relationship Management 
modules. System has distributed 
characteristic with multilevel 
privileges, set on secured servers 
reinforced with industry standard 
encryption and other data 
protection measures.

* DTI Department consist of three    
  divisions:
1. DTP – Desktop Publishing and     
    Graphic Design 
2. TMGM – Translation Memory       
    and Glossaries Maintenance 
3. IT – Information Technology

CRP 001 – RFQ / RFS / RFP
Responsibility: Sales Manager / Project Manager

Request for Quotation (RFQ), Request for Service (RFS – 
concerning framework agreements), or Request for Proposal 
inquiry is received from customer by mail, email, courier, web-
form, or through Customer Portal. Support ticket is created with 
relevant status and responsible person is being assigned

INPUTS

- Request for Quotation, Request for         
  Service, Request for Proposal from         
  Customer or Lead 
- Customer Specific Documents and Data 
  in line with Data Control Procedure QP-  
  4200
- Translation Memory (If applicable)
- Quality Records QP-4210
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Based on all relevant information gathered, Project Manager 
determines project feasibility.

Feasible?

Notify customer
of no Proposal

Order within existing 
framework agreement?

NO

YES

PM Generate and emailing 
Standard Quotation 

YES

NO
Customer accepts 
Quotation

NO

PM Generate and emailing 
Order Calculation (OC)

Sales Department generates 
Sales Order and delivering 
it to Customer as to confirm 
all conditions.

Project Manager updating 
relevant records in RICMS
(Projects Management 
Module) and sending updated SO

Project Manager creating 
New Project or updating 
existing according to type of 
order/inquiry

CP 02 - TRANSLATION PLANNING

Quotation/Calculation
rework and/or status adjustment
accordingly to the state of case

YES

Customer accepts Order 
Calculation

NO

YES

OUTPUTS

- Proposal
- Project Record in RICMS
- Technical / statistical information (DTP, CAD, wordcount)
- Established Turnaround Time

CRP 001 – RFQ / RFS / RFP
Responsibility: Sales Manager / Project Manager
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Project Manager review all gathered information and 
documentation relating to project (delivered by Customer
and/or generated by REEID relevant department) 
updating Case/Project statuses and other relevant details

Project Manager Determines number of personnel, necessary
qualifications, expertise and time for completing individual tasks.
All information processed as well as all communication is related 
to created Project

PM enters Individual tasks to Project record 
(Projects Management module) assigning Start 
and End dates of tasks, priority status, as well 
as entering all relevant instructions for the 
personnel who will be assigned to execute each 
single task.

CRP 002 - Translation/Localization Planning 
Responsibility: Project Manager

OUTPUTS

- Structured Project Data in RICMS
- Corrective and Preventive Measures (as applicable)
- Documentation required by Customer (as applicable)
- Meeting minutes (as applicable) 

INPUTS

- Information and data  from CRP 001 – RFQ / RFS / RFP
- Documents and Data Control QP-4200
- SP-001 – changes 

CRP 001 
 RFQ / RFS / RFP

CRP 003 – Translators and Tasks Assignment
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The Project Manager will assess any special 
requirements, content subject matter, required 
expertise, regional considerations, etc. as well 
as will screen individual personnel overall 
scoring when making the final selection. 

Depending on a type of job, system will 
automatically match full time employed 
personnel based on their qualifications, 
expertise, free slots and clearance level.

CRP 003 – Translators and Tasks Assignment
Responsibility: Project Manager

CRP 002 
Translation/Localization 

Planning 

Does arrangements allowing for use of 
subcontractors? 

Depending on a type of job, system will 
automatically match full time employed 
personnel or subcontractors based on their 
qualifications, expertise, free slots and 
clearance level. Personnel “on premises” will 
be prioritized.

YESNO

Project Manager assigning job to selected 
personnel. All process is semi-automated and 
respective notifications are sent to personnel in 
order to indicate assigned tasks, distribute 
relevant instructions and / or Purchase Orders
 

CRP 004 – Translation/Localization Process and control

OUTPUTS

- Project Data Updates in RICMS
- Recorded notifications and correspondence with personnel
- Updates in Nondisclosure Agreements as necessary
- Relevant updates to vendor’s records (as applicable)

INPUTS

- Data  from CRP 002 – Translation/Localization Planning 
- Training and Competence - QP 6100
- Supplier Control and Evaluation – SP -001
- Documents and Data Control QP-4200
- SP-001 – Customer Adjustments 
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CRP 004 – Translation/Localization Process and Control 
Responsibility: Project Manager

CRP 003 
Translators and Tasks 

Assignment

Project Manager ensures that personnel have all 
relevant text, glossaries, instructions or (in case of 
translation/localization tasks)  access credentials to 
REEID secured *Translation Server, or to *Terminal 
Server to perform work as per requirements

Minimum twice a day, personnel 
have to update assigned task in 
RICMS (Project Tasks module) to 
indicate progress status. This is 
preceded by automated status-
notification-reminder

* Translation Server – it is 
a physical Unix server  
(located in collocated data 
center) on which is installed  
system, where Customer 
files are set for translation. 
Translator have no access 
to files (source files, 
glossaries, memory) itself, 
but to segments what needs 
to be translated. Copying 
files are not allowed.
System allowing for team-
work, speeding uo 
translation/localization 
process significantly

* Terminal Server – it is a 
remote computer with 
Windows Server operating 
system, where set of 
various applications are 
installed, allowing multi-user 
access to the critical 
resources used in 
files/content processing 
operations.

TRANSLATION/LOCALIZATION 
AND/OR OTHER RELATED 

PROCESS STARTS

Personnel detects 
issues, or have a 
questions  

On the basis of tasks update Project 
Manager dynamically updating Project 
record, to which Customer have online 
access via Customer Portal Service.
Every significant ”Milestone” is reported to 
Customer automatically via Notification 
System. Project Manager may control 
quality while task is in progress by 
inspecting unfinished task 

Project manager 
passing case 
resolution and 
updating ticket status.

System sending to Customer weekly 
project report with relevant details of 
currently processed or completed jobs 
within assigned time-frame. 

Once personnel complete assigned task 
and respective Project Task status will be 
changed to “Completed”, automated 
notification is send to Project Manager who 
at this point  attending to Basic QC 
procedure.

PERSONNEL PROCESSING 
INDIVIDUAL TASK

Any obvious errors 
detected?

YES

NO

YES

CRP 005 - Quality Process Control procedure

NO

Project Manager 
opens Internal 
Ticket with issue 
description and 
instructions if 
applicable

INPUTS

- Project Schedule
- Data gathered in the process CRP – 002
- SP-003 – Personnel Control / Evaluation

OUTPUTS

- Project completed 
according to schedule
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CRP 004 
Translation/Localization 

Process and Control
Or SP-002

CRP 005 - Quality Process Control
Responsibility: Project Manager

Assigned Quality Control staff member(s) will process QC of content and if errors 
will be detected it will be reflected in respective comment of reviewed segment, 
paragraph, drawing etc.

If the Basic QC didn't show obvious errors,  project 
files are compiled and set within Project Task 
“Documents Module” for Quality Control / 
Proofreading – relevant status and files allocation 
directory is set to indicate next step

Significant 
errors not 

qualifying for QC?

QC personnel correct minor errors and
upload revised version to the relevant Project Task 
changing its status. Revised file(s) is uploaded to 
“Documents Module” and associated with Project 
Task. PM receives system notification of completed 
QC procedure

Project Manager returns task 
with relevant comments to the 
person assigned for initial 
processing.

CRP 004 
Translation/Localization 

Process and Control

INPUTS

- Project Schedule
- Data from CRP – 002
- Project files

OUTPUTS
- Updated Project records and files
- work checked and corrected according 
to quality standards 

CRP 006 - Project Manager's Final Review 
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CRP 005 
Quality Process 

Control

CRP 006 - Project Manager's Final Review 
Responsibility: Project Manager

INPUTS

- Data from CRP 002
- Data from CRP 005
- Project files

Project Manager, compiling all 
information/data gathered from 
previous processes, updating Project 
record, milestones, issues and 
compiling respective files adjacent to 
Project data storage.

Project Manager, reviews internal support  tickets and 
comments (if any) created in previous processes, 
overview “milestones” of the Project  and  determines 
completion rate.

Everything
Completed?

Project Manager, takes 
necessary action to fill the 
project gaps

YES

NO

CRP 007 – Project Delivery to the Customer 

OUTPUTS

- Project deliverable’s received  and verified
- all issues (tickets) closed and corrective actions 
completed
- Full project review accomplished
- Project completed
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CRP 007 – Project Delivery to the Customer 
Responsibility: Project Manager

CRP 006 
Project Manager's 

Final Review 

Project Manager, will make sure that all files are in final 
version ready for distribution as specified by Customer

Files
Versions in 
Final state?

YES

NO

If Project doesn’t comply with any of 
specified requirements, PM will ask for 
approval from Head of Projects 
Management before changing Project status 
to be “Completed”

Project Manager will change Project status 
in RICMS to “Completed”.

Once Project Status get changed to “Completed” RICMS will 
automatically send notification to Customer together with 
detailed report of accomplished tasks, list of files, tickets and 
other related details. Customer than can login to Online 
Customer Portal and download completed files.
Other delivery methods are possible upon separate 
arrangements.

CPR 008 - Project Financial Records Compilation

INPUTS

- all Project deliverable’s completed
 

OUTPUTS

- Customer receives reports and files, receipt recorded
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CRP 008 - Project Financial Records Compilation 
Responsibility: Financial Manager

CRP 007 
Project Delivery 
to the Customer 

Through the Project life cycle, the Project Manager is 
responsible for ensuring that all Project related financial 
information necessary for billing or payment purposes 
are in related to Project entry itself.

Financial Manager will review information related to 
Project comparing it with project Requirements.

Any differences 
detected?

YES

NO

Financial Manager will liaise with 
Project Manager to reconcile 
accounting issues. The MD will be 
informed and any unsettled issues will 
be resolved as directed.

Accounting department will issue 
invoice for service provided based on 
negotiated/approved terms

INPUTS:

- Information/Data from CRP 002
- Sales records
- case records

OUTPUTS:

- Account reconciled
- Invoice generated/sent
- Statistical record created

END OF CUSTOMER RELATED PROCESS
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Description of the REEID Production
and Quality Management Process

SP – Supporting Processes
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CRP 002

Translation 
Planning

Change request is received. Project Manager 
reviews the request from customer and determines 
if changes are relevant to provided preliminary 
RFQ/RFS/RFP and properly authorized by client 
contact.

INPUTS:

- Notification or request from 
Customer to change numbers, 
requirements, of the initial 
Quotation/proposal

- New or amended source files

- CRP 001 – RFQ/RFS/RFP

OUTPUTS:

- Authorized request for changes
- New  RFQ / RFS / RFP (old related is canceled)
- Updated Project records

Project Manager generates new 
RFQ/RFS/RFP (if necessary) sends it back to 
Customer.

Customer confirms 
conditions

SP-001 – Customer Made Adjustments 
Responsibility: Project Manager

CRP 001 – RFQ / RFS / RFP

CRP 003 – Translators and Tasks Assignment
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SP-002 – Complex File Format Processing
Responsibility: Project Manager, IT Dpt.

CRP 002

Translation 
Planning

Project Manager assigning relevant Project Task to 
DTI Manager who distribute respective files, 
instructions if his Production office personnel. 

INPUTS:

- Information from CRP 002 

OUTPUTS:

- Compiled Deliverable(s) 

DTI processing task and on completion changing 
task status. Project Manager is automatically 
informed on completion.

Amendments
Necessary?

Project Manager compiling files

CRP 006 - Project Manager's Final Review
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SP-003 – Personnel Control / Evaluation
Responsibility: Senior Project Manager

CRP 003 
Translators and Tasks 

Assignment

Project Manager is responsible for reviewing and 
qualifying personnel the basis of each separate 
project. Pre-qualification is processed by human 
resources department in conjugation with Head of 
Projects Management

INPUTS:

- review and updating of 
personnel/vendors records
- RICMS databases
QP- Training and Competence

OUTPUTS:

- Updated personnel records
- Assignment of personnel 

CRP 004 - Translation/Localization Process Control

Personnel must comply with relevant Quality Procedure respectively: 
6200, 6201, 6202, 6203 (depending on the position)
- For critical projects (or as per agreed conditions) ONLY full-time 
employed personnel will be assigned.
- For all complex projects (technical, medical, legal) ONLY qualified 
personnel will be assigned. No new-comers allowed unless heavily 
tested.

Personnel complying with above, will be assigned to projects (other 
measures are also in place: such as rating, processed language pair, 
subject matter specialization, other technical/IT skills. Process is 
semi-automatic 

Does personnel comply with set 
forth requirements?

Personnel, who lost qualifications 
by any means, will be banned from 
further job announcements, and/or 
dismissed from permanent position 
in line with agreed employment 
conditions.
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CRP 007

Project Delivery to 
the Customer

Minimum twice a year a Customer Satisfaction 
Survey will be sent to all active Clients by CEO

INPUTS:

- Result of survey or other Customer’s 
feedback
- Customer complaints records

OUTPUTS:

- increased Customer’s satisfaction
- Relevant information used in Management Review 

SP 005 –  Management Review 

SP 006 –  Customer Satisfaction 
Responsibility: CEO

If an unverified negative rating happen the Project 
Manager will be asked to follow up with the customer.

A verified response that is unsatisfactory requires actions as 
per QP-7200 - Customer Complaints.

Summarized data and results will be presented at 
Management Review Process SP 005
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INPUTS:

Management review schedule.

Results of audits in accordance with 
procedure QP 8100 Internal Quality 
Audits

Customer feedback in accordance with 
procedure QP 7200 Customer 
Complaints and SP 004 Customer 
Satisfaction

Corrective & Preventive Action in 
accordance with procedure QP 8400

Previous management reviews.
Changes to the QMS

Recommendations for Continuous 
Improvement in accordance with 
procedure QP 6200

Audits Certification 

Quality Policy 

Measurable Objectives

OUTPUTS:

- Review of previous action 

- Determination of resource and 

training needs

- Action items to address issues 

identified.

- Revision of measurables, goals, 

and objectives as appropriate.

Management review is scheduled in conjunction 
with the bi-annual customer-satisfaction-survey 
results.

SP 005 –  Management Review 
Responsibility: Executive Management

The following inputs are reviewed and compared to goals:

- Review of Quality Policy

- Results of audits in accordance with procedure QP 8100.

- Customer feedback in accordance with procedure QP 7200 and SP 004.

- Preventive/corrective action in accordance with procedure QP 8400.

- Previous management reviews.

- Changes to the QMS (if applicable).

- Recommendations for improvement in accordance with procedure QP 

6200

- Measurable objectives

- Other factors as determined by Executive Management

Action items are assigned to address identified issues and records 

are maintained. Measurable goals and objectives are revised as 

determined appropriate.

QP 6200 – Continuous Improvement
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Quantification and Measurement of Translation Quality

REEID demands that its translators never deliver any translation that exceeds a 
0.002 Overall Document Weighted Score (ODWS) according to the relevant 
Translation Quality Metric. To enforce this standard we do not rely on Quality 
Assurance alone. At REEID, there are several postproduction checks and controls in 
place. These are:

100% of our translations go through final proofreading by a qualified linguist, who is 
not the translator. The proofreader checks for completeness and correctness of the 
translation, as well as for spelling, punctuation, syntax errors, or unusual style. 
Errors are either corrected by the proofreader or the translation is sent back to the 
translator for fixes.

Approximately 30% of our translations are also proofread by a second proofreader.

Approximately 5% of our translations undergo random sample checks by our Chief 
Linguist. If any errors are found in these samples, the translation is returned to the 
proofreader.

● Error scoring methodology and error limits:

SAE Recommended Practice J2450 (Translation Quality Metric) is a consistent and 
industry-wide recognized method for measuring translation quality.

Here is how the Metric works:

SAE J2450 has seven error categories. Each one is associated with two scoring 
levels: Serious and minor.

The following table is a summary of the error categories and their error points for 
the serious and minor scoring levels:

   Error Category           Serious error points Minor error points

Cat. 1: Wrong term 5 points  2 points

Cat. 2: Syntax error 4 points  2 points

Cat. 3: Omission error 4 points  2 points

Cat. 4: Grammar error 4 points  2 points

Cat. 5: Spelling error 3 points 1 point

Cat. 6: Punctuation error 2 points  1 point

Cat. 7: Miscellaneous error           3 points  1 point

The assignment of minor and major error points to the various error categories that occur in 
a translation allows an accurate assessment of the Overall Document Weighted Score 
(ODWS), which is a quantitative assessment of a translation's overall quality.
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The following equation applies:

ODWS = total number of error points divided by the number of words in the 

document

For example:

If a 500-word document as received from the translator contains
syntax error (serious),
punctuation error (minor)
1 wrong term (serious)

The total number of errors are 4-2 serious ones and 2 minor ones, resulting in a total 

of 11 error points according to the values in the table above. This equates to an 

Overall Document Weighted Score of:

11 [error points] divided by 500 [words in the document] = 0.022.

This score would not be acceptable.

REEID applies the following limits to their quality procedures:

Error score: Action:

0.02 We guarantee that none of our translations provided to our clients will ever 
exceed this ODWS value. While we consider an ODWS score of 0.02 
realistic due to the fact that language production is not precision 
engineering and must heavily rely on human work, focus, and attention, we 
consistently score significantly lower. Indeed,  about 95% of our 
translations contain zero errors or very few minor ones (see below).

0.002 Three occurrences of exceeding this limit will lead to the exclusion of an 
approved translator from our approved translator list.

0.002 If a translation is received from a translator that has - after a cursory 
evaluation by the proofreader - errors that result in an ODWS score of  the 
translation will be sent back to the translator for correction and re-
submission before any additional proofreading is done on this translation. 
This data is entered in our database.

0.002 Maximum permissible ODWS score for a test translation submitted by a 
new, unapproved translator. 

zero to 0.002 ODWS Score after proofreading has been completed. 95% of the 
translations we deliver to our clients fall within this range.

Zero Zero errors are allowed during a random sample check by Senior 
Translator.
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We also use the error definitions of J2450 as a definition of 'objective and 
verifiable translation errors' in contrast to subjective and preferential changes or 
changes to any of our translations that are not supported by the original source 
text we were given to translate.

REEID uses Standard Work Instructions (SWI), which provide detailed guidance to 
translators, proofreaders, and project managers on how to apply our QA/QS 
System in a system-conform manner. If you wish to receive any or all of these for 
your review, please contact us at your convenience. If you have any questions 
concerning our Quality Management System and/or Production Procedures, please 
contact us at: legal@reeid.com

RECRUITMENT AND VALIDATION OF TRANSLATORS AND  PROOFREADERS

REEID Translators must meet all competences required under EN 15038, 3.2.2, 
respectively, 5.4.1 and 5.4.2. Translators must be native speakers of the target 
language and have verifiable subject matter expertise (SME).

REEID Revisers must meet all competences required under EN 15038, 3.2.3, 
respectively, 5.4.3. Revisers must have linguistic competence. However, while SME 
is not required under EN 15038, all REEID Revisers must also have a reasonable 
level of SME.

REEID Reviewers must meet all competences required under EN 15038, 3.2.4, 
respectively, 5.4.4. While reviewers do not need to have knowledge of the source 
language under EN 15038, REEID Reviewers must have a reasonable level of 
understanding of the source language in addition to their SME and target language 
knowledge.

REEID Proofreaders, as defined in ASTM 2575-06, shall be competent to check a 
translation for linguistic correctness, i.e. spelling, syntax, punctuation, and 
grammar errors, correct formatting and proper flow and style. While proofreaders 
do not need to have source language knowledge or SME according to ASTM 2575-
06 or EN 15038, REEID Proofreaders should have target language fluency, plus a 
reasonable level of source language knowledge and SME.

A reviser, reviewer, or proofreader must never be the same person as the 
translator for the same project. REEID's requirements for revisers, reviewers and 
proofreaders meet and exceed those of EN 15038, ASTM 2575-6, and ISO 9001-
2008. For practical reasons, REEID's requirements for revisers, proofreaders, and 
reviewers are the same as those for translators: having all these capabilities 
present in translators, revisers, reviewers, and proofreaders allows REEID to 
combine checking for content completeness and correctness, proper subject matter 
area (SMA) terminology, and linguistic correctness such as grammar, spelling, 
punctuation, syntax, and style in one single process step and to use one and the 
same person to perform all of these control functions prior to delivery. This saves 
time and cost, and produces higher consistency levels. Internally, we call this 
function 'proofreading' and the person who performs is 'proofreader'.
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The following steps describe our translator selection and validation process. 
The qualification requirements for REEID translators are the same as for REEID 'proofreaders'.

Candidates contacts us and have been diverted to Human Resources online form, where they will enter all 
necessary details covering education, professional experience, service they can provide, expertise 
including field of expertise, details of knowledge of specialist applications necessary for translation, DTP, 
vetors and bitmap edition, publishing etc.

Upon completion of the form HR consultant will allocate candidate for the specific to his abilities position, 
and set relevant status, so Project Manager can process detailed verification covering telephone 
conversation, and email correspondence. PM will gather additional documents (certifications, proof of 
identification etc) what will proof previously provided statements in entry form.

The person will be banned permanently from 
further applications or will be given time for 
completing for instance additional courses.

Verification
Satisfactory?

Applicant will be sent a test that will proof his/her capabilities for the position and subject matter areas for 
which he claims proficiency. In case of translator position each test will be at least 1,000 source words 
long to allow statistical evaluation. The translator’s performance is judged based on SM and terminology 
competence, linguistic correctness and skills, as well as formatting capabilities. The performance is 
evaluated statistically, using the SAE J2450 Translation Metric. 

YES

NO

YES - but not by more YES - but not by more 
than 10%than 10%

Translator is given a second chance 
and will be asked to submit a second 
test translation for the same 
translation direction and SM.

YES - and by more than YES - and by more than 
10%10%

Translator will be barred from use for 
the tested translation direction and 
SM.

Verification
Satisfactory?

Translator is approved for the 
tested subject matter and 
language(s) pair
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MONITORING TRANSLATOR AND PROOFREADER PERFORMANCE

Independently working proofreaders are called upon to inform the Senior Translator if they 

detect a significant or permanent drop in a translator's overall performance. The Senior 

Translator himself will perform random sample examinations of translations with the objective 

to detect any drop or discontinuity in translator and/or proofreader performance. If he detects 

any significant drop in translator or proofreader performance he will approach the translator 

or proofreader and bring the deficiencies to their attention asking for causal analysis and 

substantive assurance that and how the translator/proofreader will make sure that the fault 

identified will not be repeated. If a translator is found to exceed the REEID ODWS score of 

0.002 for the third time, he may be temporarily barred from use by PMs. If no significant 

improvement is detected in the translator's performance, the translator will be permanently 

barred from use for a specific task or SM or the translator may be permanently barred from 

use.
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