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National foreword

This British Standard reproduces verbatim ISO 12616:2002 and implements it
as the UK national standard.

The UK participation in its preparation was entrusted to Technical Committee
TS/1, Terminology, which has the responsibility to:

— aid enquirers to understand the text;

—  present to the responsible international/European committee any
enquiries on the interpretation, or proposals for change, and keep the
UK interests informed;

— monitor related international and European developments and
promulgate them in the UK.

A list of organizations represented on this committee can be obtained on
request to its secretary.

Cross-references

The British Standards which implement international publications referred to
in this document may be found in the BSI Catalogue under the section entitled
“International Standards Correspondence Index”, or by using the “Search”
facility of the BSI Electronic Catalogue or of British Standards Online.

This publication does not purport to include all the necessary provisions of a
contract. Users are responsible for its correct application.

Compliance with a British Standard does not of itself confer immunity
from legal obligations.

Summary of pages
This document comprises a front cover, an inside front cover, the ISO title page,
pages ii to v, a blank page, pages 1 to 27 and a back cover.

The BSI copyright date displayed in this document indicates when the
document was last issued.
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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards bodies (ISO
member bodies). The work of preparing International Standards is normally carried out through ISO technical
committees. Each member body interested in a subject for which a technical committee has been established has
the right to be represented on that committee. International organizations, governmental and non-governmental, in
liaison with 1SO, also take part in the work. ISO collaborates closely with the International Electrotechnical
Commission (IEC) on all matters of electrotechnical standardization.

International Standards are drafted in accordance with the rules given in the ISO/IEC Directives, Part 3.
The main task of technical committees is to prepare International Standards. Draft International Standards adopted
by the technical committees are circulated to the member bodies for voting. Publication as an International

Standard requires approval by at least 75 % of the member bodies casting a vote.

Attention is drawn to the possibility that some of the elements of this International Standard may be the subject of
patent rights. ISO shall not be held responsible for identifying any or all such patent rights.

SO 12614 was prepared by Technical Committee ISO/TC 37, Terminology and other language resources,
Subcommittee SC 2, Terminology and lexicography.

Annex A of this International Standard is for information only.
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Introduction

Translators have always had a need to record terminological information for later use. Translators dealing with
specialized texts face an increasing need to record and retrieve terminological information, as it saves time and
allows them to work more efficiently. Experience has shown that terminography facilitates translation by enabling
translators

— torecord and systematize terminology,

— to use terminology consistently over time, and

— to deal more efficiently with multiple languages.

By recording terminological information systematically, translators can enhance their performance, improve text
quality and increase productivity. An organized collection of terminological information makes it possible for

translators to keep track of, and reuse, their expertise, and facilitates cooperation between individuals or teams of
translators.
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Translation-oriented terminography

1 Scope

This International Standard provides guidelines to enable translators and translation support staff to record,
maintain and quickly and easily retrieve terminological information in connection with translation work.

The quality of a translation can be measured partly in terms of linguistic elements, such as style and grammar, and
partly in terms of the accurate use of the terminology involved. The guidelines in this International Standard provide
the necessary elements for quality control of terminological information in translations. The guidelines can also be
adapted to provide a basis for the administration of source-language texts, parallel texts, translations, and other
information (e.g. bibliographies, references) in the target language.

This International Standard is applicable to the work of an individual translator as well as the work of a team or a
department. It also lays down guidelines that are essential for the interchange of terminological data.

2 Normative references

The following normative documents contain provisions which, through reference in this text, constitute provisions of
this International Standard. For dated references, subsequent amendments to, or revisions of, any of these
publications do not apply. However, parties to agreements based on this International Standard are encouraged to
investigate the possibility of applying the most recent editions of the normative documents indicated below. For
undated references, the latest edition of the normative document referred to applies. Members of ISO and IEC
maintain registers of currently valid International Standards.

SO 639:1988, Code for the representation of names of languages
ISO 6156:1987, Magnetic tape exchange format for terminological/lexicographical records (MATER)

ISO 12200:1999, Computer applications in terminology — Machine-readable terminology interchange format
(MARTIF) — Negotiated interchange

ISO 12620:1999, Computer applications in terminology — Data categories

3 Terms and definitions

For definitions specific to the field of terminology work, readers should refer to ]SO 1087-1 and |SO 1087-2.

For the purposes of this International Standard, the following terms and definitions apply.

31
terminography
part of terminology work concerned with the recording and presentation of terminological data

[1SO 1087-1:200d]
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3.2
data category
result of the specification of a given data field

[ISO 1087-2:2000]

3.3
data element
unit of data that, in a certain context, is considered indivisible

[iSO 1087-2:2004]

4 Features of translation-oriented terminography

Translators need to store and retrieve a much broader set of data than is traditionally stored in a terminology
database, and therefore translation-oriented terminography deals with not only all forms of terminology (i.e. terms,
names and certain symbols), but also phraseology, contexts and standard text segments.

The application of translation-oriented terminography involves storing text-related terminological information in an
agreed upon, predefined format (normally computerized) and in addition, identifying specific data categories which
are to be included in each entry.

The terminological information contained in a text shall be identified according to pre-established criteria. This
information shall then be investigated and documented using reliable, authoritative sources wherever possible. In
cases where such sources are not available, the translator should cooperate with subject specialists to find ways of
translating terminological information adequately.

5 Management of terminological information

5.1 General

Managing terminology and related information involves recording such information in terminological entries that are
part of a database or collection designed to meet specific user requirements. Computer-assisted management of
terminological information becomes essential when the collection has reached a certain size.

5.2 Terminological entry

The terminological entry is the basic unit of a collection of terminological information. It is made up of terminological
data categories that are related to each other. These data categories are grouped together according to different
criteria (see 5.3.4).

A collection of terminological entries can be consolidated into a database. The internal structure of such a database
should be as flexible as possible to enable users to adapt it to their specific needs. Terminological entries can also
be linked to other types of information such as bibliographic information, addresses of institutions, or names and
addresses of translation clients.

The format of terminological entries is also suitable for, and can be adapted to, the multilingual management of
information such as names (e.g. product names, names of institutions, job titles), phraseological units and standard
text segments.

The structure of the terminological entry shall ensure that

— all terminological information, including changes in meaning, context-dependent use, etc., can be recorded
adequately, and

— all information can be easily processed and retrieved.
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5.3 Data categories for terminological information

5.3.1 General

The information recorded in a terminological entry is subdivided into data categories that consist of data elements.
Each type of information should be represented in an individual data category. In a translation environment,
term-related data categories will be recorded for at least two languages.

5.3.2 Essential and optional data categories
Essential data categories constitute the information required for a terminological entry to be complete.

The following data categories constitute the minimum basic information required to create a terminological entry.
This basic terminological entry may be extended by adding optional data categories, if necessary.

— Main entry term;
— input date;
— source.

Optional data categories are categories that may be added to the terminological entry according to specific user
needs. A translator may choose to designate one or more optional data categories such as “subject field”, “entry
identifier” or “synonym” as essential, depending on the purpose of the terminological database or collection.

5.3.3 Repeatable data categories

Certain data categories must be repeatable within the terminological entry because several data elements may
belong to the same data category.

EXAMPLES:

— A terminological entry will usually contain main entry terms in more than one language (repeatability by language but not
within a language).

— An entry may contain more than one synonym for each language (repeatability within a language and by language).
— Grammatical information (e.g. gender), may have to be repeated for each term (repeatability within a language).

— An entry may contain more than one context, possibly one for each synonym. Each context, definition, etc. may require its
own source information (repeatability within a language).

5.3.4 Description of data categories

The data categories described in this clause are typically of particular use to translators. However, it is up to the
individual translator or team of translators to determine which categories shall be included in their respective
terminology collections. A complete list and full description of these categories can be found in [SO 12620.

The information recorded in each data category shall be entered consistently, taking into account existing
standards or conventions (e.g. selecting a specific format for entering dates according to International Standards).

In the following, the data categories are subdivided into data categories for terms and term-related information
(5.3.4.1), data categories related to concept description (5.3.4.2) and administrative data categories (5.3.4.3). See
informative annex A for examples and explanations of each of the data categories listed in 5.3.4.1 t0 5.3.4.3.

In this International Standard, ESS indicates essential data categories, REP-IN-LANG indicates that a category is
repeatable within a language, REP-BY-LANG indicates that a category is repeatable in a terminological entry by
language, but not within a language. and NO-REP indicates that a category is not repeatable within a
terminological entry.
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