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(The illustration below is by Clic! and is not part of the original book.)


قبل الشروع في عمل الترجمة التتابعية أو  الفورية لأي خطاب أو محاضرة يتعين عليك- وقبل التحري والبحث في موضوع المحاضرة- القيام بالتحري عن الشخص الذي سيقوم بتقديم المحاضرة محاولا الإجابة عن الأسئلة التالية :
Before you try and interpret any speech, consecutively or simultaneously, don't just research the subject matter, research the speaker as well. Try answering some of the questions below for each speaker. 

	Publications
	Has the speaker written anything on the topic before? 
	Are there any articles/books already published on the topic? 
	Does the location have anything to do with promoting literature on the topic? 

	Past appearances
	Have you ever seen the speaker before?
	Is the speaker linked to any special causes, events, etc.? 
	Where does the speaker generally voice his/her opinion? 

	Time
	Will the speaker be alone or speak on a panel and how long will each person speak? 
	Is this a keynote speech? If so, will it be followed by a question and answer session?
	Are the premises open all year round or do they house special events on a seasonal basis? 

	Place
	Is the speaker in any way related to the place housing the event? 
	Will the location influence the speaker’s words in any way?
	Is the location to be commemorated by the speaker?  

	Occasion
	Why has this person been chosen for this occasion? 
	Will the speaker make opening remarks, introductory statements, or closing remarks? 
	Is the occasion incidental or of relevance to the location? 


	Tips for Beginners
	[image: image1.jpg]





First and foremost: nerves. It is, to say the least, extremely daunting for an inexperienced interpreter to find himself in a glass booth overlooking an enormous hall with five thousand people listening to his every word. My advice is : forget yourself, forget it is you. Act the part of a conference interpreter. 

A lot of famous actors and actresses have confessed that they are very shy people in real life, but once they are up on the stage being someone else, they are fine. Think of Italian waiters - they don't just wait at table, they act the part of the perfect waiter with the white cloth over one arm and all the gestures, posture, facial expressions and flourishes that the part requires. There are cases of stammers in the interpreting profession - people who, in private life, cannot speak without stammering yet once up there behind the microphone, the stammer disappears. This is because they are not just John or Mary speaking, they are The Interpreter. Take a deep breath before you start and act the part of The Perfect Simultaneous Interpreter and you will be fine. 

Another thought that has helped me to overcome nerves especially in consecutive: the fact that all I am doing is trying to help people understand one another. That thought has always made my role clearer in my own mind and somehow helped me cope with stage-fright. 

Working on medical conferences is a problem if you have, like me, a vivid imagination. I have suffered the imaginary symptoms of every disease I have ever talked about, felt creatures crawling up inside the veins in my feet and legs during meetings of expert committees on bilharziasis (schistosomiasis), suffered diarrhea aches and pains in cholera control meetings, and fever during expert committees on malaria, and felt sores about to appear on my arms during discussions on the leishmaniases. I could not help scratching arms and legs while talking about smallpox or malaria. Rabies symptoms were unpleasant too. I had to interpret conferences on orthopaedic surgery with my eyes closed while slides or films were being shown especially if there was blood. I almost fainted the first time I saw a surgeon making the first incision. Until I discovered my Secret Method: not to be me but rather The Perfect Imperturbable Professional Interpreter. 

If you are feeling nervous, confide in your colleagues; often the entire team will rally to your support once they know there is a problem. Control your voice and delivery so that the nervousness is not perceptible to your audience. Keep your voice down, especially when interpreting a fast or difficult speaker. This will help you to remain calm. 

If a particular speaker makes you nervous, try to imagine him looking ridiculous, in his underpants, or when he first wakes up in the morning with his hair untidy. He is only a human being like the rest of us, after all. If you find his accent difficult to understand, seek him out during the coffee break and ask him if he can hear the interpretation satisfactorily. By talking to him on a social level you may find him easier to understand later when he takes the floor during the meeting. 

An interpreter is entirely given up to his profession while the conference lasts. In the middle of the night you may wake up with a word burning in your brain: You should have said X and not Y. It will worry you, haunt you, but there is nothing you can do about it. What is said is said. This is just one of the agonies interpreters have to put up with. 

Adjusting the Volume 

A mistake beginners often make is to turn the volume up too high in their earphones for fear of missing something. They forget that it is important also for them to hear their own voice because if they do not, they will not finish their sentences properly or polish their delivery. The balance between the volume of the sound in your earphones and the sound of your voice is a very personal matter. Practise with the volume as low as possible. The louder the volume in your earphones, the louder you will speak and there is nothing worse than a booming interpreter who can be heard in the background on all channels, deafening all around and putting the technician in a flat spin. "Boomers" tend to be unpopular so if your colleagues in neighbouring booths close their doors rather pointedly you will know why. Beginners should make a conscious effort to lower their voices both in volume and in pitch (when nervous, one tends to raise one's pitch.) You will find that by adjusting the tone control, that is, the balance between treble and bass, you can lower the volume, thus protecting your hearing. 

Before you start work the first morning, check the equipment in case there is something you haven 't seen before. First, make sure you know how to switch the microphone on and off - in some convention centres I have worked in, the green light is on when you are free to talk to your cabin-mate, that is, the microphone is switched off - and the red light comes on when the microphone is switched on whereas in others on the contrary the green light comes on when the microphone is switched on. This is extremely confusing for the first hour or two. It is rather like driving in a country where traffic is on the other side of the road. Beware ! Check the cough-button, and the relay system and unless you work from Chinese or Arabic, check with the colleagues in the Chinese or Arabic booth to find out whether they will be working into English or into French. 

Before you start, too, have a look at the list of participants if there is one (if not, look at the report of the last meeting where there will probably be one) to see if there are any difficult-to-pronounce names, or any English names you may not recognize in the mouth of a French, Spanish or Russian speaker. Make sure too you are up to date with the country names which may have changed following certain political events (the former USSR, for example, "Burma" or "Myanmar" - you must of course say the same as the speaker) and know when to say "People's Republic of" and when to say "Popular Republic of". 
Delivery 

A word about your level of animation. Try to adopt the same level of animation as the speaker you are interpreting. When you are off the air, it is interesting to switch to the various channels: the original may be a dull British voice, but sometimes the Spanish and Italian booths sound so animated you would almost think the speaker was belligerent while the French booth makes him sound alert and agitated. Do not go to the other extreme, however: a dead-pan monotonous voice, however accurate the interpretation, is not pleasant to listen to and tends to send the delegates to sleep, especially after lunch. 

A pleasant tone of voice is important; however desperate you may feel, do not sound desperate. Try to sit back in your chair and feel detached enough to improve your style as you go, finish the sentences properly, and perhaps use different words from the speaker in order to get closer to his meaning. As you become more experienced and more confident you will learn not to follow the speaker too closely, but to sit back and put odd words in the little “pockets” of your brain to retrieve later when the speaker slows down. 

Accuracy 

According to B. Grote (AIIC), reporting on an information meeting between five interpretation "users" and thirty-five conference interpreters in 1980, "delegates felt that interpreters should consider themselves part of a complicated "thinking machine", that, painful as this may be to us, the best interpreters were those one could simply forget, that interpreters should take their vocation literally and "interpret" the original speaker as faithfully as a piano soloist interprets a sonata." 

In case of doubt: accuracy comes before style. 

Fast Speakers and Economising your Voice 
It makes all the difference in the world if you have been able to read and prepare the text beforehand. However, whether or not you have been able to do this, the strategy applied by experienced interpreters is to condense. This can be done without any loss of information. This is called macroprocessing and is necessary when the source text information is so dense that there is not enough time to convey everything into the target message, whatever the speed of the speaker. According to Marianna Sunnari of the University of Turku in Finland: 

"when working with structurally different languages such as Finnish and Indoeuropean languages, macroprocessing is needed even in an "ideal" situation, where the speaker is speaking without a script and the interpreteers are familiar with the speaker and the topic. Novices, who do not master this strategy, fail to produce a coherent output message." 

In any case, you must learn to economise your voice. You may be using it the whole, long day. You can learn to economise the effort required so that you won't be too tired as the afternoon wears on and if the speaker is going hell-for-leather you will find it less tiring if you speak softly. 
Difficult speakers 
Some people do not have the knack of public speaking: they mumble or gabble their words. Everybody has heard and had difficulty understanding speakers like these in their own language too. The more practice you can get listening to speakers like this the better. Working in booths other than the English, you will need practice too to understand the different types of accent and imperfect English you will have to interpret - delegates from Brazil, the Middle East, Japan, Norway, often Germany, Czeckoslovakia as well as India, Pakistan and some African countries often have to use English instead of their own language. Practice makes perfect. 

Remember that you must not try to improve on what the speaker says. Even if it seems to you that he is talking nonsense and you think you could do better. He may be being deliberately vague, playing for time, awaiting telephone instructions from his capital; in any case you cannot know the tactics, the strategies that may be at play. All you are asked to do is to interpret accurately and to respect the register of the speaker. 

Keep up your languages 
There is a saying I have heard, generally applied to "grey power"(that is, those rather long in the tooth) : "Use it or Lose it!" This saying applies to interpreters' languages at any age. You must use your languages, read in them, speak in them, listen to them spoken or you will forget them. 

Languages evolve all the time. If you left Guatemala or Argentina ten or more years ago, you can be sure the language you speak is not the same as is spoken there today and you will need to make a conscious effort to keep in touch. Quite apart from that, your Spanish will now be contaminated with the language being spoken around you. You may not even realize you are saying "el reporte" instead of "el informe". English short cuts also have an insidious way of insinuating themselves into other languages. So you must be constantly on the look-out for anglicisms in your speech. It is essential to read newspapers and literature from the countries whose languages you work into and from in order to keep them up to date. It is no good just glancing at the headlines and reading only the subjects of personal interest. Thorough reading is required with an open mind as to type of language used, shades of meaning, paying particular attention to current affairs. 

As W. Keiser (1975) explains, beginners must also "acquire total mastery of the jargon typical of international negotiations and meetings i.e. terms and expressions directly related to conference procedure, the organization of meetings, voting, the amendment of texts such as resolutions, the preambular as opposed to the operative sections of resolutions, etc. Useful words: The Chair - to chair - the Chairman - Madame Chairman - The President - To call the meeting to order - to close the meeting - to adjourn the meeting - vote - ballot - casting vote - roll-call - secret ballot - to give the floor - to call on - filibuster - delegate - substitute or deputy - representative - credentials - proxy - delegation of powers - plenipotentiary -Standing orders - agenda - draft agenda - approval of agenda, resolution, statement, declaration, decision - preamble - items on the agenda - to delete an item - agreement - undertaking - provision - entry into force - ratification - signatories, etc." 

In simultaneous interpretation, the interpreter is at the mercy of the speaker and must learn to construct his sentences with flexibility, especially when interpreting from and into languages with different syntax. He must also be prepared to handle heavy, verbose or flowery speech, to change the order in cases where logical progression differs according to different cultures, to cut lengthy sentences into several short ones, and even find vague expressions and padding to overcome temporary difficulties, that is, while you are waiting for the speaker to clarify something incomprehensible he has just said. 

"The interpreter is a professional speaker. He must therefore be able to adapt his style to his audience and carry the original message in the way it would have been delivered by the speaker had he addressed the audience in the language into which the interpreter works. " 

If you are a beginner, you can also learn a lot from listening to experienced colleagues working in your languages to see how they tackle a particular difficulty or subject. When you are not actually on the air yourself, switch over to the other booths to hear the words being used - this may be of great help because the delegates speaking those languages will be using the same words. This is also an excellent way to improve your vocabulary in your passive languages. 

Your Conference diary 
Keep careful note of all your conference commitments to avoid any overlapping or duplication. Reply promptly to offers of work. If you are not available, the recruiter will need to contact someone else and cannot afford to waste precious time. Be sure that someone is available to answer your telephone, someone who knows your availability - otherwise invest in an answering machine and check your messages daily, even from afar. Wherever you may be, be sure to check your e-mail messages regularly and respond to them, otherwise you may find you don't get a second offer. 

Open your documents early 
Be sure to open e-mails or postal envelopes containing conference documents immediately, even if you do not need to study them until later. Contracts, programmes or details of change of venue may be hidden among them and organisers are justifiably irritated when you telephone for information that has already been sent to you. Do not leave it until the last minute because you need to see, well ahead of time, how difficult the subject matter is. Some conferences require more preparation than others - you may need to go to a reference library to study a difficult subject before you start work on the conference documents themselves or to research the subject on the internet. On the other hand, if the subject-matter is easy, or one that you have done frequently in the past, three or four days may be enough. But - better safe than sorry. 

Date-cards 
Professional interpreters generally have squared "date cards", the size of a postcard, printed like a calendar for each year. Across the top they put their name, telephone and fax numbers and language combination and the year. The months are in a vertical column down the left-hand-side, the days across the top horizontally. Twice a year they mark their assignments by blocking out the corresponding squares and send these to their regular clients so that conference organizers can see at a glance when they are free, thus saving unnecessary telephone calls. It is also a useful way to keep in touch with potential clients and remind them of your existence without pestering them by telephone. 

It is also possible to keep potential clients posted as to your availability over the Internet by means of the AIIC website. 
Preparing for a meeting 

It is a good idea to work out your own system to keep track of documents, past and current, on a particular subject or for a particular organisation. You should also work out your own method for indexing key words, including titles of officials and committees with their translation into each of your working languages. The better your mastery of the organisation's structure and jargon, the better your chances of being recruited again. It is also important that freelance interpreters identify with the "corporate image" of the organisation. 

At least two weeks before the conference you should receive a complete set of documents in each of the working languages containing, for example, a full programme, agenda, list of participants, minutes or previous meetings, reports, invitations and all the documents which will be available to the other participants or which might be helpful in the preparation for the conference. Minutes of past meetings and proceedings of earlier congresses are very useful too. 

Make sure you keep time free before the meeting to study all of these papers in depth. If this is the first time you have worked on the particular subject, you should also read up as much as you can in whatever library is available to give you some background understanding that will help you cope with fast or difficult speakers and give you the feeling you are on top of the subject. Some people think interpreters simply transliterate words without understanding the idea conveyed by the message, but interpreters know that it is quite impossible to reproduce messages without a full comprehension of what the speaker wants to say and this, in turn, is impossible without some knowledge of the subject matter. The various search engines on the internet are of course invaluable for this purpose. The first time you work for an International Organization it is advisable to ask them for a set of the Basic Texts governing that organization: Charter or Constitution, Statutes, Standing Orders and so on, which you will keep with the glossary you have prepared during the meeting for future reference. 

When sorting out the conference documents you are about to study, you will need a system to index them so you can find any document you need in the booth in a hurry (for example, Committee documents, Plenary documents, working documents, conference room documents). Pay particular attention to key words and also the titles of officials (which vary according to the organization, for example in some there may be a Deputy Secretary-General, in another a similar post may be called Assistant Secretary-General or Vice-Secretary-General). Prepare your own multi-lingual glossary, noting carefully the "in-jargon" of the technical or professional organization concerned. You will find that "Commissions" are generally bigger than "Committees" and "Committees" more permanent than "Working Groups." 

You will also need to list the official names of the various Committees (Standing Committees, and so on) in your languages for each Organization to keep on file. It would seem that "Executive Committee" is obviously "Comité ejecutivo" and "Comité exécutif" but it may not be in some organizations. In the International Telecommunications Union where telephony is concerned a "Recommendation" is not "une recommandation" but rather "un Avis" and an "Opinion" is "un Voeu" in French . "Steering Committee" or "Management Committee" has various translations depending on the organization, as well as "Council", "Board", "Governing Body", "Junta", "working group"," ad hoc group" and "task force". Sometimes there seems to be no rhyme or reason, but that's how it is and you just have to memorize these idiosyncracies. (Also, "le Comité exécutif a renvoyé la question pour examen au Comité X" , "referred" in English and "remitiَ este asunto a la consideraciَn del Comité" ). 
وهاهي بعض مسميات اللجان والمنظمات والهيئات التي غالبا ما يحتاج إليها المترجمون 

Symposium
	English
	Arabic

	Symposium on the Practices of Democracy, Rights and Freedoms in the French-speaking Community
	الندوة المتعلقة بممارسة الديمقراطية والحقوق والحريات في البلدان الناطقة بالفرنسية

	London Symposium on Children and Armed Conflict
	 ندوة لندن المعنية بالأطفال والصراع المسلح

	Symposium on Women and Children First
	 الندوة المعنية  بموضوع " النساء والأطفال اولا" 

	Inter-Parliamentary Symposium on Disarmament Relating to Conventional Weapons
	 الندوة البرلمانية الدولية المعنية بنزع السلاح المتعلق بالأسلحة التقليدية

	Asian Regional NGO Symposium on the Question of Palestine
	 الندوة الإقليمية الآسيوية للمنظمات غير الحكومية بشأن قضية فلسطين

	World Symposium of Experts on Technical Co-operation among Developing Countries and Technical Assistance in Disability Prevention and Rehabilitation of Disabled Persons
	ندوة  الخبراء العالمية المعنية بالتعاون التقني فيما بين البلدان النامية والمساعدة التقنية في مجالي اتقاء العجز و تأهيل المعوقين

	Symposium on Informatics and Education
	 ندوة عن المعالجة   الآلية للمعلومات والتربية

	Women and the Media, Access to Expression and Decision-making
	المرأة ووسائط  الإعلام; سبل الوصول إلى وسائل التعبير وصنع القرار

	Proceedings of Interdisciplinary Symposium
	أعمال الندوة المتعددة التخصصات

	Symposium on Management Training and Implications of New Technologies
	 الندوة المتعلقة بالتدريب الإداري وآثار التكنولوجيات الجديدة

	Symposium on integration in the forest industries
	ندوة عن التكامل  في الصناعات الحرجية

	International Symposium on Research on Fertility Regulation
	الندوة الدولية  المعنية ببحوث تنظيم الخصوبة

	Inter-Regional Symposium on Financing of Small-Scale Industries
	 الندوة الاقاليمية المعنية بتمويل الصناعات الصغيرة

	Global Symposium on Learning
	 الندوة الدراسية العالمية المعنية بالتعلم

	United Nations Symposium on the Question of Palestine
	ندوة الأمم  المتحدة بشأن قضية فلسطين

	Symposium on Space Observations for Climate Studies
	ندوة عن المراقبة  الفضائية من أجل الدراسات المناخية

	Tokyo Symposium on New Dimensions of United Nations Peacekeeping Operations
	ندوة طوكيو المتعلقة بالأبعاد الجديدة لعمليات الأمم المتحدة لحفظ السلام

	International Symposium on Education for Peace
	الندوة الدولية عن  التربية من أجل السلم


Report

	English
	Arabic

	according to reports
	ذكرت التقارير; أفادت التقارير; جاء في التقارير; نقلاً عن التقارير

	Accountability, Monitoring and Reporting Unit
	وحدة المساءلة  والرصد والإبلاغ

	accounting report
	 تقرير الحصر

	activity forecast report
	تقرير عن الأنشطة  المقبلة

	Africa Recovery Report
	 تقرير عن انتعاش  أفريقيا

	assessment report
	تقرير  التقييم

	Audit reports
	تقارير مراجعي  الحسابات 

	Birth reporting
	تسجيل  المواليد

	Bureau of External Relations, Evaluation and Reports
	مكتب العلاقات  الخارجية والتقييم والتقارير

	casualty report; cas rep
	تقرير بالإصابات; تقرير (أو بيان) بالخسائر

	Committee on the Report of the Council
	 لجنة صياغة تقرير المجلس

	Doctrinal report
	تقرير  فقهي

	Doctrinal report, study
	تقرير فقهي , دراسة فقهية 

	end-of-mission report
	التقرير الختامي  للبعثة; تقرير نهاية البعثة; تقرير انتهاء البعثة

	Ex-post facto reporting
	الإبلاغ بأثر رجعي 

	flagship report
	تقرير  رئيسي

	Further Report
	تقرير  لاحق

	ICJ reports
	مجموعة تقارير  محكمة العدل الدولية

	incident report
	الإبلاغ عن حادث   ، تقديم تقرير عن حادث

	insight report
	تقرير متعمق 

	inspection report; report of inspection; verification report; report of verification
	  تقرير التفتيش ، تقرير التحقق

	Law reports and digests
	تقارير وموجزات  قانونية

	medical flash report
	 تقرير طبي عاجل

	Narrative audit reports
	التقارير  التوضيحية لمراجعة الحسابات 

	nil report
	لا شيء للإبلاغ; تقرير صفري

	Outstanding reports
	التقارير  المتبقية

	outturn report
	 (للمساعدة العينية) تقرير استلام     

	Performance Evaluation Report
	 تقرير عن تقييم الأداء

	Periodic reports
	تقارير  دورية

	progress report
	 تقرير مرحلي

	Project delivery reports
	تقارير إنجاز  المشاريع 

	Project report
	التقرير المتعلق  بالمشروع; تقرير عن المشروع

	receiving and inspection report
	 تقرير التفتيش و الاستلام  

	report analyst officer
	موظف تحليل  التقارير; المسؤول عن تحليل التقارير

	Report to..
	يكون مسئولا أمام ..

	Reporting (i.e. the writing or the preparation of reports)
	  تقديم أو إعداد التقارير

	Reports Clerk
	 كاتب لشؤون التقارير

	Reports Control Unit (obsolete)
	وحدة مراقبة  التقارير

	reports officer
	موظف تقارير

	Reports Unit
	 وحدة التقارير

	second reporting officer
	 الرئيس المسؤول الثاني

	Selective reporting
	الإبلاغ  الانتقائي

	situation report
	تقرير عن الحالة ،  تقرير حالة

	situation report
	تقرير موقف; تقرير عن الحالة

	Status report
	تقرير  مرحلي

	Stock-taking report
	 تقرير استعراض الحالة

	Substantive report
	تقرير  موضوعي

	Supplementary Report
	 تقرير تكميلي

	Synthesis report
	تقرير توليفي ، تقرير تجميعي

	Tellers’ report
	 تقرير لجنة فرز الأصوات 

	Terminal report
	تقرير  نهائي

	Updated report
	  تقرير مستكمل ، مستوفى

	Verbatim reporting
	تدوين المحاضر  الحرفية 

	warning report
	إبلاغ تحذيري; تقرير إنذار


Forum

	English
	Arabic

	"NGO Forum 95"
	"   محفل المنظمات  غير الحكومية 95"

	Africa Knoweldge Networks Forum
	 المنتدى الأفريقي لشبكات المعارف

	African forum for utility regulation
	 المحفل الأفريقي لتنظيم المرافق

	African Forum of Voluntary Development Organizations
	 المنتدى الأفريقي للمنظمات الإنمائية الطوعية

	African Partnership Forum
	منتدى الشراكة   الأفريقية

	Arab Thought Forum
	 منتدى الفكر  العربي

	Arab-African Forum against Sexual Exploitation of Children
	  المنتدى العربي الأفريقي لمكافحة الاستغلال الجنسي للأطفال

	Asia-Pacific Forum of National Human Rights Institutions
	ندوة المؤسسات  الوطنية لحقوق الإنسان في آسيا والمحيط الهادئ

	Business and Investment Forum
	 منتدى الأعمال التجارية والاستثمار

	civil society forum
	منتدى المجتمع  المدني

	Consultative Forum on Education for All
	المنبر الاستشاري  المعني بتوفير التعليم للجميع

	European Parliamentarians' Forum on Child Survival, Women and Population Integrated Strategies
	محفل البرلمان الأوروبي المعني بالاستراتيجيات المتكاملة لبقاء الطفل والمرأة والسكان

	Forum
	منتدى

	Forum
	محكمة

	Forum for Security Co-operation
	منتدى التعاون  الأمني

	forum hereditatis
	 محكمة التركات

	forum non convenien
	عدم مناسبة  المحكمة

	forum pro rogatum
	 المحكمة المختصة للقبول

	Forum shopping
	 المفاضلة بين المحاكم 

	high-level forum for policy overview and integration
	محفل رفيع المستوى  لاستعراض السياسة العامة وتكاملها

	International Forum on Equality for Women in the World of Work
	 المنتدى الدولي المعني بمساواة المرأة في مجالات العمل

	International Forum on Fundamental World Energy Problems
	الندوة الدولية  لبحث المشاكل الأساسية العالمية للطاقة

	Interreligious Peacemaking Forum
	 المنتدى المشترك بين الأديان لصنع السلام

	State of the Forum
	 دولة المحكمة( قانون)

	World LPG Forum
	الندوة العالمية  للغاز النفطي المسيل


Action

	English
	Arabic

	Act of Self-Determination
	قانون تقرير  المصير

	Action against Terrorism Unit
	وحدة إجراءات  مكافحة الإرهاب

	Action Committee for Collaboration in the Field of Consultancy, Construction and Engineering
	لجنة العمل  المعنية بالتعاون في ميادين المشورة والتشييد والهندسة

	Action Framework for Population Education on the Eve of the Twenty-first Century
	إطار عمل التثقيف  السكاني في مطلع القرن الحادي والعشرين

	Action Plan
	 خطة العمل

	ACTS Mobile Terminal
	 المحطة الطرفية  المتنقلة لساتل تكنولوجيا الاتصالات المتقدمة

	Administrative acts
	  القرارات الإدارية

	Advisory Committee of Experts on the World Population Plan of Action
	  لجنة الخبراء الاستشارية المعنية بخطة العمل العالمية للسكان

	affirmative action
	عمل إيجابي; إجراءات إيجابية

	African Charter for Social Action
	الميثاق الأفريقي   للعمل الاجتماعي

	African Declaration and Plan of Action
	 اعلان وخطة عمل  أفريقيا

	African Platform for Action
	  منهاج العمل الأفريقي

	after-action review
	استعراض لاحق; استعراض الخبرة المكتسبة

	AIDS Action
	  العمل على مكافحة الإيدز

	Appeal for action on North-South interdependence and solidarity
	نداء من أجل العمل   للترابط والتضامن بين الشمال والجنوب

	Appropriate Health Resources and Technologies Action Group
	فريق العمل المعني  بالموارد والتكنولوجيات الصحية الملائمة

	Bureau for Action in Favour of Disabled People
	 مكتب العمل لصالح المعوقين

	civil action for damages
	دعوى تعويض مدنية

	class action; group action
	   دعوى جماعية

	course of action
	مسار  العمل

	enforcement action
	إجراء قسري; إجراء جبري 

	Final Act
	الوثيقة  الختامية

	grass-root action
	 عمل شعبي

	subversive action
	عمل هدام; تخريب; عمل تخريبي; عملية تخريبية

	UN In Action
	 الأمم المتحدة تعمل

	Unilateral Acts of States
	  الأعمال التي تقوم بها الدول من جانب واحد; الأعمال الانفرادية للدول

	wrongful act
	فعل غير  مشروع


“Preparation was much easier in the old days of "parallel pagination" in all languages even though the English pages were much shorter than the French and Spanish. To save paper, parallel pagination has now been done away with so it will take longer to find the same place in all texts. When you do, highlight the words you want to remember. The next step is to write your glossary. If I am working in the English booth, on one page I write down recurring English expressions, names of people with their titles, etc. If you have one active and two passive languages, the rest of your glossary will be in three languages so you would divide each page into three columns with the active language in the last. I generally organize mine into groups such as names of committees and official groupings on one page, acronyms and abbreviations on another, technical words on another, general vocabulary on another, etc. to make them as easy as possible to find in a hurry. Some colleagues prefer to organize their glossaries alphabetically. In any case, it is worth while taking the time to write very clearly and print difficult words because you will not have time to puzzle out what you have scribbled. If some kind colleagues lets you share his handwritten vocabulary, I would copy it out in my own writing first to help me remember it and secondly to be sure I can read it in an emergency. Once you have finished this task and learnt it all, I suggest you get up early on the first morning of the meeting and go through your vocabulary again in a concentrated fashion to set it in your mind for the day. I have always found it useful, too, on a difficult technical conference, to get together with colleagues from the other booths just before the meeting starts to compare the translations of unusual words and expressions - sometimes they have found different equivalents, based on one of the other languages. You will find Day l of most conferences very tiring - it is better not to have organized any strenuous social events for that evening - but as from Day 2 the vocabulary seems to come naturally. I prefer to devote all my time to the conference while it lasts, and not make any private social commitments. You do not know in advance whether you will be required to work late, or at a night meeting and trying to change plans at the last minute is an unnecessary hassle when you are in the booth trying to concentrate perhaps on a new subject. 
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