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FIVE-FACTOR IDENTIFICATION ANALYSIS
Identify Organizational Structure of Agency

One central office
· Centralized translation support and archiving of translations
· Identified languages to be pro-actively supported could be determined by nation-wide numbers/percentages
· Potential for creating a position/office for coordination of translations

Central office with satellite offices
· Satellite offices may require designated personnel  to coordinate translation needs at a local level
· Training on translation protocol will be required at satellite offices 
· Additional local languages at satellite offices may need to be addressed

Identity Types of Interactions with LEP clients

On-site visits by LEP clients will require translation of:
· Informative documents
· Signage at site(s)
· Forms (e.g., bilingual forms, forms for data entry, etc.)

Generic outreach to communities will require translation of:
· Informative documents

Specific client communications will require translation of:
· Documents containing form fields and/or specific client information

Identify Languages to be Covered

Consider the following when determining number of languages to pro-actively support:
· Federal, state, local mandates (some specify languages, some are vague)
· Total percentages of clients serviced  at different cutoff points
· Additional local languages at satellite offices (if applicable)
· Level of funding

If feasible, initiate a process to collect current and frequent language preference data from existing clients.

Identify Universe of Documents to be Translated

· Frequently-used documents (e.g., forms, flyers, brochures)
· Yearly/seasonal documents (e.g., calendar-based events/initiatives)
· Long-standing policy documents 
· Signage
· Website – consider abridged translated versions of the original English website
· “Rush” jobs (e.g., urgent and unplanned documents)

Identify Potential Translation Resources

· Professional external translation company or freelancers
· On-site full-time translators
· On-site and qualified bilingual staff
· Network of internal (sometimes off-site) and qualified bilingual staff
