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Guidelines for the translation of the ECA’s documents 
 

16th March 2021  

Please note that following internal changes and developments related to the Maltese 
language, the Guidelines for the translation of the ECA’s documents have been 
updated. 

 

General aspects 

The quality of the translation must be such as to require very little, if any, further 
correction by the institution. Therefore, it should be ensured that the translated 
document fulfils the following: 

1) Respects the ECA document templates:  

- The translated document should respect the format and styles of the 
original document. When the translation is completed, the finished 
document should be rechecked to ensure that the format and styles 
are correct; 

2) Maintains clarity throughout the document; 

3) Have a high degree of precision and accuracy without omissions and/or 
additions. The MT translation should thus correspond faithfully to the EN 
version. 

- Observed omissions or inaccuracies include the following: 
4 627 million euro was translated as EUR 627 miljun; 1  500 GJ/year 
was translated as 15 600 GJ kull sena; (Please note: 1 million euros 
should be written as EUR 1 000 000, as stated in the 
Interinstitutional Style Guide, Section 7.3.3. This is also valid for 
1 billion euros, which should be written as EUR 1 000 000 000); 

4) Makes use of the correct terminology; 

5) Employs the correct grammatical rules; 

6) Contain minimal orthographical errors: 

- Special reference should be made to the Deċiżjonijiet 1 tal-Kunsill 
Nazzjonali tal-Ilsien Malti dwar il-Varjanti Ortografiċi and the 
Deċiżjonijiet 2 tal-Kunsill Nazzjonali tal-Ilsien Malti dwar il-Kitba tal-
Kliem mill-Ingliż fil-Malti; 
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7) Respects any references or quotations taken from the relevant reference 
documents; 

8) Have the headings in the table of contents matching those in the text; 

9) Have the right style (Interinstitutional Style Guide). Please note that the style in 
the MT Style Guide should be followed at all times even if the source-text 
language style dictates something different. Some important observations 
include: 

- The representation of numbers and figures; 

1)  numbers one to nine should be written as text, 

2) 10 and higher should be written as figures (please refer to 
the full text in the Interinstitutional Style Guide, 
Section 10.4); 

3) an exception is to be made to the above-mentioned 
points 1 and 2 when a number below 10 and the 
number 10 or above feature in the same sentence. In such 
a situation, in accordance with the Interinstitutional Style 
Guide Section 10.4, numbers should be written as figures. 
This applies also to sentences which are split into bullet 
points. Expressions of time (eg. date, year) are not 
determining factors in this regard: eg. Inxtraw ħames 
kotba fl-2004. On the other hand, expressions of quantity, 
eg. monetary amounts, do determine how a number 
smaller than 10 is to be written: eg. Inxtraw 5 kotba 
għall-ammont ta’ EUR 15. 

- The use of an unbreakable space (ctrl+shift+space bar) and not a 
comma to indicate thousands, e.g. 4 500 espert, EUR 5 000 000; 

- Capital letters in the EN version are to be followed in the MT version 
unless otherwise stated in the Style Guide; 

- Nru is never followed by a final full point; 

Sentences should not start with a numerical figure. Some further guidelines follow 
hereunder: 

1) Cover page - On the front page of reports containing preliminary 
observations, the following template is to be used: 
 
  -   Dawn l-osservazzjonijiet preliminari ġew adottati mill-Awla ..... fil-
      laqgħa tagħha tal-.............................................. 
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      These preliminary observations were adopted by Chamber ..... at its 
      meeting of .............................................., 

2) Glossary - The glossary should not be put in alphabetical order: this will be 
done after revision by the European Court of Auditors. If there are any 
acronyms in the glossary which are not used in the main text, these can be 
removed from the glossary; 

3) Consistency - Terms should be consistent throughout the whole document. 
Particular attention should be paid to the use of the same prepositions, 
suffixes, prefixes etc. within the same term throughout the translated text. 
Some examples of inconsistencies encountered in the same document include 
the following: 

- “Pjan ta’ Azzjoni għall-Effiċjenza Enerġetika” (IATE term) was 
correctly used in some places, while in other places in the same 
document, “Pjan ta’ Azzjoni dwar l-Effiċjenza Enerġetika” was used, 

- “Within” was translated as “fil-/fl-” and “fi ħdan” on the same page of 
a document; “energy efficiency” was translated both as “effiċjenza 
enerġetika” and as “effiċjenza tal-enerġija”; similarly, “benchmarks” 
was translated as “valuri referenzjarji” and also as “parametri 
referenzjarji” in the same document; 

- “Energy auditors” was translated as “awdituri tal-enerġija” (correct 
term) and as “verifikaturi tal-enerġija” in the same text; the word 
“supervision” found twice in the same paragraph was translated 
once as “superviżjoni” and the second time as “sorveljanza”, 

- When a document is split between two or more translators, it is 
important that one translator be appointed as coordinator in order to 
ensure that there is harmonisation of terminology and uniformity of 
style;  

4) Mistranslations - Careful attention should be paid in order to avoid 
mistranslations in the document: 

- E.g. “of the audited projects” is not equivalent to “tal-proġetti 
vvalutati”; the conjunction “and” is not equivalent to “jew”; “energy 
savings potential” is not equivalent to “il-possibbiltajiet tal-iffrankar 
tal-enerġija”; “human consumption” is “konsum mill-bniedem” and 
not “konsum uman”;  

5) Adjectives and Verbs - These should always share concordance with the 
right noun; 
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6) Punctuation – For commas, as well as exclamation and question marks etc. 
in general the source-text language version should be followed faithfully 
unless the MT Style Guide dictates otherwise;  

7) Latin words - data, ex post, ex ante, per capita, ad hoc, post mortem, 
ante mortem  etc. should be in italics whereas English words which are 
normally left in English like input should not be in italics;   

8) EN/FR titles of documents/projects etc. - According to an internal decision, 
when the official MT translation is not available, the original title is kept in the 
source language. No Maltese translation is required in this case; 

9) Use of abbreviations – MS meaning "Member State/s" should not be 
translated as SM but rather, the full term should be used in MT. Therefore MS 
should be translated as Stat Membru or Stati Membri depending on whether 
the verb that follows refers to the singular or plural form. Likewise, RU should 
not be used to refer to the United Kingdom, and neither should SU refer to the 
United States. "Renju Unit" and "Stati Uniti" are to be used instead; 

10)  Definite article - The definite article "il-" should be inserted before words 
such as "kapitolu", "paragrafu", "paġna" etc. when these are written in full. The 
same principle applies with respect to names of 
agencies/departments/Directorates General etc. as per interinstitutional style 
guide. As of 1st January 2020, the definite article will be added to the word 
“President” in the signature section of our documents, thus reading “Il-
President”; 

11)  Articles in country lists – The article should always be included  (where 
applicable) when there is a list of countries because this is part of the country 
name: 

- E.g. ir-Repubblika Ċeka, l-Italja, il-Litwanja; 

12)  References 1- References in quotation marks are taken to mean that the 
phrase is quoted verbatim from the source. Therefore, if, after diligent 
research, the official Maltese translation has not been found by the translator,  
the text should be left in the source language instead, together with the 
relevant quotation marks. Moreover, even if paragraphs/chunks of text are 
quoted in the source text without quotation marks, the translator should still 
research EUR-Lex to find the reference and obtain the target text from there in 
order to maintain precision and uniformity; 

13)  References 2 - Names of legislation (usually found in footnotes) should also 
reflect exactly what there is in Eur-Lex. Likewise, budget headings 
(titles/chapters/articles/items) should reflect what there is in the EU budget 
online (http://eur-lex.europa.eu/budget/www/index-mt.htm);  
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14)  References 3 - References to previous recommendations made by the 
European Court of Auditors in its reports have to be looked up in the ECA 
Annual Reports and Special Reports and quoted accordingly. These can be 
found in EUR-Lex as well as on the ECA website under ‘publications’. Free 
translation is not an option in this case; 

15)  References 4 - Updated versions of primary law – It is important that the 
consolidated or updated version of primary law (regulations, decisions, 
directives) are consulted when doing research, even if in the text an older 
version is referred to; 

16)  References 5 - External links to documents available in the target language 
within the europa.eu domain which can be easily localised by changing the 
language code should be localised. The translator is responsible for making 
sure the localised links work. Sometimes just changing the code language 
from EN to MT is not enough. In this case the translator has to look up the 
right link within the europa.eu domain. 

17)  Research – When in doubt, it is advisable to refer to other language versions 
of the terms and/or documents where this terminology can be found, e.g. on 
IATE and EUR-Lex – especially to the French, Italian, German and Spanish 
versions. Often, reference to these language versions helps to clarify the 
meaning considerably. In some cases, research of terminology in the Laws of 
Malta website is also useful; 

18)  Grammar - Tenses should be respected because a change of tense could 
result in a change in meaning; 

19)  Vocabulary – Please adhere to the ECA specific register, for instance 
“awditu/awditjar” and not “verifika”. Pay special attention to terminology with 
regards to specific sections of the document: e.g. in the recommendations 
section, “should” is translated as “jenħtieġ li”. It is also essential to stick to 
preferred variants, such as the shortened version “se” and not 
“sejjer/sejra/sejrin” and words ending in “bbiltà”, such as “abbiltà” for 
consistency purposes. Such variants or preferred terms are easily found in the 
ECA Studio termbase. The use of freely invented words e.g. with the help of 
the Italian language should be avoided. In case of doubt, the Aquilina 
dictionary, IATE and EUR-Lex are all valuable terminology reference sources 
in this regard; 

20)  The ECA address should not be translated; 

21)  Formatting  -  The formatting in the original document should be strictly 
adhered to. Kindly ensure that the following are avoided: 

- Incorrect alignment and wrong fonts in tables, 
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- Missing punctuation at the end of footnotes – e.g. missing full stops, 

- Fragments of source-language text sometimes left in the MT version 
– a simple word search for the following words: “for”, “the”, “an”, 
“on”, “and”, “of”, “should” etc. could help avoid this; 

 

Before returning a document, the following should be checked: 

- Footnote references should always be in superscript, 

- The number of footnotes should always correspond to that in the 
original document, 

- A final check for any extra spaces should be carried out onscreen as 
these might not always be visible on the printed page:  

1) By clicking on the show/hide icon ¶ in the Home tool bar 
menu, it will become very clear whether there are any extra 
or missing spaces, 

2) Another way of avoiding double spacing is to find and 
replace double spaces with a single space, 

3) All extra characters, paragraph numbering or lettering in 
bullet points, bold type or italics should be removed if these 
are not in the oriġinal text. Using F8 in Studio would be very 
helpful to check for any extra spacing, double words, 
repeated numbers, missing tags, errors etc. 

Examples of the Court's reports can be viewed at www.eca.europa.eu. Please use 
them as a source of reference. 

Please also follow: 

a) the Interinstitutional Style Guide: http://publications.europa.eu//code/mt/mt-
000100.htm; 

b) the website of the Kunsill Nazzjonali tal-Ilsien Malti for any updates:  

http://www.kunsilltalmalti.gov.mt/; and 

c) the magazine l-Aċċent for specific issues related to the Maltese language: 

https://ec.europa.eu/translation/maltese/magazine/mt_magazine_en.htm 

 

http://www.eca.europa.eu/
http://publications.europa.eu/code/mt/mt-000100.htm
http://publications.europa.eu/code/mt/mt-000100.htm
http://www.kunsilltalmalti.gov.mt/
https://ec.europa.eu/translation/maltese/magazine/mt_magazine_en.htm


7 
 

It is also essential to make a mental note of our specific remarks which you receive 
together with the evaluation form for freelance translations, in order to avoid 
repeating the same mistakes. This will ensure best-quality translations. 

 

 

 

 


