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Abstract

Compared to other language for specific purpose (LSPs), the terminology of administrative
field poses a number of specific challenges to translation. Most administrative term refer to abstract
concepts and are not defined through referential properties, but rather intentionally using other
abstract concepts. Also administrative terminology shows a considerable overlap with language for

general purposes (LGPs).

This research is intended to highlight the problems and difficulties that encounter translators during
translation of administrative correspondence. Also, identify the procedures adopted in translating
administrative correspondence. The paper also proposes a sample for English-Arabic letter of

recommendation translation.

Key words: terminology, translation, administrative correspondence, procedures, administrative

term.
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Introduction

Technical translation is not like other translation, it goes beyond rendering words from one language
to another language. It is considered as a tool that helps people around the word to develop and
progress in the administration field. Nowadays, translation has played a large role in the field of
administration, especially in the foreign English-speaking companies located in Arab countries
through the translation of documents and administrative correspondence. All translators including

translators, which deal with administrative text, face difficulties and problems.

One of the main problems that translators may face is how to deal with translating administrative
terms from English into Arabic and in finding an adequate equivalent. Thus, a translator should have

a reasonable knowledge and shows faithfulness to source language and target language.
The research problem

The translator faces some difficulties while translating administrative correspondence. The
difficulties arise from the fact that semantic equivalent in the target language may not convey the
same message in the source language. The translators which deal with administrative translation
should have a reasonable knowledge about SL and TL at all level. This study will try to define the
problems and difficulties in translating administrative correspondence, also identify the procedures

used.
The purpose of the study

The aim of the study is to identify the difficulties and problems that encountered translators in

translating administrative correspondence.

Also, intend to investigate the translation procedures used in translating administrative

correspondence.

The research questions

- What are the difficulties that translators encounter while translating administrative

correspondence from English into Arabic?



Sub-questions

-How can the administrative correspondence be translated into Arabic?

- What are the procedures adopted to translate Administrative terms?

Hypotheses

- The difficulties lie in finding an adequate equivalent for the administrative term.

- Translators of administrative correspondence adopt a variety of procedures.

Methodology

The approach used in this study is constructive analysis. The study investigates the procedures
used in translating administrative correspondence from English into Arabic. Also, to identify the
problems and difficulties that encountered translators in translating correspondence this can be
achieved by selecting a sample of a recommendation letter from WEATHERFORD Company in

Hassi Messoud by applying the sample on 20 students of first year master translation.

Structure of the study

The theoretical part is divided into two chapters, the first chapter is about Terminology, starting with
a brief definition of translation and an overview of terminology, defining terminology and shed light
on the types of terms. Also, discuss terms and word, lexicology and terminology, finally

characteristic of terminology and terminological equivalent.

The second chapter, we discuss about technical translation and administrative correspondence
starting with definition of technical translation and technical text as well as the administrative
correspondence and its styles. Next, we identify the procedures used in translating correspondence;
finally we identify the problems and the difficulties that occur in translating administrative

correspondence.

The practical part is devoted to the description and analysis of the data which was chosen from

the corpus “letter of recommendation from WEATHERFORD Company” in order to investigate the
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procedures used by first year master translation in translating the letter and also to identify the

problems which face translators .

Chapter I: About terminology



Introduction:

Terminology is important for non-literary translation. Its principles can guide the translator
through translation problems in the direction of an appropriate translation solution. Considering

Terminology “cabré” (2003:182) argues that:

Terminology presupposes a need of all the activities related to their presentation and transfer of
specialized knowledge such as technical translation, the teaching of languages for specific purposes,
technical writing, the teaching of special subjects, documentation, special language engineering,
language planning, technical standardization, etc. As a note, all professions that deals with special

knowledge needs terminology.

Ambiguous terminology based on synonymy, polysemy and homonymy it is obvious represents
obstacles to communicate among specialists and certainly defeats efforts to order thought. For this
reason, scientists in the 19" century and at the beginning of the 20" century, technicians, felt it was
necessary to regulate terminology in their respective field and thus became directly involved in the

standardization process.

The purpose of this chapter is give a brief definition of translation and an overview of Terminology,
define Terminology and shed light on types of terminology, terms and word, lexicology and

terminology also characteristics of terminology, finally Terminological equivalent.

1.1 Definition of Translation:

Generally, translation is a process of transforming ideas, meaning and message of a text from one
language to another. Some considerations follow this process (clarity, accuracy and naturalness of
the ideas, meaning or messages of the translation). This consideration is clarified in some definition

of translation stated by some scholars.



One of the most distinguished definition of translation is stated by Newmark (1988:5) defines it as
“rendering the meaning of a text into another language in the way that the author intended the text.”

This definition confirms on transforming the meaning of the ST into TT as it is meant by the author.

In other hand, Nida and Taber (1982:12) stated that “translating consists in reproducing in the
receptor language the closest natural equivalent of the source language message.” Nida and Taber

clarify that translation is closely related to the problems of language, meaning and equivalent.

Another, definition of translation by Hatim and Munday (2004:6) define it as “a process of
transferring a written text from source language to target language.” In this definition, Hatim and
Munday they do not express the object that has been translated whether it is the message or the

meaning, they assure on translation as a process.

For ghazzala (1995) translation is any process that result in rendering the meaning from one
language into another. From this definition the main goal is to transfer meaning of the SL by using

the available equivalents in the TL.

For catford (1965) translation is to substitute a piece of writing in a language by its corresponding

piece of writing in another language.
1.2 An Overview of Terminology:

1.2.1 Origins:

Although the regulation of terminology and its scientific status are recent development,
Activities in the field date from much earlier. In 18" century research in chemistry or in Botany and
Zoology exemplify the interest that the naming of scientific concepts has always had for the
specialists. Due to the growing internationalization of science in the 19" century the scientists
needed to have their disposal a set of rules for formulating terms for their respective disciplines

became apparent.

Botanist (in1867), Zoologist (in1889), and Chemist (in1899) expressed this need at their respective

international meetings.

In the 18™Mand 19" centuries scientists were the leaders in terminology; in the 20" century engineers

and technicians have become involved.



The Austrian E.Wuster (1898-1977) is the founder of modern terminology and the main
representative of what is known as the Vienna School. His filed was engineering.

During the first half of the 20" century neither linguists nor social scientists paid attention to
terminology only from the 1950s onwards they begin to pay attention. It is inquisitive that linguists
have generally show little interest in terminological studies, they have been concerned with
developing a theory to account for the principles governing all possible human language but have
been less concerned with the multiple aspects of language seen as a tool for communication.
(Cabré1999).

1.2.2 The Evolution of Modern Terminology:

We identify four main periods in the development of modern terminology:

The first period of evolution of terminology (1930-1968) was charactrised by the layout of methods
for the systematic formation of terms. The first theoretical texts by Wuster; the dictionary THE
MACHINE TOOL, published in 1968 by Wuster, he had the opportunity to examine the rational and

appropriateness of the methods presented in his doctoral thesis.

The second period of development (1960-1975) the most important invention in terminology came
from the development of mainframe computers and documentation techniques, which that time the
databanks shows up and the international coordination principles of terminology was launched.

During this period the first approaches were made to standardize terminology within a language.
(p.2)

The third stage that called the boom of terminology between 1975 and 1985 is characterized by the
propagation of language planning and terminology projects. The importance of the role of
terminology in the modernization of language becomes apparent in this period. The prevalence of
prevalence of personal computers brought a major change in the conditions for processing

terminological data.

In The last period of development (1985-present) Computer science is one of the most important
reasons behind the changes in Terminology. In nowadays terminologists have their disposal tools
and better resources adopted to their needs, and more effective. at the same time a new market raised
that of the language industries in which terminology takes an excellence position. Which

international cooperation is expended and unified, as international networks are bind agencies and
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countries which are interested in cooperation. Finally, the model of terminology linked to language

planning, which is necessary for developing countries. (Cabre1999)

1.3 Definition of Terminology:

There are many definitions concerning Terminology:

Cambridge Advanced Learner’s Dictionary defines Terminology as: “special words or expression

used in relation to a particular subject or activity.”

Merriam-webster Dictionary defines terminology as “the technical or special terms used in business,

art, science, or special subject. Nomenclature as field of study.”

Terminology is a science whose aims is to study terms, which are lexical elements used in
specialized field and generated in such fields or modified from elements already existing in other
field.

Terminology is a general word for the group of specialized words or meaning relating to a particular

field, and also the study of such terms and their use.

Cabré (2003:182.183) define terminology as a set of applications in as far as it allows the
development of product, specifically intended to satisfy needs. Also, Cabré (2003) mention that
terminology can only be understood in relation to special language and communication and

addresses a variety of purposes, all of which related to communication and information.

Baker (2001:306) states that “terminology is the study of terms which refer deliberately to specific
concepts within a particular subject fields. In other words, terms are always studied in relation to the

conceptual system to which they belong and which they function as depositors of knowledge”
Based on cabré “terminology is closely linked to the special subject fields”. (p.7)

“Terminology is primarily the business and the responsibility of several groups of specialists.
Terminologists, with their working methods and knowledge, are merely technical aids in
multidisciplinary field” Cobreil (1982)

Terminology intermediaries are language professionals such as translators, interpreters which they

need terminology to complete their profession of facilitating communication, they need specialized



dictionaries and glossaries because its help them in translating a text from language to another or in

technical writing.

1.4 Types of Terms:

According to cabre (1999:87.88) terms are generally classified by the criteria of form, meaning,

function and origin.

From the point of view of form there are some terms that seem simple but upon examination it turns
out to be complex: initialisms, acronyms, and abbreviation and short forms. All of which are

examples of truncation process

From the standpoint of meaning, terms are classified according to the category of concepts that they
designate. Concepts can be grouped into classes or subclasses according to the features that they
share (distinguishing features of the conceptual class) and the relationships that bind them together.
Several types of relationships arise from the interaction between concepts, processes, and states

resulting from them, which are also considered as concepts.

From the point view of function, the terms are classified into different functional groups (nouns,
verbs, adjectives and adverbs). In terminology as in the general lexicon, it is clear that the proportion
of units belonging to a grammatical category or another is different, this defect is perhaps even more
true of special languages, Because the number of nouns is not proportional to the number of

adjectives and verbs.

From the stand point of linguistic origin, terms can be constructed by applying the grammar of the
language (derivation and conversion) or the can be borrowed from another code or sub-code.in this
regard borrowing is liked in the broadest sense, however, borrowing or loan word is not used by all

specialists in this broad sense.

1.5 Term and Word:

The boundary between term and word is drawn by the usage of the lexical unit in a
specialized field of knowledge with a specialized meaning. That is the reason of a certain level of

specialized knowledge is needed to recognize a term.

Hartmann and James (1998:138) defined a term as “a word phrase, or alphanumeric symbol used by

the practitioners of specialized technical subject to designate a concept.”
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Thus, Jackson (2002:1) defines words from two perspective writing and speech, according him in
writing words refer to “a sequence of letters bounded by spaces; in speech words are composed of

sound, syllables, and they follow one another in the flow of speech without spaces or pauses.”

Jackson identify two classes of words, the large class and the small class, the large class which is
dynamic but the small class is static and is used to link the members of the large class in making

sentences.

According to him the small class consists of pronouns, determiners, prepositions, and conjunctions,

which the items in the large class are nouns, verbs, adjectives, and adverbs.

Jackson uses the term “Morpheme” to identify an element of a word, and he states that “words are
composed of morphemes.” (p.8) In Jackson’s point of view, in cases which words consist of one
morpheme, the called “simple words”, but if they consist more than one morpheme it called

“compounds words”.

Cabre (1999:35) distinguish between terms and words she expresses that “terms and words are
similar and different at the same time; a word is a unit described by a set of systematic linguistic
characteristics and has the property of referring to an element in reality. A term is a unit with similar
characteristics used in special domain, from this standpoint, a word of a special subject field would

be a term.”

She also defines that “words are not just linguistic unit that can be described solely from the
standpoint of the system of the language; they are also pragmatic units that identify speakers by the

way they use words in specific expressive or communicative situation.” (p.35)

Cabre differentiates between users of words and terms based on her, users of words are all speakers
of a language, but users of terms are the professionals that deal with specific field. She says that
“words are used in widely varying situation, whereas the terms are used in special subject field is
usually limited to the professional circles.” (p.36) According to cabre’s words, the purpose of

Terminology is to identify and name the concepts belonging to a specific subject.
1.6 Lexicology and Terminology:

Lexicography is concerned with language/languages as such, but terminology deals with subject

fields, domains and disciplines of special language.



Sager (1990:4) says that terminology is concerned with “the study and use of the systems of symbols
and linguistic signs employed for human communication in specialized areas of knowledge and

activities.”

According to cabré (1999:35) “if lexicology deals with all the words of a language, terminology
only focuses on the words belonging to either a specific field or to professional activity.” Also cabré

states that “lexicology deals with the study of words, whereas terminology deals with terms.”

Hartmann, et al. (1998) also distinguishes between terminological lexicography and general
lexicography. From his standpoint, the general lexicography is related to general vocabulary, Multi-
purpose general users and Non-specialist texts. Whereas, the domain of terminological lexicography

is related to technical terminology specialist texts, special-purpose expert users.
1.7 Characteristics of Terms:

According to Gutiérrez Rodilla (1998: 88-94) the features of terms are precision, emotional

neutrality and stability.
Precision

When a term is precise and its communicative dimension is unchanging, that mean that its meaning
does not depend on the context or the discourse in which is integrated nor the sender of the message

nor any other factor of communicative event. This does happen in the standard communication.
Emotional neutrality

The use of terms has to be free of effective, personal or subjective components. They affect t the
conceptual content of the transmitted information, which modifies the message and makes

communication difficult.
Stability

Stability Refers to the validity of a term (with its concept and referent associated) over times. This
desired stability is not always achieved, since as research goes on, the concepts are modified and the

meaning of terms changes or is even omitted.

1.8 Terminological equivalent:

10



Forutanian, and Chalak (2013) described “the quality of equivalence implies the term with
three features as, TL system and structure, TL culture, and TL discourse, this makes TL equivalence

terminology correctly and accurately, especially technical terminology™.

In order to achieve a correct and an accurate equivalence to the technical terminology, the translated
terms should be made by TL main characteristics.

Roger (2007) states that “terms make an important semantic contribution to lexically dense texts,

which is dealing with specialist subject matter, and hence to their translation, data on terms and their

equivalence”.

Conclusion

To conclude, any field has its own terminology as well as administration field. Terminology
plays a great role in translation and in the understanding of specialized text and contexts, by
understanding the complicated terminological details of the technical text and administrative
contexts. Also, it helps the translators to comprehend what the main message of the correspondence

is, and it helps them to transmit the message from ST to TT more effectively.

11



Chapterll:

Administrative Correspondence and Technical Translation

Introduction

Technical translation is a translation of Terminology such as Engineering, economics, medicine,
psychology, law, and administration. Technical translation is interested with rendering meaning of
source texts into target texts for communication between two languages. It needs an expert who is
proficient with difficulties that might be summarized in the following: difficulties with words,
sentences, and terminology. As for the difficulty the most serious and obvious ones are caused by
words. Source language words might be simply misunderstood, as it sometimes results in
catastrophic translations. Alternatively, the meaning of the source language words might be

understood by the translator, but he/she fails to select an appropriate target language equivalent.

Nowadays, Arabic is one of the authentic languages of the United Nations. The Arab world is a giant
customer of science and technology. So, science and technology are wished everywhere due to the

fact of globalization in which the total world has emerged as a small village. Although Arabic is one
12



of oldest languages of the world, it suffers a lot for not being technically served. This can be one of
the important motives that prolong the translation technique of many phrases related to pc in precise
and to a number kinds of technology in general. ( Hazza,2013).

This chapter is about administrative correspondence and technical translation, it consist of the
definition of technical translation, as well as definition of technical text and its characteristics, and
define the administration correspondences And its style. Next identify the problems that occur in
translating administrative correspondences as well as the procedures and the strategies used in

translating administrative correspondences.
2.1 Technical translation:

Technical translation is considered a type of specialized translation; it includes the translation of

documents, produced by technical experts and writers.

Many technical terms in economics, administration, business and industry are used and learnt as if
they are in their original source languages. That leads to avoid translating the terms into the target
language like Arabic, Due to the absence of an adequate equivalence. These terms are used as

Arabic words or jargons because of their circulation among Arab users.

The term “technical translation” has always been linked with technological connotation as defined in
Thorndike’s Dictionary (2010:1908) “as pertaining to a mechanical or industrial art or applied

science; pertaining to the special facts of a science or art, and pertaining to any art or science.”

Byrne (2006:280) defines technical translation as “a type of specialized translation involved in the
translation of documents produced by technical writers such as user’s guide, manuals, medical

transcripts and prescriptions or technological subject texts.”

Ghazala (1995:156.161) defines technical translation as “the translation of scientific terms of all
kinds: medical, physical, chemical, mathematical, mechanical, technological, biological,
agricultural, computer, internet and other terms of various branches of science. He adds “it is the
transmission of English technical terms into Arabic. The 80-85%) are rendered by means of

translating them into Arabic equivalents that are a part of Arabic language lexicon.

Farghal and Shunnaq (1992:203) define it as “technical materials normally cover specialized
literature emanating from different disciplines such as sciences, e.g. chemistry, physics, industries

and medicine”.
13



Also, William and Chesterman (2002) define it as the translation of specialized texts which require
high level of knowledge to master relevant terminology in diverse domains, such as economics,

administration, science and technology.

Newmark (1988:151) defines it “as one part of specialized translation; institutional translation, the
area of politics, commerce, finance, government etc., is the other. Technical translation is mainly

distinguished from other forms of translation by its terminology and its grammatical features”.

Dickins,Harvey, an Higgens(2002) set that technical translation is not restricted inly to technology
or natural science but also it belongs to all specialized domains which have their own technical

terms.

2.2Technical text:

Technical texts mean “words, phrases, and terms pertaining to a mechanical or industrial art or
applied science.” (Thorndike,2010: 1908)

The term “technical” is appropriately all embracing as to include the scientific discipline.

The authors of “Machine Translation: An Introductory Guide” (1994:45) state that technical text

“typically contain large numbers of terms”.

2.2.1 Characteristics of technical text:

A technical text includes the use of specific terms; thus the focus is on semantics more than

concepts.

The technical text is formal and impersonal.

Technical text differs from non-technical text in that is filled with literature.

The language used in technical text should be precise, describing objects in an exact manner.

Technical text is excluded literature, most journalism, commerce and law.

2.3Administrative Correspondence:

Correspondence is the most important chain, through which corporate communication and
official communication take place in writing or in digital form between two or more pages. It can be

in the form of letters, notes, electronic messages, text messages, faxes, voice message and notes, etc.

14



Business executives should write a lot of letters for different types of companies to write queries,

orders, and collection of money, complaints and adjustments as well as maintenance.
2.4 Administrative Correspondence styles:

2.4.1 Official Correspondence:

The official correspondence defines the official working letters and includes all the work
measures in office, official correspondence are written in several government offices and
departments including between two companies as business letters. Official correspondence are not
friendly and there is no personal touch and are formal letters. It has different designs, styles,
language etc. These letters require a good combination of clarity, correction and appeal in all

aspects.
2.4.2 Business Correspondance :

Commercial correspondence means that the exchange of information in a written format within an
organization between two or more organizations of the organizations is extremely important for

modern companies.

2.5 Procedures of translating administrative correspondence:
2.5.1 Calque:

A calque is a special type of borrowing that translates an expression from another language; the

language borrows the expression and translates it literally.

Vinay and Darblent (1995:32) define calque as “A special kind of borrowing whereby a language
borrows an expression from of another, but then translates literally each of its elements”

Calque is considered as a word-for-word translation form one language to another.
2.5.2 literal translation:

Or word for word, is syntactic translation strategy or technique leading to close translation; a

grammatical but necessary idiomatic translation. According to Vinay and Darblent "the direct
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transfer of a SL text into a grammatically and idiomatically appropriate TL text in which translator's
task is limited to observing the adherence to the linguistic servitude of the TL".
Also Newmark (1988:76) believes that literal translation is the first step in translation, and a good

translator abandons a literal version only when it plainly inexact”.

2.5.3 Borrowing:

Borrowing is considered as the simplest translation procedure to overcome the lexical gaps
found in TL. Also, it is a translation technique whereby a SL word is transferred directly into the TL.
According to Vinay and Darblent (1995, p31.32) “in order to introduce the flavor of SL culture into

translation, Foreign terms may be used".

2.5.4 Modulation:

Modulation consists of the change of the semantics and point of view of the SL. Also, is a
variation of the form of the text because of the change in the point of view. Vinay and
Darblent (19 95:36) define Modulation as “a variation of the form of the message obtained by a

change in the point of view”.
According to Newmark (1988:88) Modulation “is a variation through a change of viewpoint, of
prospective and very often of category of thought”.

2.5.5 Transposition:

Transposition is a change in sequence of parts of speech that does not change the meaning of
the message. It can also be followed by a change in word class or another word.Newmark (1988:85)
define it as “a translation procedure involving a change in the grammar from SL to TL”
Also, Vinay and Darblent they define transposition as “a procedure that involves a change in the

word class without changing the meaning of the message”.

2.5.6 Adaptation:
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This procedure consists changing of the cultural reference. Adaptation is a special kind of
equivalence, a situational equivalence is used in those cases when a situation existing in the ST, does
not exist in the target culture.

Vinay and Darblent (1995:39) describe Adaptation as “a special kind of equivalence, a situational

equivalence”.

Newmark (1988:83) describe it as a “cultural equivalent”, and speaks of the Adaptation as an
approximate translation, where the SL cultural element and TL cultural element ate not complete

equivalents.
2.5.7 Equivalence :

Also known as, “reformulation” produces an equivalent text in the TL by using completely
different stylistic and structural methods.According to Dickins et al (2002) “a communicative
Translation is produced, when, in a given situation, the ST uses an SL expression standard for an

equivalent target culture situation”.
2.5.8 Translation by omission:

(Dickins, Hevery&Higgins, 2002, p23) define it as “the most obvious form of translation loss is
when something which occurs in the ST is simply omitted from the TT. Such omission occurs fairly

frequently in Arabic/English translation is therefore worth specifically identifying”.

2.5.9 Translation by addition:

According to (Dickins, Hervey, &Higgins,2002.23)"translation by addition in translation in
which something is added to the TT which is not present in the ST. like omission, addition is fairly

common feature of Arabic/English translation and is therefore worth specifically identifying".

2.6 Difficulties and Problems in translating administrative correspondence:

2.6.1 Untranslatability:

17



In translation process, translator who deals with technical text encounter a problem which
called “untranslatability”, this phenomena is very common in translation it is caused by the difficulty

in finding a suitable equivalence of a word in SL (Rizki Gunawan 2011:17).

As stated in the Oxford Online Dictionary (2017) untranslatability is “the quality or property for
being untranslatable; inability of being translated. it refers to expression of a given language that
simply cannot be converted into other languages. It can be single word or a phase, either a written

text or a verbal utterance”.

Also, Newmark (1988:79) argues that untranslatability occurs if “a word whose meaning cannot be

rendered literally and precisely by another word”.

Catford (1965:94) defines it as “a property of a text, or of any utterance in one language, for which
no equivalent can be found in another language.” He distinguishes two types of untranslatability:
cultural untranslatability and linguistic untranslatability. cultural untranslatability is due to the
absence in the TL culture or relevant situational feature for the SL text, whereas on the linguistic
level, untranslatability occurs when there is no syntactical or lexical substitute in the TL for an SL

subject. Also, is due to differences in the SL and the TL.

According to Dr.Miremadi(1991) translation problems divided into two main categories: lexical and

syntactic problems:
Lexical problems:

Lie in the interpretation of lexical problems, Miremadi says that words are entities that relate to
objects or concepts, the word in a language should not replace by word in another word referring to

the same concepts.

Syntactic problems:

Are the other category of translation problems.as Dr.Miremadi (1991) quoted Nida (1975) that no

two language the same identical structural systems. Languages differ in the language structure.

2.6.2 Cultural difficulties:
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The cultural difficulties include adequate or inadequate use of certain word, phrases based on
the culture of a particular society, as well as the specifies of the society as an medical care,

administration, system, social or religious taboos...etc.
2.6.3 Grammatical difficulties:

Each language has its specific grammar rules, element, features and categories. This variation

causes many problems to translators when translating.
2.6.4 Semantic difficulties:
Are the difficulties that a raise in transmitting the meaning statement of the SL into the TT.
Conclusion

To sum up, any translator may encounter any difficulties during translation of administrative
correspondence from English into Arabic language. To solve this problem the translator may use

strategies and procedures of translation to find an adequate equivalent to SL into TL.
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Corpus Analysis

Letter of recommendation
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Introduction:

This chapter is an attempt to investigate the problems of translating correspondence among
students of translation at Kasdi Merbah University —Ouargla- the aim as has been already mentioned
in pervious chapters is to study the problems that originate from the translation of correspondence
and to reveal how do first year English Master students approach administrative terms as a pure

linguistic device and as a language item that sometimes carries a pragmatic meaning.

3-1 Research setting and participants:

The present study took place at KASDI MERBAH University, field of English language and
literature and civilization, major translation. The experiment was conducted on First-year master
translation students; so twenty students have been selected randomly to translate a letter of
recommendation. The test lasted 30 minutes and no dictionaries of any type have allowed.

The selected participants have been studying translation for about three years with some practice to

translate technical text.

3-2 Thecorpus:

The chosen corpus is a letter of recommendation by WETHERFORD Company. It is an average
length letter written in English and it fills one page nearly.
A letter of recommendation (known also as reference letter) is a type of document written to assess
the qualities, characteristics and the skills of a job candidates or any other person being
recommended in order to perform certain tasks.
A good and minimalist professional recommendation letter is persuasive and will surely increase
chances of being hired to a dream job.
For the form, the letter of recommendation letter is composed of the sender information, the date,

receiver's, the salutation, the body and closing/signature.

3-3  Methodology:

In order to meet the objectives of the present study, this chapter will trace the student's errors
while translating the aforementioned letter by contrasting the target text to the source text and then

categorizing the errors depending on the level of language on which these errors occurred.
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Moreover, an investigation of translation procedures is very significant to highlight the process
followed by the participants while performing the task.

3-4  Corpus analysis :

The table below summarizes the terms related to correspondences as they appear in the letter of
recommendation by WETHERFORD Company:

Pattern Source text The translation
1 to whom it may concern
V) gy (e
2 Subject
3 recommendation letter L
4S5 Al
4 to recommend .
=5y
5 Position .
Lala
6 Organization i
A8,
7 Responsibility
<l )
8 Well test supervisor R
LY LAY (e i
9 Peers
Janll ¢
10 crew members ,
Jasll (5 8
11 Ethics . :
Tgall @A
12 Staff
Janll il
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(Table 01)

3-5 Data analysis :
Pattern 01:

Source text Term students translations

oY) degy e

) dag

ALyl 038 dags ol
to whom it may concern

Yl el

YL ) et )

Aeall Gida

Analysis:
“To whom it may concern” iS an expression used in English administrative correspondences as
salutation to greet the addressee. It's considered as generic term, although this salutation is
considered outdated but is still used in certain correspondences.
The analysis of the data shows that M1 translation students provided numerous equivalents for the
aforementioned such as:
oY) g e
YL Cpinall
Al ) 038 4agd (pal
Siaall passll )
It is noticed that these suggested translations have been performed upon partial literal translation
whereas some students have omitted the expression because they are not acquainted with vocabulary
of correspondences.

Feeling frustrated, students opted for an easy process to convey the aforementioned expression.
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Some translations show that certain students have added lexis to the source text expression such as
<Al ), sl > in the attempt to render the communicative dimension of the expression.

Some others did opt for lexical term, by providing the overall functional meaning of the expression
“to whom it may concern” the equivalent for “ <YL (mizall” is sometimes the pragmatic equivalent
for the very expression in English, but in singular form addresses “ <YL Jaall”,

The agreed point is that the appropriate translation of the expression “To Whom It May Concern” is
“ el dng e 17

Pattern 02:

Source text Term students translations

Tyaga

Subject
A s

Analysis:

Most of students have opted for "¢ »= <" to translate "subject™ by using literal translation. As it is
commonly and widely used in administrative correspondence, it can be argued that the more the
term is used frequently the easier the task of finding its equivalent is easier.

The analysis shows that some students have chosen not to render the term "subject” by simply
omitting it, this is my due to poor lexis of the students.

Such terms are found excessively in administrative correspondence. Hence any omission of such is

deemed none justified.

Pattern 03:

Source text Term students translations

recommendation letter

Ay al
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Analysis:

As shown above, the following term "recommendation letter” is translated into:

a5 e
A8 i all

Jlha

In the other hand, we notice that the term "recommendation letter" which is a compound word was

translated into "4.S 5 Al a5 Al " by using calque.

Whereas, some students render the term "recommendation letter" to "J k" this is maybe due to

lexical problem or the students could not draw the boundary between word and term. In this case

the terms ""dua s Al S 3 Al are the appropriate translation to the term "recommendation

letter".

Pattern 04:

Source text Term

students translations

to recommend

cs“}y

b

Analysis:

The term “to recommend” as used here "an infinitive" being used after a verb in present

continuous " I am writing” (see appendix) is polysemous term since it has not a one-to-one

counterpart. We notice that the verb "to recommend" in the expression "recommendation letter"

translated to "ixasi 4" that's why some students did choose "=s¥" as an appropriate

equivalent using word for word translation.
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Others opted for "4S " as the same expression “recommendation letter" is translated as " 4l

48 3" by adopting literal translation.

For the third term which is "z!&" which is out of the context in this case, since it can also found

in expression like "I recommend this product for you" which translated into "zl 138 ¢lle ~ &i",

For we say in Arabic Lud z 38l (2 S (s 8 «2M) s, since the word used after “to recommend”

is a proper noun "Mr......" (See appendix), and hence the appropriate tern is " S "
However, and according to the translation suggested in (table 01) the equivalence "4s IS more
appropriate to convey the meaning of ST .
Pattern 05:
Source text Term students translations

—ala
Position

Al
Analysis:

The term position may carry a different meanings in a different context for example it can be

translated as “aas” or “cud s or “alSe” or “3S w7 or “4” and all these translations are correct

when we are treating this expression as a word, but in the context of the word “position” in the

given text carry specialized meaning, because this lexical unit used in specialized field ,so at this

case students translated “position” into “—w=i by using calque, so they treat the expression as a

word not as a term in a certain context, it is noticeable that the main problem student face is to

recognise the different between word and term, or they translated the word out of the context In

this case, the most appropriate translation to convey the meaning of the message is the term

[13 .9
—laia
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Pattern 06:

Source text Term students translations
A58
Organization dras
A e
Analysis:

The expression “organization "in general is a word contains a various equivalents, in different
contexts, so it is unstable expression (polysmous term). Some students treat this expression as a

word out of context, and others as a meaning in specialized context.

As showing above, the students provided numerous equivalents for the following term by adopting

partial literal translation:

*99

Regarding the term “organization”, we noticed that students render it In this case the term “4S,4” or

“duus 34 s more accurate to convey the meaning of the ST.
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Pattern 07:

Source text Term

students translations

Responsibility

Analysis:

the word “responsibility”definition from Oxford language as “a duty to help or take care of

someone because of a job position” , this expression is not a stable one , the meaning of it changes

from a context to another ,In this case, the learners were supposed to go beyond the correct

meaning and have some insights into what the linguistic units may carry, in terms of other

perspectives, and know the boundary between term and word, which is drown by the usage of the

lexical unit in specialized field like this administrative one. The overwhelming majority of the

answers were according to background and their understanding to this expression.

Some of the rendered answers are as the following:

It is noticeable that the most of students render the term "responsibility™ by using literal translation.
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Whereas the learners tried to be faithful to the original wording without thinking of the equivalent

meaning, In this case the terms “ A4 or “las”is more appropriate to convey the meaning of

the ST.

Pattern 08:

Source text translation

students translations

Well test Supervisor

Cijpda

ol Jldl e iyl

clilaiall Gy

Analysis:

The word ““ well test supervisor” is a name of a job which is already exists at WETHERFORD company

we can considered it as a technical expression , In order to translate the expression “ well test

supervisor”, the learners should call on their technical knowledge because the source expression

refers to technical sector and not to something else.Student participants in this study were supposed

to infer this intended meaning and translate/transfer it into the target language; the analysis of the

data shows that M1 translation students provided numerous equivalents for this expression such as:

Cijde
e bl e Chjda

el Cipdia

It is noticed that these suggested translations have been performed upon partial literal translation,

whereas translations shown that certain students translated the expression as compound unit, but in
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this situation the expression “well test supervisor” is considered as one lexical unit in a specialized

field.

The agreed point is that the appropriate translation to the expression “well test supervisor

1S ¢ JLad) o yia

Pattern 09:

Source text Term

students translations

Peers dasdl ())8)
Jaadl D)
Analysis:

The expression “peers” which is one unit translated by M1 translation students into numerous

translations such as:

dandl G4

Jeall )

Students came out with different translations, some of them translated it as one unit“ _.kand
others render it into two units Jdaxdl ¢y Jaxdl o) 48

this word is an unstable expression which contains different meaning in a different context and

this positively influenced their translation performance as a whole. The others, however, find a

problem to infer the meaning and this is again another problem that the learners faced to find a

suitable equivalent
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The suggested translations were
suitable to the context of the ST.

Pattern 10:

translated by using calque,In this case, the term “Jesll ¢33 is more

Source text Term

students translations

Jaall il

crew members

Jesdl iyl

Analysis:

The term "crew members" is a

translations:

compound word which was translated by the students into three

Jaall ila
Jadaid)) ¢liacl

Jaall QL)

Starting with the first one "Jasll 28" some student have successes in rendering the term "crew

members™ by using calque.
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In other hand, about second translation " dekadl <Laci" the analysis shows that the term "slaci” is
synonymous with the term "members". Thus, the term "4kl Laci” s not the right equivalent to
the term "crew members"” the students try hard to guess the meaning from the context, and this is
confirmed again since some students did choose the term "iakiall cLeaci| the same can be said about
the translated term "dea)l <L ,i" they guess the meaning whenever they do not find the exact

equivalent, hence the term " Jasll 28" is more accurate to the context of the ST.

Pattern 11:
Source text Term students translations
{53l
cladal
Ethics
Ll
Analysis:

As shown above the term “ethics” was translated to the following terms « ”@Mal «ilé jai dilal (53l
For the terms “clé yai cdilal (53 are incorrect translation this is may can be said to be the result of
fragile or poor linguistic background of the students, the majority of the students failed to render the
term “ethics” and to guess its meaning, consequently they have been unsuccessful in their
translation task. In the other hand some students succeeded in rendering the term “ethics” to
“cl&3aP by using literal translation procedure, because the word after the term "ethics" is "work".

So the term "<&l js considered as an appropriate term that conveys the meaning of the ST.
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Pattern 12:.

Source text Term students translations
Jaall Lils
Janll (328
Staff
aah
aSHd
Analysis:

The following term “staff” was translated by “Aakic AS )% cJaall 81 8 «Janl) 8Ua”, For the terms (8
Jaall ailac Jeal” were literally translated.
Concerning the terms “4elaia S 57 are incorrect translation that’s due to the lack of knowledge. In

this context the term “Jaall 28Us" is more appropriate to convey the meaning.

Generally speaking, the student's method of translation is literal translation. While reading their
translations, one can notice that the literal translation is the most used procedure by the students.
As it is obvious the most problematic aspect for the students is the lexical one it is rare to find
grammatical or stylistic difficulty.

The text given to the students is a simple example of administrative term, through analysis and
reading the translation of the students, one can notice that they tried to translate it to find the exact
equivalent but the problem were caused by the poor linguistic background and the lack of
knowledge and lexis, also they cannot draw the boundary between word and term, the limited
knowledge about characteristics of terms, some of students they simply omit the term and leave it
without translation may be they do not have the accurate equivalent or maybe they were not to
bother themselves by guessing its meaning. In the other hand the majority of the students have

succeeded in translating such administrative terms.

Conclusion:
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To sum up, this part was pointed out to answer the hypotheses posed in this study concerning the
difficulties and the problems that face translator while translating administrative correspondence
from English into Arabic, also to investigate the procedures used.

Throughout the analysis which shows that the difficulties due to the lack of knowledge on the
field, as well as the use of literal translation as a procedure to translate administrative

correspondence.

Conclusion:

Translation is critically important to any company to do administrative correspondence in any
language other than English or Arabic. When translating correspondence, it takes a professional

translator with experience and a reasonable Knowledge regarding the Field.

This study has attempted to investigate the difficulties and problems that translator would face while
translating administrative correspondence terms from English into Arabic, and to find out the
procedures adopted to render those terminologies.

The study exposed two outcomes, throughout the analysis and comparison of translated
correspondence “letter of recommendation” these following results were concluded part of this
study.

The first outcome was the most common problem and difficulty that encounter students while
translating administrative term is lack of knowledge and lie in finding an adequate equivalence
including lexical and semantic difficulties.

The second result showed that the common procedure that the most of students applied in translating

the administrative terms is literal translation procedure.
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