ANNEX: Language Services (GBS/LNG)
LNG is responsible for translating into the 6 official languages of WHO the technical, scientific, medical, administrative, legal and financial documentation produced at headquarters. It provides translation services for WHO’s Governing Bodies (EB/WHA), headquarters web sites and technical and other departments (see eManual section I.3.3 Official languages). LNG is responsible for maintaining the terminology under the ‘Health and medicine’ section of UNTERM, the terminology database of the United Nations. 
Each major office is normally responsible for translation of its own information products. LNG works closely with the language services of the regional offices in order to expedite the work and ensure consistency and quality control throughout the Organization. During emergencies, LNG and regional offices provide mutual support as needed. 
Work submitted for translation should be in final (edited) form, in Word format (not pdf), and must be accompanied by any reference documentation that might be of use to the translator. If the text is a re-working of a publication that has been previously translated, the earlier translation and a "track changes" version of the original text must be provided; if the work contains quotations, the sources should be specified. This will expedite the work and reduce the cost.
Standard translation is suitable for a wide variety of information products. A prominent publication, however, is likely to require additional levels of revision or editing, and proof-reading and formatting. For sophisticated graphic design, the originating unit should contact WHO Press. It is not advisable to plan complex products for emergency materials required in several languages. However, should there be need for sophisticated graphic design and consequent proof-checking, the additional time required must be taken into account and discussed with all the units involved (e.g. DCO, LNG, WHP).
Please note that, in accordance with WHO eManual I.3.3.70, no changes may be made to an official translation without first consulting LNG.
LNG has a core team of 23 staff translators (across 6 languages), reinforced by freelance and contractual translators and translation companies. LNG uses computer-assisted translation to leverage previously translated content. It also uses machine translation with post-editing (revision) as appropriate to the request. For planning purposes, requestors should allow one day for every 1600 words of translation.  In practice, the actual time required may be less (or more). 
Translations under a declared emergency level or pandemic are prioritized. Short text that has previously been translated and is being updated will be turned around quickly. However, delivery of new or long text is dependent on the quality of the original text and how much content can be leveraged from previous translations. Complex, technical or poorly edited text, and text that contains ambiguities, numerous acronyms/abbreviations and jargon will take longer. In an emergency situation, if time is limited, it may be proposed to split the documents across two or more translators. This will have an impact on consistency. 
The Head of Language Services should be consulted for accurate estimates of time and cost required for specific jobs. 
All requests for translation must be submitted through LNG’s online document management system. 
A separate request is required for each document. 
Related links and contacts
LNG (who.int)
