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General Issues

General Remarks

This Style Guide contains translations.com's guidelines and conventions for translating Linden Lab's Second Life text from English into Japanese. This Guide is provided for the purpose of ensuring consistency in tone and style throughought the Japanese Second Life application. For questions about spelling, grammar, and punctuation, please consult reliable reference materials.

All English text must be spell-checked in the computer and proofread on paper before sending it back to Translations.com.
Please advise translations.com by means of the Query Log if any instruction in this Style Guide seems to go against current standards.

Tone and Style

The Linden Lab tone should be fun, friendly and upbeat. This means a positive style that is more colloquial than formal. In writing informally, however, the translator needs to keep in mind the wide and varied group of users of the Second Life site. The writing style should not be rude or youth lingo-oriented. Do not talk down to the users, but be polite. For the word “you”, please use “あなた” instead of “君, ” “きみ, ” or “キミ, ” in all the pages. Also, it is better to use “please” once too often than not using it at all.

Translators/editors should use varied approaches depending on the nature of the page. A more colloquial style may be appropriate for a “marketing” text, but inappropriate for a technical text such as tutorials, or a legal text such as the user agreement. The Glossary can serve as a point of reference as to what sort of style is appropriate. If you have any questions, please do not hesitate to contact the linguistic lead for this project. It saves a lot of time and reworking effort when you clarify issues early on.

Translators/editors should not follow the original English syntactic structure too closely. What matters is the meaning; translated sentences should be idiomatic and reflect contemporary usage.

The industry “jargon,” if used, should reflect the standard trend on similar, good web sites.

Keep sentences short, and stay as close as possible to the length of the source text (see the Localization Kit) while not compromising the meaning. Avoid long, complicated sentences with multiple relative clauses, as well as unnecessarily indirect expressions. If necessary, break up the original English sentence and syntactically regroup it in Japanese. The sentence structure needs to be logical so that the user can understand the message easily. No more than one sub-clause should be used per sentence.

Terminology Consistency and Word Usage

Always consult the Glossary and provided reference materials for all terminology questions. Use of approved terms helps ensure consistency and uniformity among the various parts of this project.

Be consistent when referring to terms and concepts. If two items can be confused as the same thing, specify a distinction.

If an English term or phrase is not found in the Glossary or references, please enter a query in the Query Log.

Links and Buttons
Links

Translations of links should be kept short. Even if the English original has a lengthy sentence as a link, always try to cut down in length for the Japanese translation. If the content of the page to which the link in question will link to is not known, please translate the link as follows:

“_here_” (For example, “詳細は、ここをクリックしてください。” as “Please click _here_, to learn more about this feature.”)
Buttons

There is no need to insert a space before and after each actual button, but if two actual buttons line side by side, keep at least one space in between or draw a vertical line or add a “、” to separate them.
Product and Company Names

Product names and brands such as "Mister Lister Composer" are often trademarked or may be trademarked in the future, and are rarely translated. Before translating any product, component or feature name, please verify that it is in fact translatable and not protected by copyright in any way.
Products are treated as proper names and used without definite or indefinite articles.
When referencing names of companies and Linden Lab, the full name must be used exactly as it appears in English.

Examples: 

	English
	Japanese

	Yahoo!
	Yahoo!

	Microsoft
	マイクロソフト

	SpaceQuest Casino
	SpaceQuest Casino

	Star Trek
	スター・トレック


Parenthetical Insertions

Occasionally, both the English original term and its Japanese translation must appear in the Japanese text to facilitate understanding. Please use parentheses in these cases. Whether the quoted phrase is in Japanese or in English  please use single byte parentheses – ( ). 

Please add all parenthetical translations to the Glossary, and add a comment saying that they should in fact be used with parentheses.
Hyphenation and Compound Formation

It is common in English to form a term by juxtaposing individual words. In Japanese these compounds must be either written in one word, or syntactically re-structured in order to reflect the relationship among the individual components of the compound. (For example, “Non-Paying-Bidder” should be translated as “未払い入札者”, no hyphen needed in Japanese.)
Avoid Unnecessary Hyphenation

Hyphens can often be avoided by applying the common rules of Japanese syntax instead of following the American English surface form. Make a complex compound it easy-to-understand by first analyzing the relationships among the various components within the compound, and then changing the word order, using prepositions instead, and/or finding a single Japanese word for the multiple-component English term.

If none of the above measures works and/or if the compound indicates a feature name or potential product name, please leave it exactly the way it is in English. One possible sign of a term that is or may in the future be trademarked is the use of initial caps in English.
Forms of Address

The user could be addressed as “ユーザー”,  “あなた”, “お客様”, depending on the circumstances.
Abbreviations

Please avoid abbreviations so that the Japanese text is clear and readable. Do not abbreviate words that may not be immediately recognized by users.

When using abbreviated measurements, please follow the English text, e.g., 53%, 3 cm, and 2MB. Again, it is better to write the whole word rather than an abbreviation rarely used in Japanese.

	Expression
	Acceptable Abbreviation

	post merídiem
	p.m.


Parallel Structure

Chapter titles and subtitles, paragraphs, sentences, and lists should be parallel in wording and structure. Transitions should clearly indicate new concepts or topics.

Lists

Documents often use bullets and numbering to set off lists and series of items. Whether or not to put a period at the end of a list or table entry has been a considerable problem. This is usually a matter of interpretation as to what constitutes a complete sentence and what does not. To avoid the resulting inconsistencies, please adhere to the following guideline:

● Never place a period after just one word, even with long compounds.

● If the English text does not contain a period, but your translation is longer than the original text and you consider the Japanese translation a full sentence, or if you split your translation into several independent sentences, insert a period.
● If a sentence is split across a bulleted or numbered list, insert a comma after each segment.
Inconsistencies

Watch for contradictory text and please advise translations.com by means of the Query Log if you encounter contradictions or inconsistencies in the English content.

Italic

Italicized characters could be used in  Japanese publication under certain circumstances. At that time, it should be consistent with English version. Do not use italiziaed characters independently in Japanese.
Capitalization

Acronyms

Acronyms are made up of the initial letters of several words. Acronyms must be spelt with capital letters. Some well-known examples are WYSIWYG (What You See Is What You Get), OLE (Object Linking and Embedding), or RAM (Random Access Memory). Acronyms are not as common in Japanese as they are in English. You may opt to spell out the words on first mention in the text, or in the most appropriate section of your text, such as the section where a feature is described, followed by the translation in parentheses. Use the acronym for each additional reference. As you probably know, the English acronyms are not the same in Japanese. Try not to use them so much. It is better to write all the meaning of an acronym rather than writing something that is not going to be understood. 

Many acronyms are standardized and should remain untranslated, in which case they should be followed by their full English spelling, e.g., ANSI (American National Standards Institute).
Numbers

General

In the English file, if the numbers are spelled out, always use numeric figures with a classifier for books; if numeric figures are used in the English file, just keep them as they are with a classifier for books.

English example

Ten books
Japanese example

本を10冊、10冊の本
English example

30 books
Japanese example

本を30冊、30冊の本

English examples

1,000    10,000    25,389,572
Japanese examples

1,000    10,000    25,389,572

Follow the applicable conventions for numbers with four or more digits.
English Examples

1,000    10,000    25,389,572
Japanese Examples

1,000    10,000     25,389,572

The “thousand”, “ten thousand” and “one hundred million” are very common number units used in Japanese. Please use “千” for 1,000, “万” for 10,000 and “億” for 100,000,000 appropriately depending on the circumstances. Sometimes numeric figures are required in specific fields like accounting or financing. 

Currency

Please do not change the currency. US-dollar amounts are given when referencing, comparing, or converting US dollars to another base. Do not convert dollar amounts to local currency. (For example, $1,000 should be translated as1,000米ドル or $1,000). 

              Japanese currency, formally and informally, is used as follows:

               110円 


Decimals
English example

2.54 cm

Japanese example

2.54 cm, or 2.54 センチメートル(cm is translated.)

Measurements and Conversions

Include units when expressing measurements. Use the appropriate symbol, abbreviation, or term for the unit. Use a lower-case x (or the math symbol () to separate measurements of dimensions. Please follow the style of the source English.

Unless otherwise instructed in writing, do not convert weights or measures from U.S. or English values to metric values etc.!  Any conversions must come from the Linden Lab.

Dates

Should follow the convention in Japan.
English example

8/20/97
Japanese examples

1997年 8月 20日

or,
1997/8/20

         or,



1997. 8. 20

Time

Express time according to the standards of the Japanese language.

English examples

at 8:00 a.m.
at 8 p.m.

12:00  noon
at 3:00 p.m.

Japanese examples

午前  8:00

午後  8:00
正午  12:00

午後 3:00
深夜 12:00 (for 12:00 midnight)
Punctuation

Use Japanese double-byte punctuations. 

Please use Japanese punctuation rules (do not follow the punctuation rules as source  language): 


Use commas to separate sentences within one subject/topic; use period to conclude one subject/topic.   

Note: 
1. The quotation marks in Japanese should be 「」.

2. “-”: If En-dash (-) is used between figures, leave it the same way as in English; Double dash or Em-dash in the sentence should be replaced with Korean Em-dash (－－).

3. The em-dash (“―”) used in U.S. English should not be used in Japanese. Depending on the context it can be replaced by a colon, a comma, or an en-dash (“ - “), with a space on either side. Semi-colons should be avoided for the LINDEN LAB web site, because sentences should be kept short and easy to read.
English example



,
Japanese example

、
English example


.

Japanese example
。
English example


“ ”

Japanese example



「」
English example


...

Japanese example

…

Fonts and Formatting 

Use a single space between single-byte characters/words and double-byte characters. Do not add any space between double-byte characters when they are one word. Do not leave any spaces around any double-byte punctuations.

For examples:
English:






Delete Menus 


 “Menus”

(Menus)
No:
メ ニ ュ ー 削 除


“ メニュー “

( メニュー )

 Yes:
メニュー削除


“メニュー”


(メニュー)

Please check the project specifications for special formatting instructions.
Include unit names when expressing measurements, e.g., 20 cm2.

To separate dimensional measurements, use the lower-case “x”, or the mathematical symbol “(“, e.g., 15 cm x 17 cm x 30 cm.

do not convert weights from U.S.-customary to metric or other values common in Japan unless otherwise instructed in writing by Linden Lab.

