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While many companies recognize the need to translate customer-facing materials such as marketing, sales, 
or engineering documents, the importance of translating internal communications for global employees 
is often overlooked. But for businesses to function smoothly, it is critical for all stakeholders to have a 
complete understanding of the company business and messaging. Employees and staff must be able to 
communicate clearly in order to work together effectively in support of their common goals.

The potential for misunderstanding increases when language differences are present. Although many may 
possess a working understanding of English, people of different cultures will perceive things in varying ways, 
sometimes regardless of language. 

As employees of global entities seek to understand the company’s needs and objectives and strive to be 
effective at carrying out their duties, clear internal communications become vitally important.

Why Should Your Internal Communications Be Translated? 
Many companies may believe that a single “company language” is better than translating numerous 
communications into multiple languages. Simply declaring that the official company language is English 
and that all communications will be transmitted in that language should solve all problems, right? 

No. In fact, such a simplified view ignores the benefits of translating internal communications for all 
multilingual employees and presents three distinct disadvantages: 

Staff misunderstandings. Given human nature, how many misunderstandings routinely occur
within native English-speaking populations? How much is this problem exacerbated when 

employees speak different languages, especially when the primary language of the company is not their 
native tongue? Such misunderstandings can lead to accidents, production problems, unrest, and even  
legal actions. 

Labor strife. English-only company communications in a global or multi-language setting can 
antagonize employees. Those speaking the “company language” may be perceived as special or 

pampered, and the non-company language speakers might feel neglected, overlooked, and even ostracized. 
Such a fundamental lack of communication between the company and its employees can be a breeding 
ground for labor strife and discontent. 

Legal compliance. Failing to provide company communications in native languages can open the 
company up to legal liability. Where multilingual workers are employed and not provided with the 

means to understand job training, company procedures, and safety regulations, the potential for accidents 
and resulting legal actions is high. In some countries and legal jurisdictions, providing all employees with 
key company communications in their own language is the law. 

Ultimately, your successful global expansion depends on your company’s ability to think and act globally in 
all of your endeavours. Communicating with your employees in their native languages is an important step 
in adapting your corporate culture to the realities of doing business internationally. 



What Internal Communications Should Be Translated?
When beginning the process of translating company communications into different languages for the 
benefit of your employees, where should you begin? What documents should have priority? Here are some 
suggestions to get you started. 

Mission-critical Information: Throughout your company, employees need to understand your 
vision and business goals, as well as the role they play in achieving them. This information should 

always be communicated in their native language. Identify your employees’ most commonly spoken 
languages and translate mission-critical information into those first.

Critical Terminology: Within your company culture and mission, identify specific words and
phrases that you want understood and used consistently. Investigate how these terms are 

currently being used and understood. It is important that your employees define terms in the same way. For 
example, you might determine that growing the organization is important. What does this phrase, “growing 
the organization,” mean to those from different cultures and native language backgrounds? “Growth” can 
then be defined in tangible ways for each employee to understand (i.e. more products manufactured, sold, 
shipped).

Company Newsletters: Internal communication, especially a company newsletter, is important 
to employees. Employees who are kept informed of company business, both external and internal, 

are more apt to remain motivated concerning company goals and values. This motivation is increased when 
internal communications are provided in employees’ native languages, leading to greater understanding 
and assimilation. In addition, in order for company newsletters to become the effective means of two-way 
communication for which they are designed, providing them in employees’ native languages monumentally 
increases the likelihood of employee responses.

Training Materials: Translating training materials is necessary within every company for 
employees to know how best to perform their duties adequately and safely. This is especially true 

for multilingual employees, or employees who may only speak languages other than English. Providing 
training materials in a worker’s native language and even in different formats or mediums promotes 
understanding, especially for critical work processes and safety guidelines. This can be particularly 
tricky when one considers how some languages have many dialects and regional variations. Even small 
differences within languages can lead to misunderstandings that can be serious. Therefore, accurate 
translation and localization of training materials are a must for worker productivity and safety.  

Employee Handbook: The employee handbook and code of conduct are vital basic company 
communications that every employee should have in his or her own language. When language 

barriers exist, companies fail. In fact, a failure to translate the employee handbook into the languages of a 
company’s employees can lead to violations of the law. It is therefore important that the company consult 
with appropriate legal counsel in different locales where the company does business to ensure translation 
of this important document, or key excerpts, is accurate and covers all legal parameters.

Company Intranet: The company-wide Intranet is a focal point for accessing all the company’s 
internal and external resources. It is the chief disseminator of internal communication and point 

of collaboration. Therefore, these documents, web pages, and resources must be linguistically accessible 
to all employees and stakeholders. Global companies with employees speaking many different languages 
often find it challenging to develop a flexible communication style. Diverse audiences demand a variety 
of communication methods and formats for resources in order for engage every employee and encourage 
adequate levels of understanding and feedback. Translating your company Intranet boosts multilingual 
communication and improves employee engagement, thereby boosting overall productivity. 

https://www.linkedin.com/pulse/why-internal-newsletters-so-important-your-business-matt-kaufman/


Guidelines for Translating Internal Corporate Communications
If your company wants its employees to perform tasks, respond to inquiries—in essence, to do anything—
translate the relevant communication so that every employee can understand it. In fact, using best practices 
to involve your employees in the translation process provides buy-in and ownership. 

This is not to say that your multilingual employees are qualified to perform the actual document 
translations. But they are your asset on the ground to provide input and feedback that is necessary to a 
successful internal company translation process. Just be sure to establish parameters and a process so that 
ground rules are in place to keep your projects on track.  

With that in mind, here are some guidelines for translating your important internal corporate 
communications.

Create a quality-control process that ensures accurate translation. Every global location of 
your company needs a localized translation of company documents to ensure that location’s 

employees understand all material pertinent to their job. This translation will include cultural nuances 
that can have strategic bearing on important company communications. Local employees can—and 
should—provide feedback to ensure the translation is accurate and fulfills company objectives. This may 
mean several site-specific translations of company documents, owing to multiple global locations of the 
company. However, all translations should  be centrally coordinated to ensure they are all communicating 
the company message consistently.

Support communication with dialogue. Incorporate face-to-face conversations and other 
techniques for feedback—from a select, trusted group of employees—to encourage understanding 

and measure the accuracy of company document translations. While your employees are not trained 
translators, their common use of the language provides them with understanding that can improve 
your company documents for everyone at their particular location. Always compare feedback with the 
professional translator’s word and phrase choices for accuracy and usability. Any changes incorporated into 
company documents need to be a shared process between the company and its translation partner.

 Give employees the choice of language. Don’t presume to know the language your workers 
want to use based on their physical location. Provide the option of obtaining materials in the 

language of their choice, even in different global locales, to ensure that your company messages are 
communicated effectively. Translating and providing company documents in a variety of languages is an 
investment that lets employees know their needs are important.

Plan and prepare for the translation budget. It’s important to consider your company’s goals in 
the translation process, with specific planning around budgeting to achieve your overall objectives. 

Consider what resources are available for translating internal company documents and what budget 
category or department will provide the resources. Because translating internal documents is strictly a 
company endeavor, not shared with outside clients, it will necessarily be an overhead expense. For this 
reason, budgeting may need to extend over several cycles or across departments.

https://medium.com/@ILSTranslate/are-in-country-reviews-killing-your-translation-budget-69767b87f241


Guidelines for Translating Internal Corporate Communications (cont)

Prioritize which corporate communications pieces need to be completed first. When 
considering just which internal company communications should be translated, the process 

can seem overwhelming—both in terms of time and resources. Creating a team to sort through all your 
communications to determine what is most vital saves time and money. Begin with the most important 
company-wide publications and translate them into the core group of languages spoken by the majority of 
your employees. Then proceed to the next-level documents and additional languages, as your budget allows.

Establish a process for addressing translation needs. As your company grows and changes, 
your internal communications documents will also change to reflect important updates. Part 

of your translation planning should involve addressing these periodic revisions. Tracking updates and 
funneling them into your established translation process should be part of your overall document 
translation plan. Translation memory is important here and can go a long way toward ensuring you 
communicate consistently, in a timely manner, and stay within your budget.

Partner with a trusted translation services vendor. Procuring translation services is not like 
buying staples. Translations are not stamped out identically by every translation services firm. 

Because quality document translation is an ongoing collaboration between you and a professional 
translation partner, don’t just search for the lowest bidder. Choose a long-term partner who can become 
familiar with your company and its unique message over time, providing the highest quality product 
outcome to support your goals.

 

With more than 35 years of experience, it is likely that International Language Services has worked with your specific 
industry and types of files. By providing quality, on-time technical translations to businesses, large and small, ILS 
has earned its reputation for excellence by helping clients achieve their goals.

From company newsletters, training materials, and investor publications to CEO memoranda and employee 
handbooks,  our dedication to quality, on-time document translations is your assurance that your project will 
communicate precisely, accurately, and effectively in any of the 180 languages we support.

International Language Services, Inc. is a multi-language translation, localization, and 
formatting company that has been serving startups, midsize, and Fortune 500 corporations 
since 1982. Looking for a translation services partner for your next project? Start here.

http://www.ilstranslations.com/start

