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What is Payment Practices™?

Payment Practices™ is an online database XE "database"  containing information regarding the payment behavior of more than 3000 translation agencies and other translation service providers. Responses XE "Responses"  are provided by freelance translators and interpreters who have worked directly for the agency in question. Each agency is rated on its reliability and adhering to the agreed payment terms as well as on the respondent's willingness to work for that agency again.

How does it work?

Subscribers search the database XE "database"  for a particular agency.  If the database contains the agency, subscribers can view the agency's contact information and any responses XE "responses"  received from other subscribers. The agency is not already included in the database, or if the responses are out of date, a subscriber can submit an enquiry XE "Enquiry" . Subscribers are then informed of the new enquiry XE "Enquiry"  and can respond if they have worked directly for that agency.
Payment practices uses state-of-the-art RSS feeds as well as traditional e-mail to inform subscribers of enquiries and responses XE "responses" .

Navigating the site

The Payment Practices™ website contains public and private (subscriber only) pages. The public pages are accessible using the links in the top navigation bar and include the About Us, How it works, Contact us, Payment options, Resources and links, and FAQ pages. The Copyright, Terms of use, and Privacy policy pages at the bottom of each page are also publicly accessible.

Searching for an agency

When searching for an agency, generally "less is better". In order to uniquely identify agencies, its legal name has been used where ever possible. However, the agency may not present itself to the public using its full legal name. In addition, the original enquiry XE "Enquiry"  may have included a misunderstanding by the freelancer. For example, ABC Corporation may be the agency's legal name, but the header on their website says "ABC Translation Services", where "translation services" merely describes its business, so the original inquirer entered "ABC Translation Services" as the agency name. When you get an e-mail from this agency with "ABC Corporation" in the signature block and use that name search you will not find the agency. Or the agency may use an internal abbreviation in lieu of its full name, e.g. "GLT" instead of "Global Language Translations, Inc." Wherever known, such abbreviations or trade names have been included next to the agency's legal name, but that may not always be the case.
Agency names XE "Agency names"  also quite often include words or variations on words that may be easily misspelled. Words containing roots such as ling-, lang-, tranlat-; traduct-,  lex-, trans- are quite often used in agency names. It is very easy to misread "lingo" as "lingual".
Place names XE "Place names"  are another problem. Non-English place names may or may not have been entered as they are spelled in the source language, or with or without diacritical marks. For example, an agency's location might be listed as "Milan" or "Milano"; "München" (or Munchen) or "Munich"; "Montréal" or "Montreal". Agencies that are actually located in a suburb or outside a major metropolitan area often referred to the nearest major metropolitan area as their location. For instance, in agency located on the outskirts of Paris might simply say that they are in Paris. An agency may also have moved since the entry was initially recorded.
Recommended search strategies XE "Search strategies"  – 

1. Use the single most unique word in the agency's name as your initial search term.

2. If the agency's name consists of frequently used common words,  try using only part of the second word to achieve a greater number of hits while restricting the number of hits by including the country as an additional search parameter. Example: You think the agency's name is "Global Language Translating & Interpreting Services" and it is located in London. Try entering "global lang" in the agency name field and select "UK" in the drop-down list of country names. (Note: search terms are not case-dependent)
3. If all you have is an abbreviated name and a location, and the abbreviation alone does not return any hits, try searching by country instead see if any of the agencies listed match the location. (Note: Searching for "lan" results in hits for "LAN", "language", "alllang", "planet", etc., that is, any word containing "lan".)

4. Note that if you do a search and do not find the agency in which you are interested, and then click on the "Submit an enquiry XE "Enquiry" " link, the enquiry XE "Enquiry"  form will automatically pre-fill all fields which you have entered search terms.

Submitting enquiries XE "Submitting enquiries" \t "See Enquiries" 
For the sake of uniformity and more efficient searches, we ask that you abide by a few conventions when completing the enquiry XE "Enquiry"  form. 
· Gather all the contact information from the agency's e-mail or website before you log in to Payment Practices™ so you spend less time searching before completing the enquiry. XE "Enquiry" 
· Please do not use all capital letters XE "Capital letters"  unless it is explicitly clear that the agencies legal name is spelled with all capital letters XE "Capital letters" . Do not mistake a header or title line in a website in all caps as being the proper spelling. Look at the signature block e-mail you received or at the contact us page of the agency's website.

· If possible, please obtain any missing information from the company's website. We will also attempt to do this complete any empty fields. ???
· With the exception of major cities that have commonly accepted English names, please use the source language spelling (including diacritical marks) for the agency's name and location data. 

Guidance for completing specific fields

Agency's legal name - this is the only mandatory field in the enquiry XE "Enquiry"  form. Please enter the agency's full legal name (if known) as well as the other names by which the agency may be known to translators (use "aka" and then the other name). The agency's name may be abbreviated please enter that in parentheses.

Abbreviation example: The agency's full legal name is "Global Language Translating & Interpreting Services Ltd" and the project manager signs her e-mail with "GL Ltd" . Ideally, the completed field will look like this:

Global Language Translating & Interpreting Services Ltd (GL Ltd)
Example of multiple names: The agency operates under "Translations International" but its domain name is www.transint.com, and thus translators may refer to it as "Transint".
Ideally, the completed field will look like this:

Translations International (aka Transint)

Example of current and former names: The agency was originally called "Jones Translations" but has renamed itself "Jones Globalization". Ideally, completed field will look like this:

Jones Globalization (formerly Jones Translations)

Address: Enter the agency's complete physical street address if known. Post office boxes should be used only if no other data is available as you cannot serve papers to a PO box. 
County/Province/Territory: This is only necessary if it is a normal part of the postal address for the agency's country. Optionally, this may be helpful information for countries such as Canada, United Kingdom, or others, as well as if the name of the city is common in the agency's country.

Country: Select the country from the drop-down field. TIP #1: If the first letter of the country is unique (e.g. Japan, Norway, Vietnam, etc.), or if it the first county with that letter in the list (e.g. Belarus, Canada, Germany, etc.), just type that letter after tabbing to the field. Tip #2 – If you open the list using the down arrow to the right and quickly type the first two letters of the country name, you will be taken to the first country with those two letters (e.g. Ch takes you to Chili, Po takes you to Poland). You can then select that country if that is the one you want or use the down arrow key on your keyboard to scroll down to the next entry.
Phone/fax numbers: Again, for the sake of uniformity (and given the international nature of the site) please enter +(country code) and then the full telephone number. It would be nice if you included in parentheses any optional digits that may be required for a local call, but not for an international call.

Example: +49 (0)911 123 4465

Email and Contact: Ideally, this should be the contact information for the person a freelance translator should contact if there is a question about an invoice. That may be the accounting department, the overall vendor manager, or the agency's director or owner. This will of course depend on the size and organization of the agency in question. For large agencies, the project manager (PM) is often generally of no importance when there is a problem with an invoice. Use your judgment as to whether the email address or individual contact you have will be of any importance to another translator six months or two years from now. Naturally, however, if you are submitting an enquiry XE "Enquiry"  because you have not been paid, the contact name and email would be nice to have on record. This is particularly true for small agencies and owner/operator agencies.
URL:  Unless the agency's URL does NOT begin with "www.", it is not necessary to include the "http://" in the URL as new browsers automatically include that when searching for the URL.

Submitting responses XE "Responses" 
To respond to an enquiry XE "Enquiry" , either click on the headline in the RSS feed XE "RSS feeds"  or copy the link from the daily digest into your browser to bring up the agency page for that particular agency. You can also search for the agency using the search function and then select the desired agency to bring up its entry.

Explanation of response fields

· Payment terms: Enter the agreed upon payment terms, if stipulated. The most common payment terms are listed in the drop-down list as well as "not stated" and "Other".  Selecting other opens a free-form text field to be right you can enter the specified payment terms. 

"Net" followed by a number x, e.g. net 30, means that the invoice must be paid in full x number of days after receipt. Example, an invoice received 01 June with terms of net 45 must be paid no later than 15 August.

"x EOM" means that the invoice must be paid X. number of days from the end of the month in which the invoice is received. Example, an invoice received on 01 June with terms of 30 EOM, must be paid within 30 days of the end of June i.e. 30 July. The same invoice received on 30 May, must be paid by 30 June.

Very few translators offer a discount for prompt payment, but it is not unheard of and some agencies may ask for terms that look like "2/10, net 30". What that means is that if the invoice is paid within 10 days of receipt the agency can deduct 2% of the total amount due as a sales discount. If payment is not made within 10 days, the full amount is due within 30 days. 

· Invoice issued: Enter the invoice date (DD-MMM-YYYY) or an approximate date range for multiple invoices (MMM – MMM YYYY or just YYYY).


· Payment received: Your answer to this response determines the PPR Score so it is important that this response is accurate. Select the range that comes closest to the number of days by which payment was late, i.e., the number of days after the due date payment was received. This is easy enough to determine if only a single invoice is involved or if the agency has always paid your invoices within a certain period. If payment has been erratic, or the agency experienced a short-term cash flow problem causing temporary delays in payment, answering this question becomes more problematic. In this case, you have two options. One, determine an average payment. For all of your invoices and use that for your response. When determining this average, you should lend weight to the number of invoices involved and their respective payment periods. 

Example 1: If your first invoice was paid on time but the next three or four invoices were all paid up to 30 days late, and one invoice was paid up to 60 days late, your response should be "26-45 days late".

Example 2: If the vast majority of your invoices have been paid on time but one or two were received with a minor delay, say 12 or 13 days after the due date, you may wish to "forgive" those late payments when assigning your rating and select "On time or up to 10 days late".

Example 3: On the other hand, if very few of your invoices were paid on time, and the vast majority were paid very late or are still outstanding, you may wish to give greater weight to these late for non-payments when selecting your response.

The PPR score assigned to each answer is presented below. Please remember that all agencies are given a 10 day "grace period" to allow for postal delays, holidays, and other normal business events that might delay payment slightly. Please also remember that you should not include bank fees as a unilateral reduction in payment, unless this was stipulated in advance.


	Payment was received
	PPR Score

	on time or not more than 10 days late
	5

	11-25 days late
	4

	26-45 days late
	3

	46-90 days late
	2

	more than 90 days late OR payment reduced unilaterally
	1

	no payment
	0


· Inquiries about payment: Your response to this question should only concern enquiries about invoice payment, not questions about project itself. If you did not receive a satisfactory answer about when your payment would be made or the reason for the delay, your answer should be "No". You may include comments about general communication with the agency in the comments section.


· Work for this agency again: If you would work for this agency again only under terms to which you feel they are unlikely to agree (e.g. higher rates, faster payment, advance payment, etc.), your response should be "No". If you think the agency would likely agree your terms, or are unsure, your response should be "Probably yes" or "Maybe", respectively.

· Comments: After the PPR and TA Scores, this is probably the most important information you can provide freelancers. The field is limited to 1000 characters so please limit yourself to concise and pertinent comments. If you gave the agency a low rating, you should explain your reasons/justify your rating here. If you gave the agency a high rating, you may wish to include other information about the agency that you feel will help another freelancer make a decision about working for this agency. 
Multiple or amended responses XE "responses" 
If you have already submitted a response about an agency, you may need to amend your response or even submit a new response at a later date. If you reported a non-payment, and payment was subsequently received, you must amend your original response. If you have been working for an agency for a long time, and they're payment behavior has recently changed, you can post a new response instead of amending an old one in order to provide a clearer as storable record.

To amend a previous response, click on the "My responses XE "responses" " link in the left navigation bar and see a list of your previous responses. Then click edit on the response you wish to amend. Please explain the reason for amending your response in the comments section. Your amended response will then be sent for review before it is approved. 
To post a new response to reflect a change in the agency's payment behavior, simply post a "normal" response in the regular manner.

Notification of new enquiries and responses XE "responses" 
RSS feeds are the preferred method for being notified of new enquiries and responses XE "responses" . RSS feeds have certain advantages over "old-fashioned" e-mail. They can be customized to meet your individual needs thus reducing e-mail clutter, there is no need to "unsubscribe" when you go on vacation, you can set your own notification schedule. 

Most browsers and some e-mail clients can handle RSS feeds, or you can download one of the many free RSS readers (also called aggregators) if you wish to use a standalone application. Available RSS feeds are indicated on the site with 

. Clicking on the link brings up a page showing the current feed contents. You can subscribe to the feed by clicking on "Subscribe to this feed" or by copying the link/shortcut into your RSS reader.
You have two basic options with RSS feeds - you can subscribe to a feed for all new enquiries and/or all new responses XE "responses" , or you can subscribe to one or more customized feeds.

Please note that notification of responses XE "responses"  is only available via RSS feed XE "RSS feeds" .

To subscribe to the feed for all responses XE "responses" , paste the following URL in your RSS reader:

http://www.paymentpractices.net/Subscribers/AllResponses_RSS.aspx

To subscribe to the feed for all enquiries, paste the following URL into your RSS reader

http://www.paymentpractices.net/Enquiries_RSS.aspx

Customized feeds

Responses XE "Responses" 
You can customize your RSS feed XE "RSS feeds"  for responses XE "responses"  by using the search form. Click on "Search" left hand navigation bar then enter parameters by which you wish to limit results. After you enter your search parameters and click the Search button, select the RSS feed XE "RSS feeds"  entitled "Responses XE "Responses"  for these results" in the search results page. 

For example, assume you are a French-German translator. You may wish to restrict the responses XE "responses"  you receive to agencies located in France, Germany, Switzerland, and Liechtenstein. Simply conduct a search for these countries by holding down the Ctrl button and selecting each country in the search form. After you hit Search, click or copy the link in the RSS feed XE "RSS feeds"  named "Responses XE "Responses"  for these results". The feed should look like this:

http://www.paymentpractices.net/Subscribers/CustomResponses_RSS.aspx?c=France%2cGermany%2cLiechtenstein%2cSwitzerland&

Or you can set up individual RSS feeds for a particular country, PPR or TA Score – whatever search parameters you define. 
Enquiries

To customize your RSS feed XE "RSS feeds"  for enquiries, click on the "Open Enquiries" link in the left hand navigation bar and then select "Customize RSS". Enter the parameters by which you wish to restrict your feed and then click the "Customize" button. Note that you can include more than one parameter for your feed and you can select multiple countries as well. Simply select the first parameter and click customize, then change the parameter and click customize again. You were finished click on the link displayed below the customize button or copy and paste it into your RSS reader.
Example 1: You want to be notified of all enquiries for agencies that had a PPR Score of at least 4.0 and TA Score of 5, just select those parameters in the feed options form and click customize. The URL should look like this:
http://www.paymentpractices.net/CustomEnquiries_RSS.aspx?pop=gte&ps=4.0&top=eq&ts=5.0&
Example 2: You want to be notified of enquiries for all agencies located in France, Canada, Switzerland, and the United States. Simply select each of these countries one at a time in the feed options form and click the customize button. Final feed should look like this:

http://www.paymentpractices.net/CustomEnquiries_RSS.aspx?c=Canada%2CFrance%2CSwitzerland%2CUS&
If you play around with this function, you can discover the various codes for each field and probably create an even more customized feed manually but I can't promise it will work.
