HELP)

How to submit
your file for an
ESTIMATE:

Original
available as
DATA FILE

Quick Reference

Work Flow from Enquiry to Delivery

Attach file in
accordance with
online instructions

Online Enquiry Enquiry Enquiry Enquiry
Request Form by E-Mail by Telephone by Fax

Business Hours:
Mon-Fri 9 AM to 5 PM CET
(Fridays to 2 PM)

info@Iltstrans.com

++49-(0) 211-
239-551-0

++49-(0) 211-
239-551-11

Attach file
to your e-mail

Send file by e-mail

Send file by e-mail

(When the document is
available in file form, this
is recommended for

efficient handling of your
enquiry).

Original
available only
as HARDCOPY
(1) Up to several
dozen pages

(1) Send file by fax.
(When using the online request form, please quote the Enquiry No. allocated by our
Server).

(2) Rough Estimate: Fax sample pages to
Accurate Estimate: Mail original to

(2) High volume

LTS Legal Translation Services
(e.g. manuals)

Fischerstr. 81
40477 Dusseldorf, Germany

When urgent, send sample pages by fax
while dispatching the lot by mail.

(3) Send clean copy of original by fax.
For an estimate it does not matter whether clean or not, original or not.

(3) Certified
Translation

Submission of
Estimate

Submission by method specified (fax, e-mail).
Except for item (2), we will in principle reply within 24 hours.

Order
confirmation

Your order confirmation by fax or mail.
(Simply return our estimate after affixing your signature and/or company stamp).

Delivery You may specify the delivery form:

(1) Normal (1) Delivery by e-mail (standard practice)
(2) Delivery of very large files: use of FTP Server, delivery CD by mail
(3) Delivery of certified documents by mail (obligatory)

(2) High-Volume
(3) Certified
Translation

Invoice Will be sent by mail.



