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l1.12mportance of Transl ation at Present Day
Nowadtaryans| @ecomehiarip grrtetaaiie ewo mineét y onl y

becautslkeelog i n commuibiec autisheen pvfabsutt ivaed ndieeh yc b f i s

us Aca.c o r d(lLanggagd lrsight, 2024)yanslation serves as a bridge in our connected

world, allowing the exchange of ideas like for exampleere are listegolitical cooperation,

economic growth, and cultural understanding.

With the popularity of soci al media, trans|
communication. Wi th tons of information avail
ensures that this i nformation hguastessibhalc&gr
Naarg (202d) dtaaxtidd ttatets the exchange of idea

Nowadays, information and communication know
transl ation that enablnesacefofrd@tnigeth2@Mehmuni cat
spreading of informati olnt dleplepmsd st @rileeadp yu mpda tte

events happening around the world through dif

Thanks to the advantemestatobnt eabnoimpgypve
di fferpnoviodedswith ar tMaki aigali ti ftasltleirgamde mo
l osing its [|Whviezlwso rodfz a(c2cOdPoda)c ysrtaantsel sa ttohrast chan w
hand with technology i mprovemgt da hfeocupriomduat h ¢
activitieso.

To conctudesl|l ati ompopltans aqgier ginl tthiee pdiefsfee
aspects menti onedotbhéelirdssee meAli ol,n gienr eadauwryet, i e ,c .
Moreover, transl at i opnr ofse sbseicoonnsi,n gwhviicthala lilno wrsa
audi andecreates more eAmptoytheng ©obpfECHgnpwmnte(se 6
need transl ation and interpretatitohneiirn boursdienre s

a new mar ket o.



2.rains|lPatoicers s
2.1 Concept of Transl ation Process
Most people believe that translation is something easy, they believe that a translator only
translate one language to another like a machine, with no context at all. The translation process is

a well organize set of steps than help the translator to falfoarder to do a quality translation.

fiThe translation process is the cognitive activity of producing a target text in one

language, based upon a source text in another langDamérova (n.d.).

2.2 Mind map of Transl ation Process

o M O Y A S S o e S AT

2 TRANSLATION PROCESS .
PSS BIAARETE
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2. Bt eopfransl mocens P
1. Read the text to get the context
The first thing to do is, read the text to translate in order to get the general context of the text

to be translated.

This is a very important step because; here we identify what will be the best approach to
translate and look for more information about the topic. Once we identify the field of the source
text,we can get as much information as possible to have a wide context to translate. Also,

identify who is going to read the text.

2. Look for unknown vocabulary and understand it in context



In this step, the person in charge of the translation creates a glossary of unknown words.

First, identify all the new words and get their meaning. Then, get the meaning in context and
adequate the meaning to the text. Since we already know who is going to read the text, we have

to look for friendly vocabulary.

3. Translate the text
The translator starts the translation by applying the different techniques. Take your time to
make your translation according to the audience who is going to reddfdragynonyms if is

necessary.

4. Take a break

Take time to rest; remember that if you are tired, your intellectual capacities decrease. So,
take your breaks. Do what makes you feel relax. Go for a walk, drink water, take a nap, go and
get a coffee, but clear your mind from what you are doing. If yedranslating a long text, you
can take a day off and then continue. If you are translating a short documenngligage, take

a 30 min break.

5. Verify grammar and punctuation
Once you have translated the text, is time to check grammar and punctuation. First, read the
text and underline the parts that you need to double check. Verify and correct the mistake.

Correct the grammar without affect the meaning of the text.

In this step, you can read as many times possible to make sure, you are applying the correct

grammar.
Read again to check punctuatiomake the necessary changes.

6. Final revision
Read the text again. While you read, verify the coherence and meaning. You can also ask

someone else to read it for you and take his or her feedback and make a change if necessary.

2. T4 ansl|l ad hmwmingde
1. Modulation (Oblique TranslatioTechnique)

Modulation consists of using a phrase that is different in the source and target languages
to convey the same idea: Te lo dgjeans literally | leave it to you but translates better as You

M N



can have it. It changes the semantics and shifts the point of view of the source laBgaage
(2023).Through modulation, the translator generates a change in the point of view of the

message without altering meaning and without generating a sense of awkwardness in the reader

of the target text. It is often used within the same language. The expresdiacitdes entender

(it is easy to understand) and no es complicado de entender (it is not complicated to understand)

are examples of modulation. Althoupbth convey the same meaning, it is easy to understand
simply conveys fHeasinesso whereas it is not <c

assumption of difficulty that we are denying by asserting it is not complicated to understand.

This type of chage of point of view in a meage is what makes areader$ay, es, t hi s i s
exactyhow we say it in our | anguageo.
Example:

The process of photosynthesis is not difficult to show.
El proceso de la fotosintesis es facil de mostrar
2. Adaptation

Also known as cultural equalence or cultural substitutioAdaptation is the chosen
method when translating jokes, as an exanipis.essential when expressing the meaning of
phrases thalo notexist among the target audience culturallya notcommon in the target

culture.

The translator replaces the original phrase with another culturally acceptable and
conwenient one to the target locglkehaled, 2022)Accordingly, when readers dip into the
translated text, they can feel ad ifs not translated, as if it has been created especially for them.
ACul-ftuirendl yo i s the whoitiehowtd ft mwithanbthend t hi s t ¢

| anguageds cul ture

Titles of booksmovies and characters oftenifito this category.
Example:

Movie titles

1 Grown ups/son como nifios



1 50 firstdates/ Como si fuera la primera vez

1 Home alone/Mi pobre angelito

3. Equivalence
The equivalence translation technique always seeks to be faithful to the original message
and to maintain the tone and all the intentions of the original asamson in sayings or
popular proverbs that have a Aliteral meaning of the words useltaLingua (2020.
Equivalence consists of translating a text using structural and stylistic resources that are totally

different from the source language.

Example:

1 The early bird gets the worm. /A quien madruga Dios le ayuda.

1 Let bygones be bygones. / Borron y cuenta nueva.

4. Compensation

Compensatioms a translation technique designates a solution chosen by the translator, in
which a word is selected in the target language that may not be an exact match for the source
language word but is conceptually clokes essential to maintain the original word's meaning to
the extent possible. Note that bilingual dictionaries may sometimes list words as synonyms that
are notalways interchangeable in every cont&xanslation techniques you need to know. (n.d.).

It is essential to maintain theiginal words meaning to the extent possible.
Example:
1 Source Text (Frenchjll pleut des cordes."

9 Target Text (English): "It's raining cats and dogs."



5. Transposition

This is the process where parts of a speech change their sequence when they are
translatedlt is in a sense a shift of world class. Grammatically structures are offering different in
different languages. Transposition is often used between English and Spanish because of th
preferred position of the verb a sentence: English often has the verb near the beginning of a
sentence; Spanish can have it closer to the@raksilli (2016)This requires that the translator
knows that it is possible to replac&vark category in the target language without altering the

meaning othesearchext. (Eye, 2024).

Example:

1 My wife likes dancing.

1 A miesposa le gusta bailar.



3.ralnsl ati ons

Definition of Transl ati on

Translation is the process of turning written or spoken words from one language into
another (MerriamNebster, n.d.). However, this definition fails to encompass the broader
complexities involved in transferring meaning across linguistic and cultural Bonesd
Translation extends beyond simple word substitution; it is a multifapet@gsswhich involves

interpreting meaning, preserving cultural nuances, and maintaining contextual relevance.

Jakobson (1959) argued that translation involves the interpretation of linguistic signs and
finding their equivalents in another language. This indicates that translation requires not only
linguistic accuracy but also a deep understanding of culturalxtolt@rds alone cannot fully

convey the meaning of a message if separated from the environment in which they are used.

Moreover, Derrida (1985) asserted that dAth
suggesting that each act of translation modifies the original text. This perspective highlights the
inherent subjectivity of translation, where choices made by thslatar influence the final
product. Translation, therefore, is not a neutral or passive task; it requires active interpretation
and decisiormaking.

Given these considerations, defining translation as merely a linguistic transfer overlooks
its complexity. It is a process involving the negotiation of meaning between languages, cultures,
and contexts. As Venuti (1995) pointed out, translation shoulddieas a creative act that
involves balancing fidelity to the source text with adaptation to the linguistic and cultural norms

of the target language.
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A GATEWAY TO SUCCESS

| EDDICON ANACATA ORDONEZ

AREQUIPA

SO, ENGLISH WAS OUSEFUL FOR HIM.




AS USUAL, MR.
LOIS GOT AN F
AGAIN. IF HE GOES
ON LIKE THIS, HE
WON'T GET FAR.

AHHH - - ENGLISH IS NOT
USEFUL FOR ANYTHING.

THIS APARTAMENT
S VERY SMALL

IT POESN'T
MATTER.

IF | CONTINUE LIKE THIS,
I'LL HAVE TO SAVE MONEY FOR A YEAR
TO RENT A BIGGER APARTMENT.




AMONG OTHER NEWS, WE INFORM YOU
THAT THE PRESIDENT OF THE REPUBLIC HAS
A NEW OFFICIAL TRANSLATOR FOR THE
GENERAL MEETING OF THE UNITED NATIONS.

HE IS OUR COMPATRIOT POOL DAVALOS.

WHAT?!!
BUT IF HE'S POOL, IT IS A MISTAKE.
IT CAN'T BE HIM... HE WAS THE
_ LAZIEST STUDENT IN CLASS.
ALTHOUGH IN ENGLISH
CUASS, HE WAS THE BEST.

WHO COULD HAVE JMAGINED ‘\\ i
THAT POOL WOULD GO SO FAR? IT'S ALMOST SEVEN!

LET'S SEE
WHAT SUBJECTS | HAVE
TODAY.

T

ST GATEWAY TO SLCCESS

Pseudonym :"Pode”




UNDERSTANDING

OcA WITH A PARTNER, ANSWER
THE STORY VOCABULARY THESE QUESTIONS.

(2]

| WHAT IS YOUR FAVORITE SUBJECT?
2. 00 YOU THINK THAT POOL WAS THE LAZIEST IN THE CLASS?
IN PAIRS, TAKE TURNS 3. WHO INFORMED LOIS ABOUT POOL?

TELLING THIS STORY, 4 1S MR LOIS' APARTMENT NEAT OR MESSY?

FRAME BY FRAME. 5. 010 MR LOIS CHANGE HIS ATTITUDE? HOW AND WHY?

PUT THE VERBS IN PARENTHESIS INTO THE CORRECT FORM.

L MR LOIS—— (T0 GET) AN F IN CLASS.

2. NEXT YEAR, | (TO RENT) A BIGGER APARTMENT.

3. THE NEWSMAN (TO SAY) THAT POOL IS THE TRANSLATOR.
4. ENGLISH (TO BE) THE GATEWAY TO SUCCEED.

NOW YOV
CREATE

l. D0 A CARTOON STRIP | WHAT DOES A TRANSLATOR
SEQUEL TO THIS STORY. 00? WOULD THAT BE
2. DESCRIBE A TIME WHEN A GOOD CAREER?
YOU ENVIED SOMEONE . WHAT IS THE SIGNIFICANCE
ELSE’S SUCCESS. OF ALL THE DOORS
AND STAIRS?

BREAK INTO PAIRS OR SMALL GROUPS. PICK ROLES. PLAN BY THINKING ABOUT WHAT
WORDS AND EXPRESSIONS YOU WILL NEED. ASK THE TEACHER OR A CLASSMATE FOR
HELP. WHEN READY, DECIDE WHO SPEAKS FIRST.

I MR. LOIS, THE TEACHER: TALKING ABOUT THE USEFULNESS OF ENGLISH.
2. MR. LOIS, POOL: TALKING ABOUT POOL APPLYING FOR A JOB.

3. MR LOIS, HIS FATHER: TALKING ABOUT HIS FUTURE.

4. POOL, THE PRESIDENT: TALKING ABOUT HIS ENGLISH SKILLS.




- Translated Puerta de Btrada al Exito

PUERTA DE ENTRADA AL EXITO

EDDISON ANACATA ORDONEZ

AREQUIPA

ENTONCES, EL INGLES FUE UTIL PARA EL.




COMO DE COSTUMBRE, Sr.
LOIS TIENE UNA F

OTRA VEZ. SI SIGUE AST,
NO LLEGARA MUY LEJOS.,

AHHH - - EL INGLES NO
SIRVE PARA NADA.

ESTE APARTAMENTO
ES MUY PEQUENO.

IMPORTA.

SI CONTINUO AST,
TENDRE QUE AHORRAR DINERO DURANTE UN ANO
PARA ALQUILAR UN APARTAMENTO MAS G6RANDE.




ENTRE OTRAS NOTICIAS, TE INFORMAMOS
QUE EL PRESIDENTE DE LA REPUBLICA TIENE
UN NUEVO TRADUCTOR OFICIAL PARA LA
REUNION GENERAL DE LAS NACIONES UNIDAS

NUESTRO COMPATRIOTA POOL DAVALOS

EL ESTUDIAN
DE LA CLASE

AUNQUE EN LA CLASE DE INGES,
EL ERA EL MEJOR

CQUIEN PODRIA HABER IMAGINADO
ENTONCES, EL INGLES Sf FUE UTIL PARA EL QUE POOL LLEGARIA TAN LEJOS

Title .4 GATEWAY TO SUCCESS

Pseudonym :"Pode”




ENTENDIEND® VOeCABULARI®
LA HISTORIA

1. ¢CUAL ES TU MATERIA FAVORITA?

o 2. (CREES QUE POOL ERA EL MAS PEREZOSO DE
LA CLASE?.

EN PAREJAS, 3. ¢QUIEN LE INFORMO A LOIS SOBRE POOL?

TOMEN TURNOS,

Y CUENTEN LA HISTORIA 4. CEL APARTAMENTO DEL SR. LOIS ESTA LIMPIO O DESORDENADO?

5. ¢CAMBIO EL SR. LOIS SU ACTITUD? (COMO Y POR QUE?

GRAMATICA

COLOCA LOS VERBOS EN PARENTESIS EN LA FORMA GRAMATICAL CORRECTA.

1. SR. LOIs (OBTENER) UNA F EN CLASE.

2. EL PROXIMO ANO, YO (RENTAR) UN APARTAMENTO MAS GRANDE.
3. ELPERIODISTA___ (DECIR) QUE POOL ES EL TRADUCTOR.

4 INGLES_____ (SER/ESTAR) ESCAPADA AL EXITO.

1. CREA UNA TIRA s o
COMICA O SECUELA 1. ¢QUE HACE UN TRADUCTOR?

DE ESTA HISTORIA. ¢ES LA TRADUCCION UNA BUENA CARRERA?
2. CUAL ES EL SIGNIFICADO

2. DESCRIBE UN MOMENTO EN DE TODAS LAS PUERTAS

EL QUE HAS SENTIDO ENVIDIA Y ESCALERAS?

DEL EXITO DE OTRA PERSONA.

EN PAREJAS O 6RUPOS PEQUENOS. TOMA UN ROL , PIENSA Y PLANEA "
LAS IDEAS Y EXPRESIONES QUE NEQESITARAS. PIDALE AL MAESTRO O A UN COMPANERO
DE CLASE QUE AYUDA. CUANDO ESTE LISTO, DECIDA QUIEN HABLA PRIMERO.

1. SR. LOIS, EL MAESTRO: HABLANDO SOBRE LA UTILIDAD DEL INGLES.
2. SR. LOIS, POOL: HABLANDO DE POOL SOLICITANDO UN TRABAJO.

3. EL SR. LOIS, SU PADRE: HABLANDO DE SU FUTURO.

4. POOL, EL PRESIDENTE: HABLANDO DE SUS HABILIDADES EN INGLES.
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- Original I mage

Danghter
colony

Parent
colony

Stipe
Holdflast
(B-i)
Main axis
_\:\_ Branchoes
(c i)
(e-ii)
Figure 3.1 Algae : (a) Green algae (i) Volvox (ii) Ulothrix
(b) Brown algae (i) Laminaria (ii) Fucus (iii) Dictyota

(c} Red algae (i) Porphyra (i) Polysiphonia



- Translated mage

Fronda

Estipite

s-14) (b-1il)

(B0

Fronda

ci
(e-11)

(a) Algasverdes , Volvox (yUlothrix
(b) Algas pardas (1) Laminaria (1) Fucus
(©) Algasrojas (1) Porrfira (19 Ppolisifonias

(u1) Dictiota
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258 BioLogy

Oral cavity

Parotid gland
Mouth
Pharynx
Submaxillary and
sublingual glands
Oesophagus
Liver
Gall bladder Stomach
Pancreas
Duodenum
Transverse colon Jejunum

Ascending colon

lleum

Descending colon

Sigmoid Colon

Caecum Reéciing

Vermiform appendix

Anus

Figure 16.1 The human digestive system

has 32 permanent Leeth which are of four different types (Heterodont
dentition), namely, incisors (I), canine (C). premolars (PM) and molars
(M). Arrangement of teeth in each half of the upper and lower jaw in the
order I, C, PM, M is represented by a dental formula which in human

. 2123
2123
in the mastication of food. The tongue is a freely movable muscular organ
attached lo Lhe [loor of the oral cavity by the frenulum. The upper surface
of the tongue has small projections called papillae. some of which bear
taste buds.

The oral cavity leads into a short pharynx which serves as a common
passage for food and air. The oesophagus and the trachea (wind pipe)
open into the pharynx. A cartilaginous flap called epiglottis prevents the
entry of food into the glottis - opening of the wind pipe - during swallowing.
The oesophagus is a thin, long tube which extends posteriorly passing
through the neck, thorax and diaphragm and leads to a 'J’ shaped bag

. The hard chewing surface of the teeth, made up of enamel, helps

2019-2020
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258 BIOLOGIA

/

Cavidad oral ) —
e y. * Glandula parotida
Boca *—feg)\ Faringe

Glandulas submaxilares - l\

|

y sublinguales iy
/ ’ \;,I Esofago
Higado._ jl [ :
Vesicula biliar ;'_ Estomago
Duodeno Pancreas

Yeyuno

}— Colon descendente
__ Colon sigmoide

" __Recto

Colon transverso

Colon ascendente
fleon——

Intestino ciego.__

Apéndice vermiforme

Figura 16.1 El sistema digestivo del cuerpo humano

Tiene 32 dientes permanentes que son de cuatro tipos diferentes (denticion
heterodonta), es decir, incisivos (I), caninos (C), premolares (PM) y molares
(M). La disposicion de los dientes en cada mitad de la mandibula superior ¢
inferior en el orden I, C, PM, M esta representada por una féormula dental que
en humanos es 2123. La superficie dura de masticacion de los dientes,

compuesta de czslrrzlgltc, ayuda en la masticacion de los alimentos de la cavidad

oral por el frenillo. La superficie superior de la lengua tiene pequefias
proyecciones llamadas papilas, algunas de las cuales tienen papilas gustativas.
La cavidad oral conduce a una faringe corta que sirve como paso comun para
la comida y el aire. El esofago y la traquea (conducto del aire) se abren hacia
la faringe. Un colgajo cartilaginoso llamado epiglotis impide que los alimentos
entren en la glotis (apertura de la traquea) durante la deglucion. El eséfago es
un tubo delgado y largo que se extiende hacia atras a través del cuello, el torax
y el diafragma y conduce a una bolsa en forma de “J”.

20182020
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Benefits

http://primarytech.global2.vic.edu.au
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-Original . Practice 2

Benefilts of Technology

It enables learners to access

the internet from any E
location at any time ~—™ /

It provides a broader

iu; range of materials
™ that are easily accessible

It aids in the improvement of

$< | 3 icati il It assists mentees in learning -
@ earntlelrs c:n!munrlfca OIS new skills and gaining —
as well as their pel ormance at new knowledge =
work as well outside work
W — —
It provides learners with a fun It enables learners to improve _Z

X @ and engaging learning experience both mentally and physically "" ~

It assists students in staying current with
technological advancements




-TransPréaedi ca

Beneficios de la Tecnologia
[ J

Proporciona una amplia
gama de materiales que son
facilmente accesibles.

' Ayuda a mejorar las habilidades
@' de comunicacién del alumno, asi

N\ como su desemperio en el trabajo
y fuera del mismo.

Ayuda a los estudiantes a mantenerse

Permite a los estudiantes acceder a
Internet desde cualquier lugar y en
cualquier momento.

]@

Ayuda a los aprendices a aprender
nuevas habilidades y adquirir
nuevos conocimientos.

Permite a los alumnos mejorar tanto

mental como fisicamente.
111 e

=\

tualizados con los

tecr
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-Original. Practice 3

rllua.evr/o

T'VE LIVEDMY LIFE
CONG 78 Y THO
AL it

SE
SEIBVTIME/VT&.

-TransPré&aeldi ca

MIENTRAS UN HOMBRE
SE ENFRENTE A TI,

THANOS. NUNCA
SERAS CAPAZ DE
RECLAMAR LA VICTORIA.

THANOS VA A
A MATARLO!

HE VIVIDO MI VIDA SEGUN
ESOS SENTIMIENTOS,
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-Original . What are the parts of a car?

What are the parts of a car?

-Trans.| aatCudg§l es son | as partes de un autom-vil

tCuales son las partes de un automaovil?
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-Original. The Digestive System 1

The digestive system is one Mouth &

of the most clearly defined in — E‘_*

the body. Y

It consists of a long
passageway, the digestive
tract, and associated glands.

Stomach

! Pancreas
7

These include the liver and callbladdar x
pancreas, which are A
connected to the main tract
by ducts, or tubes, and Large intestine
empty their products, such

as enzymes, into the tract.

Srnall
intestine




-Tr ans | &itstdBingelslt i v o

El aparato digestivo es uno

de los mas complejos Boa
del cuerpo. Estiage  UPes

(garganta)

Consiste en un largo
conducto, el tracto digestivo
y las glandulas asociadas.
Higado
Entre ellos se encuentran \
el higado y el pancreas,  Vesicuasiir |
que estan conectados \ \
Intestino delgado, ;
\/&
B

al tracto central

por conductos o tubos, y
vierten sus productos como
enzimas en el tracto.

Intestino grueso
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-Original.

The Digestive System 2

ORAL CAVITY
PHARYNX

ESOPHAGUS

LARGE INTESTINE

ALIMENTARY CANAL

icihiahnr rnr
‘N \"\/ \.‘V \\/ [ e | l.)! L‘.‘[/ ou V | ‘\) ” \
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ML =000 - \VIDAD ORAL
—— FARINGE

ESOFAGO

TUBO DIGESTIVO

N k: v
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-Original . Minute of Meeting

AUGUSTA UNIVERSITY

Y Student Life
o and Engagement
Sample Meeting Minutes

Name of Committee
Day & Date
Time Location
MINUTES
PRESENT: A list of first and last names of all those present at the meeting

REGRETS: A list of first and last names of Committee members who have contacted the
Chairman to let them know that they will be unable to attend the meeting

ABSENT: A list of first and last names of Committee members who DID NOT contact the
Chairman to let them know that they won't be in attendance

1. CALLTO ORDER/OPENING REMARKS
* Time that the Chairperson called the meeting to order.
®* Any opening remarks from the Chairperson summarize here
2. APPROVAL OF THE MINUTES FROM (DATE) (You need a motion to approve the minutes of

the previous meeting as circulated or a motion to approve the minutes as amended. If
any corrections are needed to the minutes.)

Motion: To approve the minutes of (DATE) as circulated (or AMENDED)
Motion By: Name of person (FIRST & LAST) who made the motion

Seconded By: Name of the person (FIRST & LAST)) who seconded the motion
Carried or Defeated

3. ADDITIONS TO THE AGENDA (If anyone has an item that they would like to be added to
the agenda they would bring it up here and ask the Chair if the item maybe added to
the agenda or can be added fo the next meeting's agenda. See #8 below for added
items to current meeting agenda.)

4. APPROVAL OF THE AGENDA

Motion: to approve the agenda as circulated (or AMENDED)
Motion By: name of person (FIRST & LAST) who made the motion
Seconded By: name of person (FIRST & LAST) who made the motion
Carried or Defeated

5. BUSINESS ARISING OUT OF THE PREVIOUS MEETING

a. Outstanding Items from the previous meeting that need to be updated or
discussed further



b. Outstanding Items from the previous meeting that need to be updated or
discussed further

c. Outstanding Items from the previous meeting that need to be updated or
discussed further

6. ITEM # 1 TO BE DISCUSSED

a. Put a summary of the discussion around the topic

b. If a motion was made put the information in here

c. If further information is needed agree on who is to do the follow up and put their
name and a timeline that this information will be completed

d. Task: put who is to do it and when it is to be completed by (DATE)

7. ITEM #2 TO BE DISCUSSED
a. Put asummary of the discussion around the topic
b. If a motion was made put the information in here
c. If further information is needed agree on who is to do the follow up and put their
name and a timeline that this information will be completed
d. Task: put who is fo do it and when it is fo be completed by (DATE)

8. ADDITIONS TO THE AGENDA
a. Added agenda ltem # 1

iv.

Put a summary of the discussion around the topic

If a motion was made put the information in here

If further information is needed agree on who is to do the follow up and
put their name and a timeline that this information will be completed
Task: put who is to do it and when it is fo be completed by (DATE)

b. Added agenda ltem # 2

iv.

Put a summary of the discussion around the topic

If a motion was made put the information in here

If further information is needed agree on who is to do the follow up and
put their name and a timeline that this information will be completed
Task: put who is fo do it and when it is fo be completed by (DATE)

9. ADJOURNMENT (Record the fime the Chair adjourned the meeting.)

10. NEXT MEETING (DATE) (The next meeting date should be decided before everyone
leaves the meeting. Itis a handy reminder to put it at the bottom of the minutes.)

NOTE:

The minutes should be completed by the Recording Secretary and forwarded to the
Chairperson to review prior to being sent out to the rest of the Committee. The minutes
should be distributed no more than 2 weeks after the meeting was held. The minutes are a
reminder of the tasks that need to be completed and items to be followed up on.

A copy of the minutes should also be saved for future references.
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UNIVERSIDAD DE AUGUSTA
'J’E‘i' Vida y Compromiso
i del Estudiante
Ejemplo de acta de reunion

Nombre del Comité
Dia y fecha
Horario Sede

PRESENTES: Una lista con los nombres y apellidos de todos los presentes en la reunion

INASISTENTES: Una lista con los nombres y apellidos de los miembros del Comité que se han
puesto en contacto con el Presidente para comunicarle que no podrdn asistir a la reunion.

AUSENTES: Una lista de los nombres y apellidos de los miembros del Comité que NO se han
puesto en contacto con el Presidente para comunicarle que no asistirdn a la reunion.

1. LLAMADA AL ORDEN/COMENTARIOS DE APERTURA
* Hora a partir de la cual el Presidente abre la sesién.
* Lo§ observaciones iniciales del Presidente se resumen aqui.

2. APROBACION DE LAS ACTAS DE (FECHA) (Se necesita una mocién para aprobar las actasde la
reunién anterior tal y como se distribuyeron o una mocién para aprobar las actas
modificadas. Si es necesario hacer correcciones al acta).

Mocién: Aprobar el acta de (FECHA) tal como se ha distribuido (o ENMENDADO)

Mocion presentada por: Nombre de la persona (NOMBRE Y APELLIDOS) que presenta la
mocion

Secundada por: Nombre de la persona ((NOMBRE Y APELLIDOS)) que secundé la
mocion
Aprobada o rechazada )

3. ADICIONES A LA AGENDA DEL DIA (Si alguien tiene un punto que le gustaria que se
afadiera a la agenda del dia, debe plantearlo aqui y preguntar al Presidente si el punto
puede anadirse ala agenda del dia o puede anadirse a la agenda de la préxima reunién.
Véase el punfo 8 para los puntos afadidos a la agenda del dia de la reunién actual).

4. APROBACION DE LA AGENDA

Mocién: aprobar la agenda y como se ha distribuido (o
MODIFICADO)

Mocién por: nombre de la persona (NOMBRE Y APELLIDOS) que
hace la mocién

Secundada por: nombre de la persona (NOMBRE Y APELLIDOS) que
hace la mocién

Aprobada o rechazada

5. PUNTOS DERIVADOS DE LA REUNION ANTERIOR

a. Puntos pendientes de la reunién anterior que deben actualizarse o
debatirse mds a fondo



b. Puntos pendientes de la reunién anterior que deben actualizarse o debatirse
mds a fondo

c. Puntos pendientes de la reunién anterior que deben actualizarse o debatirse mds a
fondo

6. PUNTO # 1 A DEBATIR
a. Haga un resumen del fema de discusion.
b. Sise ha presentado una mocidn, infroduzca la informacién aqui
c. Sise necesita mds informacién, acuerde quién se encargard del seguimiento y
escriba su nombre, asi como el plazo en el que se completard la informacién.
d. Tarea: indique quién debe realizarla y cudndo debe estar terminada (FECHA)

7. PUNTO # 2 A DEBATIR
a. Haga un resumen del tfema de discusion.
b. Sise ha presentado una mocién, introduzca la informacion aqui
c. Sise necesita mds informacién, acuerde quién se encargard del seguimiento y
escriba su nombre, asi como el plazo en el que se completard la informacion.
d. Tarea: indique quién debe redlizarla y cudndo debe estar terminada (FECHA)

8. INCORPORACIONES A LA AGENDA

a. Punto N°1 ahadido ala agenda
i. Haga unresumen del debate en torno al tema
ii. Sise presentd una mocién, incluya la informacién aqui
iii. Si se necesita mds informacién, acuerda quién se encargard del
seguimiento y pon su nombre, asi como el plazo en el que se completard la
informacion.
iv. Tarea: indique quién debe realizarla y cudndo debe completarse
(FECHA)

b. Punto N°2 ahadido a la agenda
i. Haga unresumen del debate en torno al tema
ii. Sise presenté una mocién, incluya la informacién aqui
iii. Sise necesita mdsinformacién, acuerda quién se encargard del
seguimiento y pon su nombre, asi como el plazo en el que se completard la
informacion.
iv. Tarea: indique quién debe realizarla y cudndo debe completarse
(FECHA)

9. APLAZAMIENTO Indicar la hora a la que el Presidente levanta la sesién.)

10.PROXIMA REUNION (FECHA) (La fecha de la préxima reunion debe decidirse antes de que
todos abandonen la reunidn. Es un recordatorio practico ponerla al final del acta).

NOTA:

El Secretario de Actas deberd rellenar el acta y remitirla al Presidente para que la revise antes de
enviarla al resto del Comité. Las actas deben distribuirse como mdaximo dos semanas después de
la reunion. Las actas son un recordatorio de las tareas que hay que realizar y de los puntos a los

que hay que dar seguimiento.

También debe guardarse una copia del acta para futuras referencias.

n o
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Learning to Transform
Oneself and Society

Education for Sustainable Living

Policies and practices from around the world

(LSS X .
(/‘A\J ’ \ Partnership for Education and Research W '
‘\IIQ"/} ' ' about Responsible Living H

e

UNEP PERL www.perlprojects.org

Edueati
o

Developing the ability to

identify principles

know oneself

make critical, reflected
decisions

generate and implement
new ideas

solve conflicts

be of service to others
























































































































































































































