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quotation and order request form (journal, conference, research papers)
We thank you for choosing Uni-edit. Use this order form for English editing or translation of conference papers, journal papers and other research articles. 

· For dissertation and thesis editing, click here: http://www.uni-edit.net/phd-masters
· For school application document editing, click here http://www.uni-edit.net/school-application-documents
Step 1: Complete the table in this form and email it along with your manuscript (MS Word or Latex) and any related files such as figures and tables to uniedit.global@gmail.com. Please send the near final version of your paper. Uni-edit prefers not to receive updates of your paper during the editing process.
Step 2 Choose a service: translation, English editing Level 1, English editing Level 2 or English editing Level 3. If you think the English is poor and may require English Rewriting, please explain this in your order. 
	personal information
	Put an X to replace O to choose.

	Are you an existing Uni-edit customer?
	O Type your customer code or previous job number

O New customer or not sure

	Full name in English
	

	Nickname
	

	Male or Female
	

	Institution or university, faculty and department, or company name, or “personal  use”
	

	Job title eg. professor, PhD student
	

	Mobile phone number with country code
	

	Landline number of your home or office
	

	Your school email address (has .edu)
	

	Your web email address, eg gmail or yahoo
	

	service request
	

	Purpose of this document eg. journal paper, conference etc.
	

	Field and sub-field of the research eg Material Science/Nanotechnology
	

	Please explain your schedule
	Choose one

O standard speed (Uni-edit will specify) 
O like to receive work by DD MMM YY but flexible

O must receive work by DD MMM YY at XX am/pm, but not flexible

	USA, UK, Australia or other spelling system
	O USA, O UK, O AUS, O not sure

	Other special requests
	

	Which currency do you prefer for the quotation (and payment)?
	O USD   O AUD   O JPY   O CNY  O KRW
O NTD   O THB   O EURO

	English editing service
	

	English Editing service level required 
	O English editing Level 1

O English editing Level 2

O English editing Level 3

O I think English Rewrite is required

O Not sure, use Uni-edit recommendation

	Do you require the Target Tutor service? Yes or No
	O Yes, Target TUTOR    O No target TUTOR

	Do you require the Content Ideas service? Yes or No
	O Yes, Content IDEAS   O No Content IDEAS

	What editing do you require on the Reference Section ?



	O None: no editing of the Reference Section (exclude from billable word count)

O Basic editing: check spelling, grammar and basic formatting (standard editing fee)
O Detailed check spelling, grammar and formatting according to the journal’s requirements. If the journal is not known, please specify the referencing style used eg. APA, MLA, IEEE . Also check the main text citations are consistent with the Reference section entries.

	journal papers
	

	Full title of journal and link to journal webpage you are now targeting?
	Name:

web:

	Have you already submitted the paper to this journal?
	O already submitted to target journal and want to re-submit to same journal

O rejected from a journal and will submit to different journal

O not yet submitted to any journal

	What was the overall response? For example, ‘recommended for publication’.
	

	What language-related problems or suggestions did the reviewers raise? (you may attach the response document)
	

	publication support services
	

	Are you interested in the Journal Selection Service to help you locate suitable journals for your manuscript? We will email you more information.
	O yes, email me more information about the journal selection service  O No

	Are you interested in the Formatting to Journal requirements service to help you publish in your target journal more smoothly? We will email you more information. 
	O yes, email me more information about the Formatting service  O No

	conference papers
	

	Specify the name and website of the conference.
	Name:

web: 

	translation service
	

	Language of source text, include region or dialect
	

	Language to translate into (target text), include region or dialect
	

	Do you require the Content Ideas service? Yes or No
	O Yes, Content IDEAS   O No Content IDEAS

	The translator will aim for a native sounding translation, and not a word-for-word translation. 

However, sometimes including all the meaning and feeling of the original text results in the translation sounding unnatural. Do you want the translation team to remove unnecessary details to achieve a more natural sounding translation?
	O  very faithful – please translate all the meaning and feeling from the source text, even if the resulting translation does not sound natural

O  may remove unnecessary details – I permit the translator to remove unnecessary details so that the translation will sound more natual

	Translation glossaries of terms provided by the customer often help improve the accuracy of translation. If you have one, please provide a list (glossary) of terminology and the correct translation in a table or spreadsheet format. 
	O glossary link or file attached Click for sample.
O none available

	Send us one or two high-quality closely related journal or conference papers in English. The translator and editor will consult these to better understand the details of the topic and will match the terminology used.
	O links or attached related papers attached

O none available

	Please provide web links about your text such as product information, related companies, institutions, services. This will help the translator use consistent terminology
	

	Uni-edit will translate all contents of your files. If you don’t won’t certain parts translated, highlight that text in yellow and describe the parts to exclude here.
	

	quotation
	

	I will send you a detailed price quotation by email. Do you also require a formal quotation in PDF format? 
	O I only need the email quotation

O A4 PDF style quotation is also required

	receipt
	

	You will receive an email confirming payment. Do you also required a PDF-style receipt for your payment? 
	O yes, I will require a PDF-style receipt too

O No

	organization name or university name for the receipt 
	

	recipient full name 
	

	address for receipt
	

	other details for the receipt 
	


Step 3 Customer service will reply to your email typically within 12 working hours with a quotation and schedule. For weekends and holidays, expect a response within 24 hours.
Receive the completed work
Step 4 Customer service will email you the completed work on or before the deadline. If you haven't received the documents and the deadline has passed, please check your spam folder or email us immediately, in case of an email transmission problem.

Step 5 Please send customer service an email to confirm you have received and can open the documents. 

Step 6 Review the CHECK comments carefully and modify your text as you see fit. For guidance on CHECK comments click here. Uni-edit recommends choosing a re-edit option if you make significant changes to your manuscript after receiving it from us.
Payments

Step 7 If you did not prepay, then please pay within 7 days of receiving the work. 

· To pay by credit card, go to http://www.uni-edit.net/pay. Be sure to choose your language that matches the currency you are paying in eg. For USD payments, visit the US page. 

· Bank transfer payment is accepted in Hong Kong, mainland China, Taiwan, and Australia. Your detailed quotation should contain the bank details, otherwise please email us. 
Edit again

You may like Uni-edit to edit the paper again, of parts of it, after you have revised it. Uni-edit offers two suitable services:

Re-edit option 1: The whole paper is edited again at a discounted rate. (If the total word count of your paper has increased by more than 10% an additional fee will apply.)
Re-edit option 2: Highlight the text you want edited in yellow. You can highlight sentences, paragraphs or whole sections. Click here for a guide on how to highlight text. The editing fee is calculated at the original Level 1, 2 or 3 rate, but only the full sentences that contain highlighted words are billed. 

Translation follow-up service

We appreciate that your research is complex. We will do the best we can to produce a high quality result; however, there is always a chance some ideas will be 'lost in translation'. This is because there is often more than one way to translate a term or phrase and because different people interpret language in different ways. Uni-edit's goal is to support you, so we offer a follow-up service. 
1. Free follow-ups: If your changes are to clarify the originally intended meaning then there is no extra charge for the follow up service, as long as it occurs within 2 weeks.

2. After you receive the translation and review it, you may like to make revisions to translated text. After making revisions, send us the manuscript again and we will revise the translation. You can do the revisions in your language or in English, whichever is more convenient for you. You can even insert comments to explain the text in more detail to the translator and editor. This all helps to improve the translation result. 

3. If your changes are new text for new ideas, concepts or changes to the original ideas, then there will be a fee. For example, changes based on journal reviewer suggestions, the newly translated or edited parts will incur additional fees, which will be quoted before work starts.

Additional services and surcharges
Latex manuscripts: Uni-edit can accept LaTeX files. Please send all the files (including linked files) and also send a compiled PDF. We will convert the LaTeX files into a MS Word document to perform the editing. You will receive the editing as a MS Word document. There is 20% handling and PDF cross checking and surcharge.

Urgent-speed service: An urgent-speed service is available for English editing and for translation services. For urgent-speed service we will prioritize your order. The additional fee is typically 20% to 50%. For last-minute service or weekend service, the surcharge will be 100%.
Strict submission deadline? If you have a strict deadline for submission to a journal or conference, please include this in your order form.

Student discount: For students who wish to publish their research in conference proceedings or in a journal, the normal editing fee is discounted by up to 10%. The discount may apply when the customer is the main author and is a full-time unemployed student and the entire manuscript is being edited at Level 2 or above or translated, at standard speed.

Complex figures: Uni-edit can perform editing or translation of complex figures, diagrams and images, however additional fees may apply.

Useful links
For more explanation on journal paper and conference paper service, click here.
For more explanation on translation services, click here.
For more explanation on English editing for theses and dissertations, click here.
For frequently asked questions and answers, click here.
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