	Form     EIA FORM

(Rev. December 2010)

Elite Translations Asia Pte. Ltd
Project Management Dept. 
	Profile & Contact Details and Payment Details & Agreement of Elite’s Independent Associate
for Elite Translations Asia Pte. Ltd
• Please complete all fields where applicable. • Do not modify or change layout.

•Submit this form to your project manager. • Do not send to AP Dept.
	Ver. 1.0

App. No.: _________



NOTE:  Save this form in PDF with the title as [YOUR FULL NAME+COUNTRY+MAJOR LANGUAGE PAIR]

	Part I
	Personal Details

	1     Name of Individual or organisation that is filling out this form.

     
	2     Country of Incorporation or Residence



	
3     IA Type (Please select all that apply)
	
 FORMCHECKBOX 
 Full Time Translator
	
 FORMCHECKBOX 
 Part Time Translator
	
 FORMCHECKBOX 
 Full Time Interpreter

	 FORMCHECKBOX 
 Part Time Interpreter
	 FORMCHECKBOX 
 Full Time Transcriptionist
	 FORMCHECKBOX 
 Part Time Transcriptionist
	 FORMCHECKBOX 
 Graphic Designer

	 FORMCHECKBOX 
 Typographer
	 FORMCHECKBOX 
 Web Programmer
	 FORMCHECKBOX 
 Corporation 
	 FORMCHECKBOX 
 Partnership 

	 FORMCHECKBOX 
 Advertising Agency
	 FORMCHECKBOX 
 Others (Please Specify):
	

	4     Permanent residential address. (street,  apt./blk. no. and unit no.) Do not use a P.O. Box or in-care-of address.

     

	       City or town, state or province. Include postal code where appropriate.
     
	     Country (do not abbreviate)
     

	5     Mailing address. (if different from above.) 
     

	       City or town, state or province. Include postal code where appropriate.
     
	     Country (do not abbreviate)
     

	6     Gender 

 FORMCHECKBOX 
 Male         FORMCHECKBOX 
 Female
	7     Date of Birth or Incorporation
     
	8      Nationality
     
	9      Passport Number
     

	10     Identity Card Number (for Singaporean/Malaysian only)
     
	11      Current Occupation
     

	Part II
	Contact Details

	12     Primary Email

     

	13     Secondary Email

     

	14     Contact (Mobile) Include (Country + Area Code)
     
	15     Contact (Home / Office) Include (Country + Area Code)
     

	16     Either MSN Messenger / Yahoo Messenger or Skype ID (Please mention which IM)

     

	Part III
	Service Details (Elite preferred currencies are SGD or USD.) 

	17     Preferred Primary Currency    FORMDROPDOWN 

	18     Alternative Secondary Currency   FORMDROPDOWN 


	19     Service & Rates

	Item
	Description
	Delivery Remarks
	UOM
	Unit Rate

	-
	Example: English to Simplified Chinese Translation
	1 working day per 1,500 words
	Word
	$0.04

	1.
	     
	     
	 FORMDROPDOWN 

	     

	2.
	     
	     
	 FORMDROPDOWN 

	     

	3.
	     
	     
	 FORMDROPDOWN 

	     

	4.
	     
	     
	 FORMDROPDOWN 

	     

	5.
	     
	     
	 FORMDROPDOWN 

	     

	6.
	     
	     
	 FORMDROPDOWN 

	     

	7.
	     
	     
	 FORMDROPDOWN 

	     

	8.
	     
	     
	 FORMDROPDOWN 

	     

	20     Other Service Provided & Remarks



Please note that the following will be submitted to Elite’s clients upon request.
Kindly put your best forward herein for the benefit of securing the project for you.


	Part IV
	Profile Service Details

	
21     Profile Name:      
22     Main Language Pair or Other Services:      
23     Short Introduction 
(Please write at least 100 – 200 words describing your abilities and experiences.)

     

	[image: image1.png]



Please Insert Your Photo Above!

	24     Academic Achievements
(Please begin with the most current and list as many as possible. Do also use the format given in the example.)

Example:  July 1995 – May 1998, University of New York, Masters of Arts in Linguistic.

     


	25     Career History
(Please begin with the most current and list as many as possible. Do also use the format given in the example.)

Example:  July 2007 – Current, Elite Life Group, Singapore. Marketing Director. Responsible for Asia Pacific marketing initiatives.

     



	26     Project Experience 
(Please begin with the most current and list as many as possible. Do also use the format given in the example.)

Example: Oct 2009 – Nov 2009, Paypal, Singapore. English to Chinese translation of 2,000 words Merchant Update Emails.
     


	Part IV
	Declaration

	I declare that I have examined the information on this form and to the best of my knowledge and belief that it is true, correct and complete. I further certify that:

· I am the beneficial owner (or am authorized to sign for the beneficial owner) of all the income to which this form relates,
· I have acknowledged and agreed to the above terms of agreement by submitting this form via my corresponding email or fax.
14 December 2010
Date Submitted


	Part V
	For Office Use Only

	27     Vetted by
 FORMDROPDOWN 

	28     Memotoo Record

 FORMDROPDOWN 


	29     Templated
 FORMDROPDOWN 

	30     Record Date

     


NOTE: It is the responsibility of the person filling this form to provide information that is accurate and free from typo errors. Elite is not responsible any error in payment if it is the result from the erroneous information provided herein. Kindly fill form in BLOCK LETTERS and convert it to PDF before submission.
	Part I
	General Details

	
(Please note that the below details are required for easy contact purpose if we encounter any issues with regards to your payment.)



	1     Beneficial Owner Name 

          

	2     Beneficial Owner Email 

          

	3     Beneficial Owner Contact (24 hours contact number. Please indicate in [COUNTRY CODE+AREA CODE+CONTACT NUMBER] format.)
          

	4     Preferred Contact Time (Example: 9 am – 6pm)
          
	5     GMT Time (Example: +8 Singapore)

          

	Part II
	Payment Details

	6     Paypal Email
          

	7     Moneybooker Email
          

	Bank Account Details (Strictly for individual and organisation that is based in Singapore or Malaysia only.)


	8     Bank & Branch Name
          

	9     Bank Address

          

	       City or town, state or province. Include postal code where appropriate.

          
	       Country (do not abbreviate)
          

	10     Account Name
          

	11     Account Number
          

	12     Additional Information (If any)

          


	Part III
	Payment Terms of Agreement

	Upon acceptance of our official Purchase Order and by endorsing this agreement, you agreed to deliver the required services stated in the Purchase Order under the terms set forth.

1. Elite Bilingual Services Pte. Ltd OR Elite Interpreters Services Pte. Ltd OR Elite Translations Asia (M) Sdn Bhd (hereinafter known as “ELITE”) will pay the agreed cost of the assignment indicated in an official Purchase Order issued by an authorised Project Manager unless any of the terms of the work performed, as indicated by the deadline, output format, languages or the Project Manager’s instructions have not been met.

2. It is the sole responsibility of the recipient of such Purchase Order to ensure that the work performed is free of errors and omissions.


3. The process of translation, editing and/or proofreading, interpretation, typesetting or other description as listed above must include, but not be limited to: checking completeness, correcting spelling, ensuring consistency and accuracy and demonstrating expertise in the subject matter. 

4. If you have any problems in meeting any of the terms of the work performed, you are required to inform us at least one day prior to the deadline to request for an extension.

5. ELITE is not obligated to and will not pay the agreed cost of this job if it determines that the recipient of this Purchase Order failed to perform the work requested in a manner that meets requirements as described in the issued Purchase Order. In such cases, the payment will be adjusted (reduced) to account for costs incurred in meeting the needs of our end client as per the instructions in the issued Purchase Order. 


6. ELITE is not obligated to and will not pay any bills/invoices issued to it without proof of an official Purchase Order issued by ELITE.

7. All word counts calculated are based upon the source language, with the exception of non-Roman character languages or when it is noted on the Purchase Order that the target word count is to be used.
8. ELITE reserves the right to change the requirement of an issued order by cancelling it and re-issuing a new order within one working day.


9. Please note that any amount listed in the QUANTITY field of an official issued Purchase Order is a non-binding, non-exact estimation of work and is not to be used for billing/invoicing purposes. Payment will be based on the final delivered QUANTITY unless a minimum charge is agreed upon by both parties.


10. ELITE reserves the right to cancel an issued Purchase Order in writing without compensation within one working day from the issued date of its Purchase Orders. 

11. Payments will be disbursed between the 20th to 25th day of each month and we will make every attempt to remit payment within that time. However, ELITE is not subjected to any fees, such as those related to bank charges, late payment penalties or interest charges unless otherwise approved by ELITE’s management.
12. Projects with Purchase Orders issued in the current month will be paid on the following month. Likewise, payment made in the current month is for Purchase Orders issued in the previous month.


13. ELITE’s preferred payment method is via PayPal followed by the secondary choice of MoneyBooker. Henceforth, there will be strictly no remittance payment unless Independent Associates agree to bear the full bank charges incurred by remittance.
14. ELITE will withhold payment paid that is less than US$100.00 in monthly value unless otherwise approved by ELITE’s management. 

15. If in the unlikely event that we overlook your payment on the date stated in the Purchase Order, kindly attached the Purchase Order issued to you and email it to e-payments@elitetranslations.asia to receive an update for it.



	Part IV
	Declaration

	I declare that I have examined the information on this form and to the best of my knowledge and belief that it is true, correct and complete. I further certify that:

· I am the beneficial owner (or am authorized to sign for the beneficial owner) of all the income to which this form relates,
· I have acknowledged and agreed to the above terms of agreement.


	Sign Here 
	· 
	.                                                                                                                      .
	.   14 December 2010   .
	.                                                         .

	
	· 
	Signature of beneficial owner (or individual authorised to sign 
for beneficial owner.)
	Date 
	Capacity in which acting


1

