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TO:	 NASA Center EO Directors 

FROM:	 Assistant Administrator for Diversity and Equal Opportunity 

SUBJECT:	 Guidance on Providing Language Assistance Services m NASA 
Conducted Programs and Activities 

The Office of Diversity and Equal Opportunity (ODEO) provides the enclosed Guidance 
to assist the Agency in meeting the requirements of Executive Order Jl3166, Improving 
Access to Persons with Limited English Proficiency (LEP). 

The Guidance provides specific instructions for implementing Executi ve Order 13166 as 
it pertains to programs and activities conducted by the Agency. ODEO requests that you 
carefully review the Guidance and share it with your staff. 

We ask that you brief your Center Director and Center senior leadership on the Guidance, 
particularly the heads of organizations engaged in communications, recruitment, or 
training events involving members of the public. To assist you in communicating 
information regarding Executive Order 13166 and this Guidance, we ;,'.1so provide 
additional copies of the brochure, "Affirming Access to LEP Persons :in Programs 
Assisted and Conducted by NASA." We also ask that you develop an appropriate means 
of disseminating the Guidance to all Center employees, e.g., web site posting, other 
electronic or hard copy availability. 

Should you have questions relating to this Guidance, please contact Mr. Miguel A. 
Torres, Acting Deputy Assistant Administrator and Director, Program Planning and 
Evaluation Division, at (202) 358-0937. 

Thank you very much for your assistance in these important efforts. 
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accreditation may not always be possible or necessary.3 Compl~tence can often be 
ensured by having a second independent translator check the work of the primary 
translator. Alternatively, one translator can translate the docun~ent, and a second, 
independent translator could translate it back into English to check that the 
appropriate meaning has been conveyed. This is called Aback rranslation. 

7.4.3. Translators should understand the expected reading level ofth;: audience and, 
where appropriate, have fundamental knowledge about the tar!~ et language group's 
vocabulary and phraseology. Sometimes direct translation of naterials results in a 
translation that is written at a much more difficult level than th,~ English language 
version or has no relevant equivalent meaning.4 Community oqanizations may be 
able to help consider whether a document is written at a good l,~vel for the 
audience. Likewise, consistency in the words and phrases used to translate terms 
of art, legal, or other technical concepts helps avoid confusion by LEP individuals 
and may reduce costs. Creating or using already-created glossaries of commonly 
used terms may be useful for LEP persons and translators, and llso be very cost 
effective. Providing translators with examples of previous aCClirate translations of 
similar material may also be very helpful. 

7.4.4. While quality and accuracy of translation services is critical, th~ quality and 
accuracy of translation services is nonetheless part of the appropriate mix ofLEP 
services required. For instance, less skilled translators may be l;~;ed for documents 
that are simple, as opposed to more important documents upon which reliance has 
important consequences (including, e.g., information or documents ofNASA 
recipients regarding certain security, health, and safety requirements.). The 
permanent nature of written translations, however, imposes additional 
responsibility to ensure that the quality and accuracy permit me:aningful access by 
LEP persons. 

8. Developing an Effective Language Assistance for LEP Persons 

8.1.	 After completing the four-factor analysis and deciding what language assistance 
services are appropriate, an implementation plan should be devdoped to address 
the identified needs of the LEP populations they serve. There is considerable 
flexibility in developing this plan. The development and maintenance of a 
periodically-updated written LAP for use by employees engaged in NASA­
conducted programs and/or activities will likely be the most apJropriate and cost­

3 For those languages in which no formal accreditation currently exists, a particular bvel of membership in 
a professional translation association can provide some indicator ofprofessionalism. 

4 For instance, there may be languages which do not have an appropriate direct trans] ation of some 
technical terms and the translator should be able to provide an appropriate translation. The translator 
should likely also make NASA aware of this. NASA can then work with translators 10 develop a consistent 
and appropriate set of descriptions of these terms in that language that can be used again, when appropriate. 
NASA will find it more effective and less costly if it tries to maintain consistency in Ihe words and phrases 
used to translate terms of art and legal or other technical concepts. 
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