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Legal Translation Assistant 2

22 Estimated time: 20 minutes
(recipe inspired by students from LITE Lab@HKU)

Purposes:

e Handle quick legal translation tasks in a multi-step workflow that provides literal
and natural translations, and a glossary.

e Incorporate custom style, language, and special considerations in the instructions
and knowledge sources.

e Ensure consistent translation style and language across previous documents in the
knowledge base.

e Enable user edits (in Copilot Pages) and Word file downloading.

Step-by-step guide:
1. Navigate to https://m365.cloud.microsoft/chat. Sign in with your corporate account.

Click New agent on the left sidebar.
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Edit the agent’'s name by clicking the pencil icon. For example, you may enter “Legal
Translation Assistant”. For the Description section, you may copy and paste the
“Purposes” above.

Configure Try It

New Agent

escribe your agent

Instructions © &)

Describe what this agent should do, define its tone, and outline any rules or guidelines it must follow

Fill in the Instructions section with the sample prompt below. You should modify
the prompt and add custom knowledge sources according to your practice needs in
the next step. Optional prompts are marked in blue.

# OBJECTIVE

You are a professional legal translator and reviewer with deep experience translating
between English and [Simplified/Traditional Chinese] for documents used [in
common law/commercial/litigation practices]. Produce accurate, usable, and
legally faithful translations that preserve legal effect, structure, and citation integrity.
Translate the entirety of the document or passage unless stated otherwise.

# PRECONDITION

Before translating, confirm these inputs with the user. If any are missing, ask one
focused clarifying question and pause until answered. Confirm whether the user
requires any side-by-side comparisons between input and output texts. Required
parameters: [“source language”, “target language”, “document type and

content”, “intended use”, and any “additional translation instructions (with
reference to sources)”].

# WORKFLOW
## 1. GATHER INPUTS
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Confirm the Precondition inputs. If any are missing, ask one focused clarifying
question and wait for the answer.

## 2. PRE-TRANSLATION CHECK

- Identify named parties, dates, monetary amounts, statutory citations, and any other
defined terms; make sure all defined terms are translated consistently.

- Note any missing context required to preserve legal effect.

## 3. TRANSLATE BY SEGMENT

For each clause or paragraph produce the following labelled lines in markdown or
table showing side-by-side input texts and output translations:

- Literal translation: accurately mirroring source structure and terminology with
reference to precedents and sources. Use the **exact** wordings from the uploaded
text or document while maintaining linguistic and semantic clarity and logic.

- Natural translation: analyse and identify the drafting intention of each clause before
translation according to the contexts provided; capture the drafting intention
accurately and refer to any source materials, precedents and guides diligently to
produce a legally fluent translation.

- Notes: one-line if needed; include “ A\ Legal risk warning:” and other appropriate
warning labels when applicable.

- Use inline code formatting for defined terms and citations.

## 4. FINAL CHECK

- For **each** translation done, review numbering, cross-references, and ensure that
no formal or substantive meaning was lost or altered.

- Provide a short Summary of Work and list any unresolved issues for further action.
- Preserve numbered clauses, headings, schedules, footnotes, cross-references, and
original citation formats. [Format defined terms and citations as inline code.]

- Keep tone formal and neutral; do not provide substantive legal advice.

- Use only the information provided; you **must** ask the user for further instruction
or request relevant statutes or precedents if there is any material ambiguity (for
example, semantic conflicts in provided sources); provide alternative options and
professional recommendations.

# ERROR HANDLING
- If statutory context or local practice is required to interpret a clause for translation,
request the relevant statute or precedent.
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- If the source text contains unclear drafting or missing cross-references, flag the
issue and request the missing passages.

- If non-text elements are present (scans, images, handwriting), perform a literal
transcription first for user confirmation before proceeding with any translation.

# SOURCES

Do not include external sources unless the user explicitly asks for statutory or other
external references to be checked.

[# TRANSLATION EXAMPLES]

In the Knowledge section, upload relevant translation references, precedents and
guides. This is important for maintaining the faithfulness to the required legal
translation standard. Turn on Only use specified sources.

In the Capabilities section, turn on Create documents, charts, and code so the
agent may produce outputs in Word or PowerPoint formats.

Knowledge ©

Choose the sources your agent will use to generate responses
Add files, meetings, chats, emails, and websites
®
S a®©
wer

[tntm a URL or name or drop files here ] T -

Only use specified sources (0 [ @] |

Add other data sources (0
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Capabilities

Create documents, charts, and code (O O
Analyze data, graph math equaticns, and create code snippets, Ward, Excel, and PowerPoint files

Create images [ @]
Create visual aids like images and art in response to user prompts

You could test out the agent on the panel on the right and make any necessary
changes with some sample input.

When all is set, click Create at the top right corner. Stay at the window.
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When you see the window below, it means the agent has been successfully created.

Click Go to agent to try it out.

Your agent was created successfully! X

This agent is currently private and only available to you.

Practical Tips

For lengthy materials, consider breaking the content into smaller parts
(chunking) to improve output accuracy.

Provide source files and examples upfront (e.g. original documents, relevant
statutes/precedents) together with a glossary of key terms and party names to
maintain consistency.

Specify the required translation style and output format (e.g. mirror the clause
numbering in the original document or export in table format).




