Terms of Reference (ToR)
Translation and Localization of the Caring for Child Survivors (CCS) Guidance, Training Package and E-Learning into Tigrinya and Somali
1. Background
The Caring for Child Survivors (CCS) Guidance and Training Package is a technical resource jointly developed by UNICEF and the International Rescue Committee (IRC), with contribution from UNHCR as member of the CCS Advisory Board. The package supports Child Protection and Gender-Based Violence (GBV) practitioners in delivering survivor-centred services for child survivors of violence.
To facilitate implementation in Ethiopia, UNHCR requires the professional translation and localization of the CCS materials into two languages:
1. Tigrinya – the complete CCS package, comprising three resource sets: (i) the E-Learning, (ii) the Guidelines, and (iii) the Training Package.
1. Somali – the E-Learning only. The Guidelines and Training Package have already been translated into Somali by the recommended provider.
Due to the highly specialized nature of the content, the translation must accurately reflect technical child protection and GBV terminology while remaining culturally and linguistically appropriate for the target audience.
2. Objective
To procure the services of a qualified professional translation firm or individual consultant to translate, review, edit and finalize the CCS Guidance, Training Package and E-Learning into Tigrinya, and the E-Learning into Somali, ensuring technical accuracy, consistency of terminology, cultural appropriateness and readiness for publication, digitalization and training purposes.
3. Scope of Work
The selected service provider shall translate, review, edit, localize and finalize the following three resource sets, in the languages indicated. Translation is from English into the target language.
A. Resource Set 1 – E-Learning (Tigrinya and Somali)
1. Small-volume package composed of two (2) modules, provided in XLIFF and Word formats.
1. XLIFF files must be translated exactly in place, within the XLIFF files themselves – no edits, no changes of font, and no changes to the style or presentation – so that the modules can be successfully digitalized.
1. Accompanying Word documents may be handed over in Word format.
1. It is recommended that the provider begins with these files, so that any technical issues can be identified and resolved and digitalization tested early, and the files sent for field-team review while the larger resource sets are underway.
1. Required in both Tigrinya and Somali.
B. Resource Set 2 – Guidelines (Tigrinya only)
1. Translation to be delivered in the InDesign source file, mirroring the original version.
1. Lay-out / design costs must be included in the quotation.
C. Resource Set 3 – Training Package (Tigrinya only)
1. Composed of PowerPoint, Word and PDF documents and video.
1. Video subtitles to be translated (subtitle text only – no voice-over required).
1. No design / lay-out work is required for this set.
D. Technical Review
1. Conduct comprehensive linguistic and technical quality assurance.
1. Ensure consistency of terminology throughout all documents.
1. Verify that translations accurately convey child protection and GBV concepts.
1. Proofread all translated materials prior to final submission.
E. Localization
Adapt terminology and expressions where necessary to ensure:
1. Cultural appropriateness
1. Readability
1. Suitability for practitioners in Ethiopia
1. Preservation of the original technical meaning
F. Formatting
1. Guidelines: deliver in the InDesign source file, preserving the layout of the original.
1. E-Learning: preserve the XLIFF structure exactly (no font, style or presentation changes); deliver Word components in Word.
1. Training Package: maintain the original formatting and layout of the PowerPoint, Word and PDF documents; preserve tables, graphics, numbering, references and formatting; deliver publication-ready, editable source files.
G. Multimedia
1. Translate video subtitle scripts for the Training Package videos (no voice-over).
1. Insert translated subtitles into the existing subtitle files or the format requested by UNHCR.
H. Revision
Address comments received from UNHCR and the field team during the review process and submit final versions.
4. Volume of Work
The indicative volumes below are provided to enable bidders to prepare their financial quotation. Page counts are approximate, drawn from the source materials, and should be confirmed by the bidder on receipt of the files. Quotations should be itemized by resource set, and should price translation, review/proofreading and localization for each set, plus InDesign lay-out for the Guidelines only.
4.1 E-Learning – required in Tigrinya and Somali
	Component
	Source format
	Pages

	CP CM Guideline Principles
	Word / XLIFF
	10

	GBV CM Guiding Principles
	Word / XLIFF
	5

	Module 1 – 3 case studies / video scripts
	Word / XLIFF
	7

	Introduction to CCS (Final)
	Word / XLIFF
	18

	My Power
	Word / XLIFF
	1

	For Ethiopia – Module 1
	XLIFF
	25

	For Ethiopia – Module 2
	XLIFF
	60

	Subtotal per language (translatable content)
	
	126

	Total for both languages (Tigrinya + Somali)
	
	252


1. The E-Learning is delivered as two (2) modules in XLIFF plus accompanying Word documents. The two modules together represent approximately 85 pages of XLIFF content to be populated in place, with no changes to font, style or presentation.
4.2 Guidelines and Training Package – Tigrinya only
	Component
	Source format
	Design?
	Pages / units

	CCS Guidelines
	InDesign
	Yes – layout
	250 pages

	Training – Modules
	Word
	No
	200 pages

	Training – PowerPoint
	PPT
	No
	100 slides

	Training – video subtitle scripts
	Video / subtitle
	No
	30 pages

	Training – subtitle insertion
	Subtitle files
	No
	4 videos

	Subtotal (Tigrinya only)
	
	
	580 pages + 4 videos


4.3 Total translatable volume
1. Tigrinya: 706 pages (250 Guidelines + 330 Training Package + 126 E-Learning), plus subtitle work on 4 videos.
1. Somali: 126 pages (E-Learning).
1. Combined: 832 pages, plus subtitle insertion for 4 videos and XLIFF population of the two E-Learning modules.
5. Deliverables
The contractor shall provide:
1. Fully translated E-Learning (both Tigrinya and Somali): translated XLIFF files (translated in place) and translated Word components, ready for digitalization.
1. Fully translated CCS Guidelines in Tigrinya, delivered in the InDesign source file mirroring the original layout.
1. Fully translated Training Package in Tigrinya: PowerPoint, Word and PDF documents, and translated video subtitle files.
1. Quality-assured and proofread final materials for all sets.
1. Editable source files.
1. Final publication-ready and digitalization-ready versions.
6. Expected Outputs
The translated materials shall:
1. Be technically accurate.
1. Use standardized Child Protection and GBV terminology.
1. Be linguistically consistent.
1. Be culturally appropriate.
1. Be free from grammatical and spelling errors.
1. Be suitable for professional training, digitalization and operational use.
7. Duration of Assignment
The assignment is expected to be completed within 30 calendar days from contract signature or receipt of the complete source documents. It is recommended that the E-Learning files be delivered first, to allow early testing of digitalization, followed by the Guidelines and Training Package.
A detailed implementation schedule shall be proposed by the contractor.
8. Required Qualifications
The service provider shall demonstrate:
1. Proven experience in professional translation services.
1. At least five (5) years of relevant experience.
1. Demonstrated experience translating humanitarian, protection, legal, health or social service documents.
1. Proven experience translating Child Protection and/or GBV materials is highly desirable.
1. Availability of qualified native Tigrinya and Somali translators.
1. Capacity to translate directly within XLIFF files without altering their structure.
1. Independent quality assurance and proofreading process.
1. Capacity to deliver within the required timeframe.
9. Minimum Technical Requirements
The bidder shall provide:
1. Company profile.
1. Relevant business registration and licenses.
1. At least three (3) similar assignments completed within the last five years.
1. Name(s), qualifications and relevant experience of the proposed translator(s) and reviewer(s), where applicable.
1. Description of quality assurance methodology.
1. Proposed implementation schedule.
10. Evaluation Criteria
Bidders shall meet all of the following mandatory technical requirements. Compliance will be assessed on a Pass/Fail basis. Failure to meet any mandatory requirement may result in the quotation being considered non-responsive.
Only technically responsive proposals may proceed to financial evaluation.
	Requirement
	Evaluation

	Valid business registration and licence authorising provision of translation services
	Pass / Fail

	Demonstrated experience in professional translation services
	Pass / Fail

	Minimum three (3) similar assignments completed within the last five (5) years
	Pass / Fail

	Ability to provide qualified Tigrinya and Somali translator(s) and an independent reviewer/proofreader
	Pass / Fail

	Capacity to translate directly within XLIFF files without altering structure, font or presentation
	Pass / Fail

	Demonstrated experience translating humanitarian, protection, legal, health or social sector documents
	Pass / Fail

	Acceptance of the required delivery timeframe
	Pass / Fail

	Submission of all required documents as requested in the RFQ
	Pass / Fail

	Acceptance of UN Supplier Code of Conduct
	Pass / Fail

	Acceptance of UNHCR General Condition of Contract for Services
	Pass / Fail


Only bidders meeting all mandatory technical requirements will proceed to financial evaluation. The contract will be awarded to the lowest-priced technically compliant offer, in accordance with UNHCR procurement procedures.
11. Deliverable Acceptance
Deliverables shall be reviewed and accepted by UNHCR's Child Protection Unit. UNHCR reserves the right to request corrections or revisions where the translated materials do not meet the required technical, linguistic or formatting standards. Final acceptance shall be subject to satisfactory completion of all deliverables.
12. Payment
Payment shall be made upon satisfactory completion and formal acceptance of all deliverables, in accordance with the terms and conditions of the Purchase Order.
13. Confidentiality
All documents, translations and related materials remain the property of UNHCR.
The contractor shall:
1. Maintain strict confidentiality.
1. Not disclose or reproduce any materials.
1. Not use the translated content for any purpose other than performance of the contract.
14. Intellectual Property
All translated materials, editable files and associated outputs produced under this assignment shall become the exclusive property of UNHCR. The contractor shall not retain or distribute the materials without prior written authorization.
15. Submission of Proposal
Interested bidders shall submit the following:
1. A completed Financial Quotation, indicating the proposed price (preferably itemized by deliverable or document, where applicable);
1. A copy of a valid business registration certificate and relevant business licence authorizing the provision of translation services;
1. Company profile or brief organizational background;
1. Evidence of at least three (3) similar translation assignments completed within the last five (5) years (e.g. client references, contracts, purchase orders or completion certificates);
1. Brief description of the proposed approach to quality assurance, including translation review and proofreading;
1. Proposed delivery schedule confirming compliance with the required completion timeframe.
UNHCR may request additional supporting documentation during the evaluation process where considered necessary to verify the bidder's qualifications or experience.
