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Request for Proposals 

Translation services 
2019 

 
Objectives 
 
The purpose of this RFP is to invite proposals from qualified institutions to provide translation and interpretation services 
for UNICEF Somalia.  
 
Background 
 
The Communication Section of UNICEF Somalia produces various advocacy and communication materials to support 
the office’s lifesaving and development work for children and women. Many of these materials, such as press release, 
technical reports, publications, and social media, require translation into Somali language to ensure the reach of these 
materials among Somali government counterparts, implementing partners, the media and the public. To meet such 
needs, having highly qualified professional English-Somali-English translation/interpretation services is vital.  
 
Scope of Work 
 
The contractor is required to provide quality and technically accurate translation and interpretation from English into 
Somali and vice-versa, and in some cases, English into Arabic/Kiswahili and vice-versa, for a wide range of materials 
and activities, including but not limited to: 
 

 UNICEF technical documents and reports, namely in the areas of Health, Nutrition, Education, WASH, Child 
Protection, Social Policy and other cross-cutting areas; 

 Written documents, such as reports, newsletters, press releases, human interest stories, briefing notes; 
 Audio-visual materials, such as video/audio interviews, voiceovers, subtitles; 
 Conferences, interviews, workshops and meetings. 

 
Responsibilities 
 
Due to the emergency nature of UNICEF’s work, the contractor needs to have the capacity to deliver quality products 
within very short timeframe and upon last minute request. 
 
The contractor needs to ensure that the final output submitted should not require further editing from UNICEF side and 
should be ready for immediate dissemination/release. 
 
All translations, except onsite conferencing services, should be submitted as WORD document, presented in an easy-to-
read format, i.e., using time code to indicate start/end that matches the original video/audio. 
 
For highly technical content, the service provider could seek support from UNICEF technical experts to ensure accuracy 
of translation. If the provider opts to seek support from sources outside of UNICEF, UNICEF reserves the right to 
conduct reference checks. 
 
Timing 
 
The agreement is for a period of 2 years from the date of signing with the successful bidder with a possibility to extend 
for a further twelve months based on satisfactory performance. The Communication Section will reach out to the 
contractor(s) with specific assignment(s) when the need arises. The contract should acknowledge receipt immediately 
and return finished product within an agreed timeframe, eg., 24 hours or less for a press release, human interest story, 
social media pack, etc., and 2-5 days or longer for lengthy documents such as annual report, technical report, 
depending on the complexity of the content and the word account. 
 
Payment Schedule, and specific Contract characteristics 
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In most cases, the service can be provided remotely, no travel is required. However, when there is a need for travel, 
including travelling inside Somalia, the contractor(s) must be willing and able to do so, and UNICEF will cover related 
cost, including flights and DSA. 
 
Payments will be made monthly, upon receipt of an invoice and satisfactory production of deliverables.  
 
Qualification Requirements 
 

 Demonstrated skills and more than eight years of professional experience in translation and interpretation 
English-Somali-English, and English-Arabic-English, English-Kiswahili-English 

 Ability to bring out sensitive and subtle language nuances 
 Ability to take up assignments on very short notice and deliver under tight deadline, including during late 

hours and weekends. 
 Familiarity with UNICEF, UN, and other international development partners’ work and children’s issues. 
 Knowledge of Somali context, including latest trends in development and humanitarian aid for Somalia and 

beyond. 
 
Components of Submission Package 
 
Technical bid  
 Demonstrated experience with similar projects 
 Relevant experience of key staff, as assessed by staff CVs, including references 
 Understanding of Somali context, and UNICEF, UN partners’ work 
 Professionalism, ability to deliver on time, handle pressure, ensure quality against tight deadline, attention to detail, 

etc. 
 
Financial bid 
 The exact resources/timelines required for specific assurance assignments will be discussed and agreed upon 

between UNICEF and the successful bidder. As part of the submission package, however, contractors must provide 
unit rate for: 
o Translating of text, English to Somali or Somali to English; English to Arabic/Kiswahili or vice-versa 
o Translating/transcribing audio/video content 
o Translating/interpreting for workshops, meetings, launches, etc. (equipment must be provided and cost borne by 

contractor) 
 

Evaluation of the Proposal 
 
In making the final decision, UNICEF considers both technical and financial aspects. The Evaluation Team first reviews 
the technical aspect of the offer followed by the review of the financial offer of the technically compliant vendors. As this 
is a call for proposals for the signing of a Long-Term Agreement, UNICEF may select one or more contractors. 
 
The proposals will be evaluated against the following two elements:  
 
a. Technical Proposal: 
 
The technical proposal should address all aspects and criteria outlined in this Request for Proposal.  
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Scoring Criteria 
 
DESCRITPIONS 
 

POINTS 

Overall response 
 Completeness and presentation of proposal  
 Overall concord between RFP requirements and proposal  
 

20 

Technical capacity 
 experience working with UNICEF, UN, and other development partners, 

please include examples of previous work 
 demonstrated professional experience in translating among English- 

Somali-English, English-Arabic-English, English-Kiswahili-English;  
 qualification of personnel nominated 
 affiliations within Somalia 

 

20 

Proposed methodology/approach 
 showing implementation approach, including quality control mechanism 
 ability to meet deadlines 

 

20 

References 
 past performance references highlighting agency’s ability to perform and 

meet expectations 
 

10 

Total Technical Score 70 
 
b. Price Proposal 
 
 

Service Price (USD)/Unit 

Translating text, English to Somali, Somali to English, English to 
Arabic, Arabic to English, English to Kiswahili, Kiswahili to English 
 
Unit: per100 words 
 
Translating/transcribing audio/video content 
 
Unit: per 100 words 
 

  
 

Translating/interpreting for workshops, meetings, launches, etc. 
(equipment must be provided and cost borne by contractor) 
 
Unit: per hour 
 

 
 

Others, pls specify   
 
 
*Payment Provisions 
 
Any request for an advance payment is to be justified and documented, and must be submitted with the financial bid. 
The justification shall explain the need for the advance payment, itemize the amount requested and provide a time 
schedule for utilization of said amount. Information about your financial status must be submitted, such as audited 
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financial statements at 31 December of the previous year and include this documentation with your financial bid. Further 
information may be requested by UNICEF at the time of finalizing contract negotiations with the awarded bidder. 
 
 
Prepared by 

Kun Li, Communication Manager 

 

 

Reviewed by 

Dheepa Pandian, Chief of Communication 

 

 

Approved by 

Jesper Moller, Deputy Representative 

 

 

14/2/2019 

14/2/2019 


