Request for Proposals

English <> Arabic Translation Contractor
Deadline: April 8, 2011
Summary:

CRDF Global seeks to engage a language translation service contractor to provide Arabic to English and English to Arabic document translation in support of CRDF Global’s Nonproliferation work in Iraq.
Background on the CRDF GLOBAL TRANSLATION Request
CRDF Global is searching for exceptionally high quality Arabic language translation services. Thematically, documents to be translated will be highly specialized, using and referencing scientific terminology and language from a variety of disciplines including chemistry, microbiology, radiation safety and engineering.  The audience for these documents includes ministerial level officials in governments primarily in Iraq and possibly Jordan.  The documents are likely to be complex and unique, including, for example, curricula vitae, conference agendas, scientific presentation materials, facility/laboratory assessments, newsletters, website content, and documents that are of a pre-determined format such as a registration forms or information sheets. It is important for CRDF Global to contract with a highly competent and reliable translation service provider that is accessible and responsive to our translation requirements.
All translation work performed by the contractor will be subject to a highly specialized quality control process and the selected consultant will be expected to make revisions as directed in all elements of the document, including but not limited to formatting, grammar and linguistic style changes.  Changes must be made in a timely manner and in accordance with CRDF Global directions. The contract end date will be December 31, 2011, with the possibility for renewal based on set performance criteria; including quality, efficiency, and ability to produce desired deliverables.
Tasks, Deliverables, and Expectations:

1) Provide Arabic to English and English to Arabic translation services for technical and administrative documents that will be viewed by high level government officials, CRDF Global staff, and Middle East and North Africa (MENA) region scientists and researchers.
2) Document translation services will be required on an on-going, as-needed basis from the date of contract and will not limited to a specific quantity or frequency, unless specified in the contractor’s proposal. 
3) On average, documents will be sent to the contractor twice a week in batches averaging 4,000 to 6,000 words.  However, there will be multiple times during the year where large conferences or trainings are being implemented and translation batches will increase with the addition of 3-4 PowerPoint presentations of approximately 30 pages each. Rush jobs are not included in this estimated workload and should be considered separate.   
4) CRDF is seeking a contractor who can provide a turnaround time of 3-5 business days, on average, for each batch from the time the documents are submitted to the contractor.
5) The turnaround time for rush jobs is understood to be 24-48 hours from the time the documents are submitted to the contractor.
6) It is important that the syntax of each sentence translated is cohesive and flows fluidly in Arabic, without straying from the intended purpose of the original document or sentiment.  Word for word or literal document translation is not what CRDF Global is looking for – we are looking for sophisticated interpretation services with each translation undertaken to be quality controlled.  
7) Utilization of CRDF Global’s glossary of terms will be essential to providing consistent translation of regularly used and specialized programmatic terminology. The contractor will be expected to further develop this glossary in close coordination with CRDF Global staff.

8) Close coordination on revisions by phone and e-mail with CRDF Global designated staff should be expected.  CRDF Global staff includes native Arabic speakers with previous experience in translation.  
Proposal Requirements:

Each proposal must include:

· Cost proposal
· Rates for normal and rush jobs, including the contractor’s understanding of normal and rush jobs in terms of quantity and time

· Number of revisions CRDF Global will be permitted before additional fees apply 
· Outline cost structure (please indicate how charges are calculated; based on the time it takes to perform the translation, the complexity of the documents being translated, quantitatively, per word/page, or other factors)
· Translator CV(s) 
· List of references
· Explanation of quality control process for all translated materials 

· Translated sample document (attached)
Timetable:

April 8, 2011


RFP submissions due

April 22, 2011


Contractor selection made
May 13, 2011


Approximate contract start date
December 31, 2011

Contract end date
Contractor Selection Criteria:

CRDF Global will select the contractor that provides the best value to CRDF Global in terms of quality of translation, willingness to work in partnership with CRDF Global on the revision process, experience, and cost. The contractor should have proven track record of providing consistently high quality work in a timely manner with minimal mistakes. Experience with science and technology documents, and high-level official translations preferred. Contractors who are able and willing to perform back translation as part of the quality check process are highly desirable.
Contract Award

CRDF Global reserves the right to not award a contract to any candidate, if none are deemed suitable.
Submission:

Proposals should be submitted to Ms. Nisreen Khalaf, Program Assistant, at nkhalaf@crdf.org, no later than 5:00 PM EST on April 8, 2011. Proposals may be submitted as electronic documents in PDF, Word or Excel format.
