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Request for Quotation

To:	Offerors

From:	Tetra Tech ARD-USAID ISLA (TTARD-ISLA)

Title:	Provision of Translation Services

RFQ No.:	RFQ-ISLA-SC-001-20

Issuance Date:	July 28, 2020

Closing Date for Questions:    August 06, 2020 (4:00 pm. Kabul, Afghanistan local time)

Closing Date for Submission of Quotations: August 13, 2020 (4:00 PM, Kabul, Afghanistan Local Time)

The USAID Initiative to Strengthen Local Administrations (USAID-ISLA) Project was awarded to Tetra Tech ARD to strengthen sub-national government systems in Afghanistan to enable the Government of the Islamic Republic of Afghanistan (GIRoA) to improve provincial governance in the areas of fiscal and development planning, representation of citizens, and enhanced delivery of public services.

Schedule

1. Type of Award – Tetra Tech intends to award multiple fixed unit price blanket Purchase Order, with a maximum ceiling, applicable to the duration of the proposed period of performance. During the period of performance of the proposed Purchase Order, Tetra Tech may award multiple fixed unit price delivery orders for the translation services. While the proposed Purchase Order will have a maximum ceiling price, reimbursement under the Purchase Order will be per delivery order awarded and the sum of the delivery orders awarded may not be equal to the maximum Purchase Order ceiling price.
1. 
2. Compliance with RFQ Instructions – Vendors are required to fully review all instructions and specifications contained in this RFQ and attachment hereto. Failure to do so will be at the Vendor’s risk.

3. Submission of Questions – Questions may be submitted no later than August 06, 2020 (4:00 pm. Kabul, Afghanistan local time). All offerors are invited to address questions to the Subcontract Unit via the email address subcontracts@isla-af.com. Vendors must insert in the subject line of their email the full RFQ Number and Title (shown above). No questions will be answered over the phone or in person; all questions must be submitted in writing. All reasonable, applicable questions received will be compiled into one amendment and will be posted in www.acbar.org and www.kabul-tenders.org websites by August 09, 2020 (11:00 am. Kabul, Afghanistan local time).

4. Submission of Quotation – Your quotation must be emailed to subcontracts@isla-af.com, indicating the RFQ number, title. The quotation (including Appendices A through F) shall be included in the quotation.

The quotation must be sent to the above email address by no later than August 13, 2020 (4:00 PM, Kabul, Afghanistan Local Time).

Tetra Tech ARD-ISLA reserves the right to not evaluate non-compliant submitted quotations (i.e., any quotation that does not comply with all RFQ instructions). All proposals submitted by offerors must remain valid for acceptance by Tetra Tech for a period of not less than 60 calendar days from the above specified closing date.


5. Bidder’s Agreement with RFQ Terms & Conditions – The completion of all RFQ requirements in accordance with the instructions in this RFQ and submission to Tetra Tech ARD-ISLA of a quotation will constitute an offer and indicate the Vendor’s agreement to the terms and conditions in this RFQ, and any attachments hereto. Tetra Tech ARD-ISLA reserves the right to award Translation Services Purchase Order without discussion and/or negotiation; however, Tetra Tech ARD-ISLA also reserves the right to conduct discussions and/or negotiations, which among other things, may require a Vendor(s) to revise its quotation (technical and/or price factors). Tetra Tech ARD-ISLA may increase or decrease the service described in this RFQ at its discretion without statement of cause. Issuance of this RFQ in no way obligates USAID ISLA to award a purchase order, nor does it commit Tetra Tech ARD-ISLA to pay any costs incurred by a Vendor in preparing and submitting a quotation.

6. Composition of Quotation – A quotation will consist of Appendices A through F (accurately and fully completed), for the goods and/or services described in Section 2 – Specifications for Goods and/or Services.

7. Index of RFQ – This RFQ is comprised in its entirety of the following sections and appendices:

Sections of RFQ
Section 1	Quotation Submission Documents
Section 2	Specifications for Services
Section 3	Purchase Order Terms & Conditions/Ordering Procedure 
Section 4	Evaluation Criteria
Appendices
Appendix A	Cover Letter
Appendix B	Bill of Quantities (BOQ) Form
Appendix C	Summary of Relevant Work Experience Appendix D	Copy of Business License
Appendix E	Certifications
Appendix F	Delivery Order Template

Sections of RFQ: 1 through 4 Section 1 – Quotation Submission Documents
Appendix A - Cover Letter: The cover letter must conform to the format in Appendix A, be on commercial letterhead, be signed by an authorized representative of the offeror, and stamped with organization’s seal. The cover letter must state the period of validity of the quotation; however, the period must not be less than 60 days.

Appendix B - Bill of Quantities: The offerors shall submit its quotation in the format provided in Appendix
B. All prices shall be firm and fixed and quoted in local currency, Afghanis (AFN). Quoted prices shall be all-inclusive, in that all offered pricing will be fully burdened with all ancillary, associated costs. In case of price discrepancy between a unit price and total price, the unit price shall prevail. Tetra Tech ARD-ISLA will withhold applicable taxes as per the Government of Afghanistan Laws and will deposit these into the Government Treasury in the name of the vendor.

All work under the anticipated purchase Order shall be authorized through the award of a Delivery Order, as reflected in Appendix F and further described in section 3 below.

Note:
1. Tetra Tech ARD-ISLA is exempt from import duties into Afghanistan.

Appendix C - Summary of Relevant Work Experience: Using the format provided in Appendix C, the Vendor must list no more than five clients that received services of a nature similar to the requirements of this RFQ within the last three years. All references should have valid email and phone numbers. The Bidder must also provide copies of reference letters or certificates of completion from listed clients, if available. Tetra Tech  ARD-ISLA  reserves  the  right  to  independently  verify  all  submitted  letters  and  certificates.

Appendix D - Copy of Business License: Tetra Tech ARD-ISLA will not award a BPA to an organization that fails to provide a current, valid copy of its AISA or Ministry of Commerce Business license or applicable recognized GIRoA business license. A Vendor’s current, valid AISA or Ministry of Commerce Business License or applicable recognized GIRoA business license must be attached to Appendix D.

Vendor shall supply a clear, legible copy of the company owner and authorized representative’s Tazkira and/or passport.

Appendix E – Certifications – A Vendor must complete, sign, stamp and submit as part of its quotation.

Appendix F – Delivery Order– Description of the service including the number of words and total authorized cost.  This document will be in the form of a “Delivery Order” issued by Tetra Tech each time it authorizes translation services under the Purchase Order.  This document will clearly state the number of words and the time period for which the translation services are to be provided.  Costs for items not included in the scope of the Purchase Order shall be borne by the individual.  The Service Provider shall invoice monthly on the basis of the total number of delivery orders awarded by Tetra Tech through the issuance of Appendix F – Delivery Order for Translation Services.  Copies of the individual Delivery Orders issued to the Service Provider by Tetra Tech must be included with the Service Providers’ monthly invoices.


Section 2 – Specification for Translation Services


The scope of work defines the requirements for Provision of Translation Services with extensive expertise and professional experience in translation of technical and large documents from English to Dari and/or Pashto and vice versa. It establishes the basic understandings of the project requirements and the work shall be categorized as below. 
Please refer to Appendix B – Bill of Quantities for a listing of all services being solicited for, plus applicable service descriptions, specifications, standards of performance, and units required. 
Source and Nationality – The Bidder must not supply any goods or services manufactured in or shipped from the authorized geographic code for procurements being 937. 
The payments for translation services will be wired at the end of every month to the vendor bank account after review and acceptance of the product as stated in articles a.9. and a.10. 
A. The Offerors shall: 
a.1. Ensure high quality translation of technical documents from English to Dari and/or Pashto and vice versa and from Pashto to Dari and vice versa.  
a.2. The subcontractor personnel should possess sufficient work experience, facilities, skill, education, trainings, clear writing style and appropriate analytical skills to meet our requirements.  
a.3. The subcontractor should ensure that translated document is in same format and theme to the extent possible such as text style bold, italics, underline, picture captions, headers, footers, and footnotes.  
a.4. The responsible person will determine the timeframe (starting and ending) required for translation of documents. The subcontractor should provide emergency translation services including after official hours or during weekend to meet deadline.  
a.5. The subcontractor should conduct standard level of proofreading and revisions of translated documents before submitting the documents.  
a.6. Ensure the confidentiality of any type of document including translated versions.  
a.7. The translated version of document should be submitted in MS Word file and/or any other format requested.  
a.8. The successful offeror must ensure high quality translation from provided documents in electronic or hard copies.  
a.9. The translation will only be accepted if it meets the standard and quality that mentioned by the end user of the document. In case of errors, or poor-quality translation or variation, revisions are required, and payment will not be released till providing a quality translation.   
a.10. In case of technical errors, poor quality or inconsistency with document owners’ standards and criteria, the subcontractor should revise the document up to two times; revisions required beyond these, will bring a penalty of five percent of the total value of the contract. 
a.11. Source and translated documents are Tetra Tech ARD-USAID ISLA property, the subcontract should not share, disclose or advertise any or part of it with other parties, at any time. 
a.12. Assign a point of contact (POC) and contact number for regular, after hours and weekend access. The POC must respond to incoming requests and confirm submission of translation within stipulated deadline.  
a.13. To ensure the quality of translations, the subcontractor should review the translations for quality prior to submission to Tetra Tech ARD – USAID ISLA, seek feedback from Tetra Tech ARD-USAID ISLA upon submission, and be responsive to recommendations provided. 
a.14. The vendor shall have an office in Kabul to facilitate ISLA staff as and when required. 
B. Quality Requirements 
The subcontractor must make sure that the translator(s) accurately and faithfully recasts the meaning of the source text in the target language, considering the following criteria: 
b.1. All information contained in the sources language file has been reproduced in the translated file. 
b.2. A translation that reproduces the same conceptual understandings as the original text and functions the same way as the original language text. 
Explanation: As most of the requested translations will be used for publications and official purposes, it is essential that the translated texts go through careful proofreading and meticulous checking both technical meaning and linguistic accuracy. USAID ISLA will therefore require proofreading for all translations, unless accepted in writing. Producing clarity of the conceptual understanding is more important than literal translation. 
If it is found that translation errors occur the subcontractor will be asked to revise and retranslate the document. This will be communicated to the subcontractor, with documentary proof thereof. The subcontractor is required to fix the errors and re-submit the rectified version within 24 hours at no additional cost. Terms and conditions stated in articles a.9. and a.10 will be applied.  The translators must maintain both brevity and focus. Photo and graph captions are usually only a sentence or two the most. 
The subcontractor will provide the translated texts as a Microsoft Word document file. The language of the file submitted should be set to translate language, and the submitted work already spell-checked and grammar checked in translated language. 
b.5. Translation accuracy is important and will be authenticated by USAID ISLA. 
b.6. The subcontractor shall be responsible for correcting any discrepancies in translations that may be identified by USAID ISLA. 
b.7. The translated version shall be provided to USAID ISLA on a CD, if required. The font to be recommended by contractor and approved by USAID ISLA. 
b.8. Translation shall be done according to the words translated of particular page and should be mentioned. 
b.9. Grammatical formation of sentences shall be strictly maintained. 
b.10. Source file typeface and formatting should be maintained.  
C. Performance Standards: 
The subcontractor should be able to mobilize the required professionally competent human resources required for translation. As Tetra Tech ARD-ISLA project may periodically require large volumes of document for translation and be required to meet tight deadlines - the subcontractor should address these requirements when needed in accordance with the expected performance standards. 
The subcontractor shall deliver translated documents within agreed deadlines, provided to the subcontractor in writing. Any deviation from agreed deadlines must have the prior consent of the Head of Translation Team. This will be confirmed in writing to the subcontractor by the Head of Translation, but only if the new deadline is allowable within the priorities permitted by Tetra Tech ARD-ISLA Project’s work priorities. Therefore - if it is not possible for the subcontractor to be permitted a new deadline extension then the original deadline given in the Delivery Order must be achieved. In case of delay, a penalty of five percent will be imposed over the total value of the contract. 
USAID ISLA reserves the right to deduct or withhold payments or cancel or require the subcontractor to re-do and correct or revise the document to achieve the required standard. For any revisions – the required deliverable period is 24 hours. 
The subcontractor is required to perform to the required performance standards. Performance standards include the timeliness to Delivery Order deadlines, responsiveness and quality of translation services. 
c.1. 	For a document or groups of documents that exceeds 25 pages of translation, the subcontractor will be given 3 days prior written notice to enable them to organize the translation human resources required. The expected performance of service will then follow the standard of performance noted in the table below for maximum allowable turnaround times for the delivery period of the translation. 
	#
	Number of Words
	[bookmark: _Hlk515256780]Maximum allowable turnaround time or delivery period for Translated Document into one local language (Dari or Pashtu). For revisions advised by ISLA, the required delivery time is 24 hours 

	1 
	1-2,000
	1 day 

	2 
	2,000-4,000 
	2 days 

	3 
	4,000-6,000 
	3 days 

	4 
	6,000-8,000 
	4 days 

	5 
	8,000-9,000 
	5 days 

	6 
	9,000-11,000 
	6 days 


Table 1: Delivery period for translated documents into a single local language. Up to 2,000 words are counted as a single day work.  

a) Delivery Location

Tetra Tech ARD-ISLA office Camp, Police District 15 Road, Near Anti-Narcotics Deputy Ministry of Ministry Interior. Qasaba -Kabul Afghanistan.

b) Estimated Period of Performance

[bookmark: _GoBack]The period of performance applicable to the anticipated Purchase Order shall be for 6 months with an expected start date August 20, 2020 and completion date of February 28, 2021. The estimated number of words for translation are 635,000 as indicated in Appendix B, but is not fixed. The number of words in during the period of performance of the work may increase or decrease. The vendor shall complete all work under this agreement within the specified Period of Performance, and shall expeditiously work to complete the project to the standards of quality that the agreement stipulates.

	Item
	Description / Specifications
	Maximum Total Words

	1
	Translation from English to Dari
	120,000

	2
	Translation from English to Pashto
	100,000

	3
	Translation from Pashto to English
	80,000

	4
	Translation from Pashto to Dari.
	80,000

	5
	Translation from Dari to Pashto
	120,000

	6
	Translation from Dari to English
	135,000

	Total Maximum Number of Words for Translation:
	635,000



Section 3 – Purchase Order Terms & Conditions

The Fixed Unit Price Purchase Order will specify the Terms & Conditions and will include but not be limited to, Delivery and Payment; Tax Withholding; Certifications; Inspection & Acceptance; Warranty; Termination; Incorporated Provisions, etc. All Terms & Conditions are in compliance with generally accepted international business practices and/or in compliance with USAID specified Federal Acquisition Regulation (FAR) and USAID Acquisition Regulation (AIDAR) requirements. At the time of Purchase Order award, the Purchase Orderor will be provided with a copy of the Purchase Order for signature, and Tetra Tech will be available to address any questions and comments.
Ordering Procedure: The Vendor shall not perform any work under this purchase order unless and until Tetra Tech ARD awards a Delivery Order to the Vendor in the form represented by Appendix F of this RFQ.
 
Tetra Tech ARD shall have the right to award Delivery Orders up to the maximum quantities specified in Attachment F through the period of performance of the Purchase Order.

A Delivery Order shall be awarded prior to the start of work for any translation task.  The Delivery Order shall be in the format specified in Appendix F hereto and shall fully specify:

a) The scope of the services (document description and languages to be translated)
b) Effective Date of the Delivery Order
c) Estimated Quantity of Words to be Translated;
d) The Unit Price, 
e) The Total Maximum Price of the Delivery Order;
f) The Required Completion Date.

Upon award of a Delivery Order, both Tetra Tech ARD and the Vendor shall sign and date the document.

At the conclusion of the translation services required under each Delivery Order, the Vendor shall provide the actual word count of the document and Tetra Tech ARD shall validate the actual word count.  Each Delivery Order shall be modified by Addendum to definitize the estimated quantity of words with the actual number of words for documents accepted by Tetra Tech ARD.

Section 4 – Evaluation Criteria

A technical score of 70 points or above is technically acceptable as illustrated in four (4) following evaluation factors; quotations will not be ranked for non-cost/price factors. Tetra Tech ARD-ISLA will select the lowest offered priced quotation achieving a technical score of 70 points or better. In the event that no offered technical quotation scores at 70 points or higher, at the discretion of the Tetra Tech ARD-ISLA’s Director of Procurement and Finance and Chief of Party, or his or her designee, the technical acceptance threshold may be lowered, but under no circumstances will it go below 60 points. Technical selection criteria for this RFQ are as follows:

Technical and other factors (such as responsibility) will be evaluated relative to each other, as described herein. The technical proposals will be evaluated by a technical evaluation committee using the criteria shown in this section.  All evaluation factors, when combined, are significant.

1.   Technical and Price

The Offerors’ quotation shall be evaluated to determine overall technical capability to effectively implement the project. The sub-factors used to determine this will be:

a) Demonstrated Experience (15 points) – Offeror must have strong experience in providing translation services including experience in providing comprehensive services to five similar clients in terms of size, frequency and complexity of translation in the past three years. Adherence to client regulations must be demonstrated and proven track record in responding quickly and appropriately to emergency situations. Strong cost consciousness and customer service reputation. This score relates to the experience of the Offeror in implementing similar projects as described in Attachments A, and as presented using Attachment C.

b) Technical Approach (15 points) – The offeror shall clearly demonstrate their capacity and capability undertaking the activities to meet or exceed requirements of Section 2, “Specification for Translation Services”. The technical proposal should also address maximum translation capability per day, tools and methodologies used in translation quality assurance such as avoiding translation errors, omission of words and sentences, usage of appropriate terms in translation to ensure customer satisfaction with clear explanation that the proposed methodology suits our project needs in best manner. In addition to the above the offeror should ensure ability to manage complex and urgent translations to meet the company demand.

c) Translation Quality (40 points) – After proposal submission deadline, all interested parties will be requested to translate the sample from English to Pashto and Dari and vice versa (within 24 hours).

d) Key Personnel (Staffing) (30 points) – This score relates to whether the offeror’s proposed technical personnel and managerial staff has the academic, educational, technical, professional qualification and experience necessary to implement the activity. The offeror’s proposed staff resumes should be attached and it should be brief, not be more than two (2) pages each, representing individuals who will be engaged in translating Pashto and Dari documents from English and vice versa. The offeror should not attach more than four individual resumes.
i. Translators with 5 years’ relevant experience or more will obtain three (3) points each
ii. Translators with 3 - 4 years relevant experience will secure two (2) points each
iii. Translators with 2 years relevant experience will secure one (1) points each
iv. Relevant degree and professional accredited translation certifications will secure 2 points

Valid Business License (Eligibility Requirement) – This relates to the offeror submitting a valid Afghanistan business license in accordance with the RFQ Appendix D requirement. Offeror with no valid business license will not be considered for evaluation.

Pricing Matrix (Nil points) – Cost and price data (please refer to Attachment B – Pricing Matrix) will be analyzed on the basis of cost reasonableness, allowability and realism based on the following considerations:
· Are proposed costs reasonable, realistic and balanced for the work to be performed under the award?
· Do the costs reflect a clear understanding of the work requirements?
· Are the costs consistent with the various elements of the Offeror’s technical quotation?

Note: Only technically acceptable/qualified offerors cost proposal will be analyzed on the best value selection based on FAR Part 15 5.101-2 where lowest price technically acceptable source selection process is appropriate.

DISCLAIMER –Please note that any and all references to brand, make, model, trademark, etc. are solely present for specifications purposes. We are not requesting that you quote the item listed; rather we are requesting that you quote item that meet or exceed the same technical specifications equal or greater quality for the item listed.

Tetra Tech ARD-ISLA - may or may not decide to negotiate with one or more Offerors. Prior to award, Tetra Tech ARD-ISLA reserves the right to one or more on-site inspections of similar work that the Vendor has recently completed, and access to the applicable client(s) for whom the work was performed.

[End of RFQ]
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