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TERMS OF REFERENCE
Legal Translation Consultancy
	Organization
	Action Against Hunger

	Title 
	Legal Translation Consultancy

	Work to perform
	All professionals translation services

	Perform type
	Framework agreement



The legal translation consultancy will be sign framework agreement, and based on this agreement the consultancy will provide translation services from English to Dari, Pashto and vice versa.
Clearly stating that, logistic department will launch RFQ in order to find a suitable and cost-effective translation consultancy/ services to perform the translations for Action Against Hunger organization at national level.
The main focal point for legal translation consultancy is partnership and liaison department, all official translation document will exchange from this department.
Note: No personal translation will be charged under the financial payment of the organization, nor any other individual or department is allowed to have communication/ sharing data for translation to legal translation consultancy, unless, until PL department authorization. 
1. Objective:
The objective of signing framework agreement with legal translation consultancy is to provide translation services to Action Against Hunger organization in Afghanistan with high quality of the work/ services
2. Scope of Work
The legal translation consultancy will translate all official data, documents, procedures, policy, audio, video in high quality of translation with proper meaning of the local language and English language as well.
The Legal Translation Consultancy is required to provide:
· Accurate text translation from English to Pashtu/Dari and vice versa. Text would include: Written documents, such as annual reports, MoU’s, AAH internal newsletters, Memo’s, briefing books, guidelines, proof reading and edits of the documents etc. produced by Action Against Hunger and its Partners.
The services/ translation to be undertaken will be based on these specification and qualities
1. To translate the documents from English into local languages, mainly Dari and Pashto
2. Ensure that the translation text is technically, linguistically and grammatically correct, error free and meets high quality standards, without requiring further editing after completion of the translation.
3. Legal translation consultancy will use the same of the document (format) while translating the document (s) until do not asked for different format
4. Professional translation from/to Pashtu/Dari and English languages.
5. Provide accurate and timely translation to the satisfaction of Action Against Hunger-Afghanistan standards.
6. Ensure confidentially and refrain from divulging any information about the content of the text
7. Translated document (s) will be shared with PL department of Action Against Hunger within a short time of return
8. Maximum percentage margin of errors per page should not be more than 2 %.
9. Documents are shared back with PL department on given deadline and time frame
10. The documents translated remain the copyright of Action Against Hunger-Afghanistan and should not be shared with any third party
11.  Respecting of deadline is must by legal translation consultancy

3. Expected Outputs
[bookmark: _GoBack]It is expected that the work/services will result into the development of Action Against Hunger projects and mainly building more confident on its external relationship of the organization.
4. Expected Annual Translation needs:
a. Probably, we might translate around 3000/4000 pages, but again, this is not a real amount, it could be less or more.
5. Deliverables and Timeline
The translation consultancy will be responsible for the good delivery and quality of final translation. All deliverables shall be submitted/ send to Action Against Hunger office in Kabul:
	Tasks/ Outputs
	Estimated duration of complete
	Target due date

	Upon receiving documents, the translation consultancy will star working on it, example, if you receive an MoU with approximately having more than 15 pages
	3 days
	Due date will be giving by PL department

	Receiving documents, such as, policy, procedure, SPOs, guidelines
	2 days
	Due date will be giving by PL department

	Receiving Ministry of Economy data for translation.
The data will be project wise,
	2 days
	Due date will be giving by PL department


 
6. Minimum Qualifications of the Legal Translation Consultancy staff
	Qualification 
	University degree in, English language/ literature, policy administration, public communication

	Professional Experience
	· Proven work in the past with other NGOs, institute, in legal translation services
· Quality typing of local languages
· Experience in working with government agencies, NGOs, UNs would be an added value
· At least 3/4 years of legal translations services

	Other Competencies
	· Time management (respecting deadlines)
· Quality translations skills
· Professionalism, courtesy, patience


	Language Requirement
	· Fluency of English, Dari, and Pashto




7. Confidentiality and Copyrights
1. All documents received by the Legal Consultancy in connection with this contract shall be property of Action Against Hunger- Afghanistan, it shall be treated as confidential and shall be delivered only to duly authorized officials of the Partnership and Liaison departments of Action Against Hunger- Afghanistan on completion of the services under the contract. 
2. The Legal Consultancy shall take all reasonable measures to ensure that its employees and subcontractors comply with the provisions of this Article.
8. Recourse 
Action Against Hunger-Afghanistan mission reserves the right to withhold all or a portion of payment if performance is unsatisfactory, if work/outputs is incomplete, not delivered or for failure to meet deadlines.
RFQ, will prepare and distributed to the high quality legal translation consultancy, logistic department will proceed the process with support of PL department.
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