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REQUEST FOR QUOTATION

From: Norwegian Refugee Council, Country Office - Erbil	
Date: 09th of March 2021		
No. of pages including this page: 4

Subject: Data Entry and Translation Services NRC – Country Office - Erbil 

PR Reference number: 8600642

Manner of Submission: 

Please submit your quotation in accordance with the requirements detailed below by:
· The deadline for submission of the quotation is Sunday 14th March 2021 at 10:00 sharply. Companies/ Individuals who do not submit their quotation (Signed and Stamped) by this deadline will not be considered.
· Please send your quotation by Email to iq.bids@nrc.no.

	
Requirements:

The office of the Norwegian Refugee Council invites your company to make a firm offer for the following items

	PR# 8600642

	#
	Description
	Total price in (USD)

	1
	Data Entry and Translation Services ( Refer to Annex 1 Attached)
	

	Total Amount  (USD)
	



· Bid validity ……………………………… months (preferably not less than 3 months)


Criteria of Evaluation:
1- Financial Offer
2- Copy of Company registration / Business license (in case the bidder is Company) 
3- Copy of Tax registration for companies (in case the bidder is Company)
4- List of clients 
5- Copy of ID for company owner/ Individuals
6- CV of the candidate

Duration of the service: 
The selected service provider must complete the required services by 15th April 2021. Noting that the approximate date of signing the contract is 25th March 2021.









Conditions of quotation:
Payment will be made within 30 days of receipt of service, by bank transfer/cheque only. 

NRC is not subject to VAT; therefore, all offers should be exclusive of VAT costs. 

All suppliers doing business with NRC should maintain high standards on ethical issues, respect and apply basic human and social rights, ensure non-exploitation of child labor, and give fair working conditions to their staff. NRC reserves the right to reject quotations provided by suppliers not meeting these standards. 
Vendors doing business with NRC will be screened on anti-corruption due diligence before NRC confirms an order or contract.

NRC aims to purchase products and services that the minimum environmental impact. Environmental considerations form part of the NRC selection criteria, and NRC reserves the right to reject quotations provided by suppliers not meeting these standards. 

Currencies of bid and payment
All prices shall be quoted by the Bidder in USD unless otherwise stated. Similarly, all payments will be made in USD. 

Inspection 
NRC is obliged to ensure that its procurement decisions are clearly justified, documented, and keeping within the Donors mandatory principles. In that regard, full and on-the-spot access must be granted to representatives of NRC, the Donor, or any organization or person mandated by it, to premises belonging to NRC or its contractors. The right to access shall include all documents and information necessary to assess or audit the implementation of the contract

Supplier Information

	Company name/ Individuals 
	:
	
	Sign & Stamp : 

	Address
	:
	

	Contact person
	:
	

	Telephone number
	:
	

	Email/Fax
	:
	



NRC reserves the right to accept or reject the whole or part of your quotation based on the information provided. Incomplete quotations that do not comply with our conditions will not be considered. 

Shortlisted suppliers will be required to submit samples of each item. Please be sure to have all samples available at short notice, and wait for a response from NRC if you have been shortlisted.







Annex 1

Terms of Reference
		Short-term daily worker
Data Entry/Management and Translation 

The Education Consortium of Iraq (ECI) is a newly established consortium comprising of four organizations, Mercy Corps (MC), Non-Violent Peaceforce (NP), Norwegian Refugee Council (NRC), and Save the Children International, with NRC as the lead agency. The Consortium is currently implementing a three-year project, Ejtyaz, funded by the Bureau of Population, Refugees, and Migration (BPRM). 

The overall goal of the Ejtyaz Project, which is being implemented in six governorates, Anbar, Diyala, Dohuk, Kirkuk, Ninewa, and Salah al-Din, is to improve learning outcomes, resilience, and well-being of vulnerable conflict-affected children and youth in Iraq, which will be achieved through three objectives:
i. [bookmark: _Hlk16673790][bookmark: _Hlk16682421]Access to, and quality of, formal education is improved;
ii. [bookmark: _Hlk16673808]Learning environments are safer and more inclusive;
iii. Children and youth have increased capacity and opportunity for engagement in education and community.

As part of its programming, the Consortium is in the process of undertaking a baseline, which will be used to establish baselines against which the project progress and impact will be measured. The baseline aims to capture the existing quality of education as well as stakeholder perceptions on the status of education prior to implementation in order to determine the frequency or prevalence (or level) of key performance indicators. This will enable the Consortium to measure the contribution of the project to changes in education in the target areas during the follow-up evaluations. Additionally, the baseline is expected to generate evidence that will inform Ejtyaz theory of change and potential project adjustments at an early stage. 

The Consortium adopted a mixed study design for the baseline, entailing both quantitative and qualitative methods. Given the scope of the baseline and the amount of qualitative data expected to be collected from key informant interviews and focus group discussions, the Consortium is seeking a short-term Data Entry and Translation Assistant to support the transcription, translation, and data entry of qualitative data collected as part of the baseline.  

Description of Duties
Under the supervision of the Consortium’s M&E Coordinator, the Data Entry and Translation Assistant will transcribe paper-based data and translate the data. Specifically, the resource person will be expected to
i. Undertake a word-to-word transcription of paper-based data and key in the data into Excel (about 3000 pages; example attached Annex 2 & Annex 3)
ii. Undertake a literal (word for word) translation of the transcribed data from Arabic into English; and
iii. Conduct a preliminary analysis of the data and develop a brief report on the results and conclusions to be drawn from the qualitative data collected, which will feed into the final baseline report.
The CCU will provide the Data Entry and Translation Assistant with the raw datasets from the qualitative interviews both in paper and electronic formats, the data entry, and analysis template (Excel), and a laptop as well as technical support as needed. 

After completion, the transcribed and translated work will be reviewed and validated by the Consortium Coordinating Unit before signing off on the final work. 



Timelines and Deliverables
The CCU expects the assignment to tentatively take up to 20 days starting from the date of signing the contract. However, the CCU will establish firm timelines once all the qualitative data has been received and the successful applicant will be advised accordingly. 

By the end of the contract period, the Data Translation and Entry Assistant will hand over to the Consortium Coordinating Unit a translated and transcribed version of all the handwritten data in an Excel document based on the format provided as well as the results of the data analysis and the draft report of the findings. Specifically, the resource will be expected to submit:
i. Complete transcription of all paper-based datasets;
ii. Complete translation of all transcribed datasets; and
iii. Data analysis results and draft report. 

Qualifications 
To qualify, applicants should have
i. University-level education in social sciences, education, development studies, humanities (arts), or any other relevant discipline;
ii. Relevant understanding and experience with Education and Development issues; 
iii. Strong data entry and management skills and proficiency using Excel; and 
iv. Fluency (written and spoken) in both Arabic and English.

Additionally, applicants need to demonstrate previous experience in data entry, analysis and report writing skills, and the ability to work independently and within given timelines.
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