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RFQ No.: PR/BAG/31
Date: 25th March, 2024
Request for Quotation
Proofreader  
Overview on KAPITA 
KAPITA Business Hub (Mehwar Alamal for Business Management Development and human resource training company) is a private sector development company that aims to empower small and medium-sized enterprises (SMEs) and large corporations through investment, research, incubation/acceleration, and market development programs. KAPITA is committed to empowering human capital, building youth capacity, and equipping them with the necessary skills, access to data, research, and capital. KAPITA strives to provide entrepreneurs, founders, business owners, stakeholders, and investors with the toolkit and the roadmap to navigate the Iraqi market and further scale-up their businesses.
KAPITA has a proven record of research through its rich previous experience of conducting market research with various clients and institutions. Over the past three years, since its establishment, KAPITA has strived to become a pioneer and a trusted reference for market research in various sectors. 
Through a multitude of experiences catering to clients and institutions with diverse backgrounds, professional levels, and regions, KAPITA has emerged as a pioneer in the Iraqi market, particularly in business development. 
1. Introduction and Specification
Background and Project Description
KAPITA is embarking on a new venture that includes digital economy promotion through launching a series of initiatives aimed at advancing the digital economy in Iraq. Our aim is to create an ecosystem network for collaboration and private sector engagement to drive policy reforms and advancements.
The digital economy, driven by digital technologies, data-driven strategies, and online platforms, offers The digital economy, powered by digital technologies and data-driven strategies, has the potential to transform Iraq's economic landscape. It offers opportunities for economic growth, innovation, and overcoming challenges. Iraq's digital economy encompasses various activities aimed at modernizing industries and promoting entrepreneurship. However, the lack of robust technological infrastructure hinders the realization of its full potential.
Our project's primary goal is to initiate a transformative process in Iraq, setting in motion a shift toward a digital economy that will create jobs for the country's youthful population. Key areas of focus include research, policies, innovation, awareness-raising, and investments in tech-enabled businesses, which will not only expand the digital economy but also motivate others to join the digital transformation movement through success stories.
The project adheres to a systematic approach for implementing various components comprising essential activities. Its key objectives are to promote awareness of the digital economy and employment prospects within it. These components are closely interconnected, forming a cohesive and synergistic framework where the success of one directly impacts the effectiveness of subsequent stages.
2. Scope of the required services:
We, at KAPITA Business Hub, are planning to continue developing and publishing the Business Landscape Magazine, a quarterly published magazine that covers a wide range of topics related to the Iraqi private sector, and of interest to the Iraqi ecosystem, shedding the light on the latest investments and their trends, highlighting the lessons learned and the success stories of many emerging startups, providing an overview of the different Iraqi sectors such as agriculture, industry, electricity, education, tourism, and health sector.
Kapita is seeking to engage a qualified proofreader specialist, whether a freelance proofreader or a firm, to provide proofreading, editing, and translation services for two issues of the Business Landscape magazine, which are issued quarterly.

Responsibilities

· Perform proofreading and editing on the content.
· Provide a detailed list of edits.
· Produce accurate and complete versions in the target language using the most appropriate range of vocabulary and the commonly accepted or established equivalents of professional, scientific or technical concepts and terms.
· Review the content for accuracy and quality, including spelling, grammar, punctuation, and syntax.
· [bookmark: _Hlk107829439]Provide Arabic translation for the magazine. 
· Perform such other duties as may be assigned.
This job description is not a definitive task list but has been done to clarify the responsibilities.
Service providers/Suppliers (Freelancer Or Firm) with expertise in the following areas are encouraged to submit their Quotations in response to this RFQ and services laid out below:












Table ( Bid Sheet) 
	Description
	Responsibilities
	QTY
	Cost in 
(IQD)
	Total Cost In IQD

	



Proofreader (Business Landscape)

	Engaging a qualified proofreader specialist to provide proofreading, editing, and translation services for two issues of the Business Landscape magazine, which are issued quarterly.

Responsibilities
· Perform proofreading and editing on the content.
· Provide a detailed list of edits.
· Produce accurate and complete versions in the target language using the most appropriate range of vocabulary and the commonly accepted or established equivalents of professional, scientific or technical concepts and terms.
· Review the content for accuracy and quality, including spelling, grammar, punctuation, and syntax.
· Provide Arabic translation for the magazine. 
· Perform such other duties as may be assigned.
	2
Magazine issues
	
	



1. Payment Method:
1.1 The due payments will be according to the payment request/Invoices from the Service providers/Suppliers based on the approved services delivered to KAPITA.
1.2 The requested payment will be made within 14 working days after the receipt of the original signed and stamped invoice, and after official verification of the delivered services by KAPITA.
1.3 All Payments will be made in cheque OR Bank transfer form and paid to the name of the person indicated in the agreement, or officially authorizing another person to receive the payment accordingly.
2. Award
2.1 KAPITA reserves the right to award the agreement to one or more contractors.
2.2 KAPITA reserves the right to withdraw the award in whole or in part should the successful contractor be unable to provide uptake capacity necessary or the delivery within the specific period and/or is unable to provide in full the agreed services.
2.3 Award Criteria:
Quotations that meet essential criteria will be assessed and scored by KAPITA panels against the technical and commercial criteria outlined this RFQ.
	Criteria
	Weighting

	Technical Criteria:
For Companies:
Company Profile, Past Experience (Track record), CVs of Personnel/Experts
For freelancers:  CV, Past Experience & Track record
	60%

	Commercial Offer
	40%



3. Duration and Termination
3.1 The contract will be valid for four months from the date of award and may be renewed for an additional period of time subject to the consent of both parties.
3.2 KAPITA may terminate this Agreement at its option by giving the contractor not less than one week notice in writing.
4. Submission:
4.1 If you are interested in submitting a quotation in response to this RFQ, please prepare your quotation in accordance with the requirements and conditions as set out in this RFQ and submit it hand-delivered in a sealed envelope to KAPITA, to the address: 
Baghdad office, AL Mansour 609, Ally 13, House 10, 
OR,
By email to procurement@kapita.iq, no later than 31st  March, 2024, at 15:00 (Baghdad time)
If you experience any difficulties in locating the above address or submitting your offer, please contact 07503628633-07748013066
4.2 Your quotation must remain Valid for a minimum of thirty days from the date that it is issued to KAPITA in response to this requirement.
4.3 By issuing this RFQ, KAPITA is not bound in any way to enter into any contractual or other arrangement with you or any other potential Service providers/Suppliers.
4.4 Your offer should be in IQD mentioning the total cost per item. 
4.5 All bidders should include a copy of their registration and any document proving legal operation in the country.
4.6 Applications should include:  Service providers/Suppliers profile with personnel CVs and track record tailored to the above.
General rules and conditions:  
The envelope should be marked as follows:
· PR/BAG/31  
· ATTENTION: KAPITA tender box (Not to be opened by registry)
Only Offers received as advised above will be taken into consideration. All offers sent after the deadline for replies will be considered as invalid as well as those sent (timely or untimely) to any e-mail address of the Company. Bidders may send questions for clarification purposes to: procurement@kapita.iq, Replies to all questions will be sent to all short-listed Service providers/Suppliers, without revealing the identities of either the bidder asking the question or the other shortlisted Service providers/Suppliers.

	Service providers/Suppliers Information

	Service providers/Suppliers Name:
	

	Representative Name:
	
	Phone Number
	

	Address:
	

	Signature and stamp:
	
	Date
	/           /

	Service providers/Suppliers Email
	
	FAX 
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