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Terms of Reference (TOR) for Translation Service 
Professional Translation Services for MAG Iraq Program 
Background
[bookmark: _GoBack]The Mines Advisory Group (MAG) is an international humanitarian Mine Action organization officially registered in both the Kurdistan Region and Federal Iraq. Since 1992, MAG has worked tirelessly to clear landmines, explosive ordnance, and other remnants of war, contributing to saving lives and protecting communities across Iraq. MAG’s work requires effective communication, inclusive policies, and accessible materials for all staff and stakeholders. This necessitates professional translation services to ensure that critical documents are available in English, Kurdish, and Arabic.
Purpose of the TOR
This document outlines the terms of reference for outsourcing professional translation services. It defines the scope of work, objectives, deliverables, and service expectations to ensure the highest quality translation services to support MAG’s operational and strategic goals.
Objectives
· The objective of this contract is to provide high-quality, professional translation services that meet MAG’s needs, specifically:
· Translating official and operational documents into and from English, Kurdish (Sorani and/or Badini dialects), and Arabic.
· Ensuring linguistic accuracy, cultural appropriateness, and fluency.
· Supporting MAG’s mine action activities, including translating Standard Operating Procedures (SOPs), legal contracts, and communication materials.
· Facilitating clear and consistent communication with stakeholders through professional and certified translations.
· Interpretation when needed and required. 
Scope of Work
The translation service provider will:
· Document Types: Translate policies, mine action SOPs, legal contracts, forms, operational guidelines, reports, training materials, communication pieces, and any other relevant documents.
· Languages: Translate documents to and from English, Kurdish (Sorani and/or Badini dialects), and Arabic.
· Cultural Relevance: Ensure cultural and linguistic accuracy, considering the target audience's background and sensitivities.
· Consistency: Use consistent terminology, aligning with MAG’s standards, glossaries, and industry-specific language.
· Proofreading: Perform quality assurance checks, including proofreading and editing, to ensure polished and error-free translations.
· Certified Translations: Provide certified translations for legal or official documents when required.
· Formatting: Deliver translations in required formats (e.g., Word, PDF, HTML), mirroring the original structure and layout.
· Confidentiality: Maintain strict confidentiality for all information, adhering to MAG’s policies and signing a Non-Disclosure Agreement (NDA).
· Timely Delivery: Adhere to deadlines, with proactive communication in case of unforeseen delays.
Responsibilities
The translation service provider is responsible for:
· Assigning qualified translators and proofreaders with expertise in humanitarian work, mine action, and technical terms.
· Conducting initial reviews of documents to understand the context and purpose before translating.
· Clarifying ambiguities and ensuring terms align with MAG’s policies and standards.
· Providing a detailed report with translations, noting clarifications or challenges.
· Delivering high-quality translations that meet MAG’s quality assurance criteria.
· Ensuring alignment with MAG’s mission, values, and organizational tone.
· Guaranteeing seamless coordination with MAG’s designated focal point for revisions or clarifications.
· Ensuring timely submission of translations, and meeting deadlines for each assignment.
· Prompt responses to inquiries, clarifications, or feedback.
· Flexibility to handle urgent translations or large volumes within short timeframes.
Payment Terms
· Payment will be made based on the agreed contractual terms and timelines.
· Payments will be processed upon satisfactory completion and approval of each assignment.
Criteria for Service Providers
· Qualifications: Professional translation credentials, expertise in English, Kurdish (Sorani and/or Badini dialects),, and Arabic, and familiarity with mine action terminology.
· Experience: Proven track record of translating technical, operational, and legal documents.
· References: Positive references from previous clients, preferably in humanitarian or mine action sectors.
· Timeliness: Demonstrated ability to meet deadlines.
· Certification: Capacity to provide certified translations for official documents.
· Price: The service provider will provide a detailed cost breakdown for the proposed translation services, including rates per word, page, hour or flat rate. 
· Additional fees if any: Any additional fees for certification, rush services, or specific software usage
needs to be outline.
Preferred payment terms and conditions.
Agreement Duration
· The agreement will initially cover a period of [1 year], with the possibility of extension based on performance and MAG’s requirements.
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