ELRHA Humanitarian Innovation Fund (HIF)
HIF Outputs Translations and Proofreading

Call for Proposals
21January 2026

Elrha is pleased to issue this Call for Proposal (CfP) in connection with the
competitive procurement for the Humanitarian Innovation Fund (HIF): Humanitarian
Innovation Outputs Translation and Proofreading. Proposals for the delivery of
the Services are expected no later than 2 February 2026 (23:59 UK time).

|: SERVICES DESCRIPTION

1. BACKGROUND

Elrha Overview

We are Elrha. A global organisation that finds solutions to complex humanitarian problems
through research and innovation. We are an established actor in the humanitarian
community, working in partnership with humanitarian organisations, researchers,
innovators, and the private sector to tackle some of the most difficult challenges facing
people all over the world.

Through our globally recognised programmes, we have supported more than 200 world-
class research studies and innovation projects, championing new ideas and different
approaches to evidence what works in humanitarian response.

Humanitarian Innovation Fund (HIF) programme

The HIF is a globally recognised programme leading on the development and testing of
innovation in the humanitarian system. Established in 2011, it was the first of its kind: an
independent, grant-making programme open to the entire humanitarian community. It now
leads the way in funding, supporting, and managing innovation at every stage of the
innovation process.

The HIF's portfolio of funded projects has informed a more detailed understanding of what
successful innovation looks like, and what it can achieve for the humanitarian community.
This work is leading the global conversation on innovation in humanitarian response.

Context to Humanitarian Innovation Outputs Translation and Proofreading (replace the
placeholder section)

Elrba is commissioning this work to expand the reach and use of priority Humanitarian
Innovation Fund (HIF) publications and learning products to non-English speaking
audiences.

The contract will cover professional translation and quality proofreading of 27 outputs (total
184,424 English-source words) from English into French, Spanish, and Arabic, and the
return of all files in Elrha’s existing templates and/or the InDesign packages provided.

elrha




The translated outputs will support engagement with innovators (including current and past
HIF grantees), humanitarian research and innovation funders, research and innovation
institutions, thought leaders in humanitarian research and innovation, and participants at the
Innovation Forum.

We are seeking a Service Provider to provide professional translation and quality
proofreading of 27 HIF outputs from English into French, Spanish and Arabic, and to return
final editable files in Elrha’s templates and/or supplied InDesign files (the “Services”).

2. OBJECTIVES, DELIVERABLES AND ACTIVITIES
2.1. Overall aim and objective(s)

The overall aim is to expand the reach of Elrha’s HIF publications and insights for
Francophone, Arabic-speaking and Spanish-speaking audiences by producing accurate,
accessible, and professionally formatted translations of priority HIF outputs.

The Services will cover several documents, listed below (English source total word count:
184,424).

2.2. Deliverables and activities

We would like specialist professional translation and proofreading of 27 documents in
English to 3 languages (French, Spanish and Arabic):

o Professional Translation — carry out translation and proofread by a professional

translator
o Specialist Translation — expert translator matched to the specialist subject of our
document
Documents:

o Climate adaptation in water, sanitation and hygiene (WASH) in humanitarian crises:
research and innovation priorities

e Full report (22,834 words)
e Supplementary Report (5,546 words)

e Executive Summary (1,394 words)

e Al learning journey — Grantee reflections
e CartONG (1,966 words)
o International Medical Corps UK (2,537 words)
e Oxfam (3,163 words)
e Search for Common Ground (2,591 words)
o Start Network (2,964 words)
e PUREFLOW (2,977 words)
e SOCODEVI (2,426 words)
o EpiAl (2,331 words)
e IFRAD (2,631 words)
e Syria Bright Future (2,222 words)



https://www.elrha.org/docs/document/research+and+innovation+priorities+for+adapting+humanitarian+wash+to+climate+change.pdf?file_url=document/k6s4t3jnhd01t4qd225um6t875/uuzz8r6vk022g-_o6rpzpijso6e/original?content-type=application%2fpdf&name=research+and+innovation+priorities+for+adapting+humanitarian+wash+to+climate+change.pdf
https://www.elrha.org/docs/document/research_and_innovation_priorities_for_adapting_wash_to_climate_change_supplementaryreport.pdf?file_url=document/rurd33vdt97uj4jkm6oshp0n2m/yabjvpbxwwunetdnmrkco_n9hb4/original?content-type=application%2fpdf&name=research_and_innovation_priorities_for_adapting_wash_to_climate_change_supplementaryreport.pdf
https://elrha.canto.global/album/M6ACU?display=fitView&viewIndex=0&gSortingForward=false&gOrderProp=uploadDate&referenceTo=&from=fitView&column=document&id=2ih7mm21d54ovaaiv6kbqt8m0e&origin=classic
https://www.elrha.org/docs/document/cartong+end+of+journey+reflection_elrha.pdf?file_url=document/945a819fcp2nlcldpgc4ppgm0g/65wdr-ofonqcv3ldia9biackuvw/original?content-type=application%2fpdf&name=cartong+end+of+journey+reflection_elrha.pdf
https://www.elrha.org/docs/document/imc+end+of+journey+reflection_elrha.pdf?file_url=document/nabbkelmil1jh36j3vth6hvf4e/3sdyxlwf6tia0spxnkasqfnae-e/original?content-type=application%2fpdf&name=imc+end+of+journey+reflection_elrha.pdf
https://www.elrha.org/docs/document/oxfam+end+of+journey+reflection_elrha.pdf?file_url=document/e04fibcbvl5hh4aadme4pf967r/afy-mn52cyhq6pwbfmu2_wylslq/original?content-type=application%2fpdf&name=oxfam+end+of+journey+reflection_elrha.pdf
https://www.elrha.org/docs/document/sfcg+end+of+journey+reflection_elrha.pdf?file_url=document/tl18ki8dep21rcj5324so55e48/kab_ubkuu0r_uvx23sacdwgk6h4/original?content-type=application%2fpdf&name=sfcg+end+of+journey+reflection_elrha.pdf
https://www.elrha.org/docs/document/start+network+end+of+journey+reflection_elrha.pdf?file_url=document/s14cqn12p91q96f592570m0t28/gz0f0kv6pyuef_appejqe6yjjlo/original?content-type=application%2fpdf&name=start+network+end+of+journey+reflection_elrha.pdf
https://www.elrha.org/docs/document/pureflow+ai+end+of+journey+reflection.pdf?file_url=document/li6e82rkst13p8akic2393cf7h/lir0aslkth1mbwmad23pxfb7otm/original?content-type=application%2fpdf&name=pureflow+ai+end+of+journey+reflection.pdf
https://www.elrha.org/docs/document/socodevi+end+of+journey+reflection.pdf?file_url=document/hll2ec9k4154hblmjim5n1h06h/u698wu7tekrwtd8ivad41qyevqk/original?content-type=application%2fpdf&name=socodevi+end+of+journey+reflection.pdf
https://www.elrha.org/docs/document/epiai+end+of+journey+reflection.pdf?file_url=document/sffh125dvp1gb1hknoeg4dom4r/kmpztpjzc_n-o79iw-iokvcuanc/original?content-type=application%2fpdf&name=epiai+end+of+journey+reflection.pdf
https://www.elrha.org/docs/document/ifrad+-+end+of+journey+reflections.pdf?file_url=document/0hr054ua5l67rf933uehfvn60k/y9gj8h6ajtihct340uwdcqixvhk/original?content-type=application%2fpdf&name=ifrad+-+end+of+journey+reflections.pdf
https://www.elrha.org/docs/document/syria+bright+future+-+reflections.pdf?file_url=document/26hauee02h3b7dl22tv3km2j1j/vkg-u_9zcp_ylpxoytod1rjqkhy/original?content-type=application%2fpdf&name=syria+bright+future+-+reflections.pdf

Innovation Forum outputs

e The boring revolution (1,011 words)

e Localisation and power dynamics (1,037 words)
e The right problems (1,019 words)
o From pilot to practice (1,083 words)

Adopting humanitarian innovation: Key lessons from an Adoption Challenge
e Report (13,033 words)

e Executive Summary (1,118 words)

Futures and foresight toolkit (6,171 words)

Evidence-based decision-making toolkit (24,205 words)

Artificial Intelligence for Humanitarians: Synthesis Report (1,193 words)

Worthwhile ideas: A Value for Money guide for humanitarian innovation (8,496
words)

GBV lessons learnt (4,850 words)

Scale back catalogue

e Too Tough to Scale? Challenges to scaling innovation in the humanitarian
sector (22,978 words)

¢ Impact Evidence and Beyond: Using Evidence to Drive Adoption of Humanitarian
Innovations (22,344 words)

o Failure to Scale (20,304 words)

The Services will be executed through the satisfactory completion of the Deliverables

described below. While bidders are expected to propose their own approach for carrying out
the Deliverables, the activities described under each Deliverable frame the scope of work
and define critical aspects of the Services delivery.

Deliverables

Scope of work / Activities

1. Translation (27 documents; EN—FR /
EN—ES / EN—AR)

Expert translator matched to subject matter
translates all documents listed above

Manage terminology/consistency across the
set; raise queries to Elrha as needed

Deliver translated text in the file formats
supplied (templates/InDesign packages)

2. Proofreading / QA of all translated
documents

High-quality proofreading and QA checks on
all translated outputs

Correct terminology, numbers, references,
formatting issues; implement fixes



https://www.elrha.org/docs/document/the+boring+revolution.pdf?file_url=document/2fk543j8h145fa9vdbpoahf571/onccw9yeo7joavoiriwl3qezoai/original?content-type=application%2fpdf&name=the+boring+revolution.pdf
https://www.elrha.org/docs/document/localisation.pdf?file_url=document/0sst1fck3h7in8efbep4k54a0b/rdhghhhmy641ouaiibqxqxwgtmg/original?content-type=application%2fpdf&name=localisation.pdf
https://www.elrha.org/docs/document/the+right+problems.pdf?file_url=document/or7vhqt0gp44304pg72mv4q61g/q2ob_oxnpv_-s_pjvebad9uib3y/original?content-type=application%2fpdf&name=the+right+problems.pdf
https://www.elrha.org/docs/document/pilot+to+practice.pdf?file_url=document/meps0tu7cl5r5c33rejqk4044s/l6mhqjmlzz2ns5bt8v5ulcoaktc/original?content-type=application%2fpdf&name=pilot+to+practice.pdf
https://www.elrha.org/docs/document/adopting+humanitarian+innovation+report+.pdf?file_url=document/91jhh1psb55ht83rcljogkd04p/gh_tvoju4jeypp7bm1kr9zca2dy/original?content-type=application%2fpdf&name=adopting+humanitarian+innovation+report+.pdf
https://www.elrha.org/docs/document/adopting+humanitarian+innovation+-+executive+summary+.pdf?file_url=document/e8lm99dkpp3rd72gavhb9psi0o/eptdbificiijojawc5hz4c9ecnm/original?content-type=application%2fpdf&name=adopting+humanitarian+innovation+-+executive+summary+.pdf
https://www.elrha.org/docs/document/futures_and_foresight_toolkit_elrha_2025.pdf?file_url=document/49lnki031t5mlaff5ni5n96321/hif82cysdsut99v4qtwjz-xmdv4/original?content-type=application%2fpdf&name=futures_and_foresight_toolkit_elrha_2025.pdf
https://www.elrha.org/docs/document/evidence_based_decision_making_final.pdf?file_url=document/70g4oa538545911sftapo4iu5o/cd_uvcq5o1jcbe09yjhlsbkfly0/original?content-type=application%2fpdf&name=evidence_based_decision_making_final.pdf
https://www.elrha.org/docs/document/ai+synthesis+report.pdf?file_url=document/jutht0ba0h34p59dfmlf7vh24u/qvje6t9bztccewtbn9baxjjtpz0/original?content-type=application%2fpdf&name=ai+synthesis+report.pdf
https://www.elrha.org/docs/document/elrha-report-valueformoney.pdf?file_url=document/qp7r0vkgg17fhdcckl5pe9f80n/m66utrwjcmo7lmpjvr21mscijhy/original?content-type=application%2fpdf&name=elrha-report-valueformoney.pdf
https://elrha.sharepoint.com/sites/dm-GenEvdKnow/GBV/Forms/AllItems.aspx?csf=1&web=1&e=CislAV&ovuser=d37933d2%2D39df%2D402f%2D873f%2Da785375a1727%2CZ%2EUmar%40elrha%2Eorg&OR=Teams%2DHL&CT=1768478166408&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNTExMzAwMTMxMiIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D&CID=023beda1%2Db089%2Df000%2D4310%2Dae3ed1f166d9&cidOR=SPO&FolderCTID=0x012000E2185E6D9C790E45B356AED5B5E70DFE&id=%2Fsites%2Fdm%2DGenEvdKnow%2FGBV%2F07%2EImplementation%2FElrhaEditing
https://www.elrha.org/docs/document/elrha-ttts-a4-final.pdf?file_url=document/020dnv5ku14tp7qtc81ikrel3q/jun1mwviqlsyrlqkjy5pgroifd0/original?content-type=application%2fpdf&name=elrha-ttts-a4-final.pdf
https://www.elrha.org/docs/document/elrha-ttts-a4-final.pdf?file_url=document/020dnv5ku14tp7qtc81ikrel3q/jun1mwviqlsyrlqkjy5pgroifd0/original?content-type=application%2fpdf&name=elrha-ttts-a4-final.pdf
https://www.elrha.org/docs/document/elrha-report-2-impact-evidence-and-beyond-report.pdf?file_url=document/in66fu31r544b15amsn29pr52p/jxadmh_deqnnv9oqiqemfz4byho/original?content-type=application%2fpdf&name=elrha-report-2-impact-evidence-and-beyond-report.pdf
https://www.elrha.org/docs/document/elrha-report-2-impact-evidence-and-beyond-report.pdf?file_url=document/in66fu31r544b15amsn29pr52p/jxadmh_deqnnv9oqiqemfz4byho/original?content-type=application%2fpdf&name=elrha-report-2-impact-evidence-and-beyond-report.pdf
https://www.elrha.org/docs/document/failure_to_scale_report_.pdf?file_url=document/4kp38dcpll34t1vrtmj8c9vg6g/ryorczqoymjz5q6bkw-nfh7y_1s/original?content-type=application%2fpdf&name=failure_to_scale_report_.pdf

Deliverables Scope of work / Activities

3. Return all 27 documents in existing Insert translations into Elrha’s existing
template / supplied InDesign files templates and/or supplied InDesign files

Return final editable files plus final PDFs for
each language/version

3. WAYS OF WORKING

Elrha requires the successful Service Provider to adopt an agile and collaborative approach to
working with Elrha and remain accessible to Elrha throughout delivery.

Elrha is seeking a Service Provider that is aligned with Elrha, accessible and effectively
resourced throughout the programme phases, providing the additional skills and capabilities
Elrha needs to deliver effectively.

The successful provider shall transfer all documentation and findings to Elrha in a professional
and timely manner.

4. TIMEFRAME

The work will start no later than 9 February 2026 and will conclude no later than 20 March
2026. Only service providers with availability to meet this timeframe should consider
participating in this tender.

Timeframe table content:
Translate and proofread 27 documents: 9 Feb - 18 Mar 2026
Final files delivered in template and/or supplied InDesign files: 20 Mar 2026

|I: REQUIREMENTS AND EVALUATION

5. REQUIREMENTS

Proposals will be evaluated against the Requirements described below. They must provide
direct, clear and concise evidence of the bidder’s understanding of and ability to deliver the
Services and to meet the Requirements.

5.1. Registration and nationality

The service provider(s), including the implementing partners in a consortium, must be
legally registered with a relevant institution. This registration can be in any country in the
world.

There are no restrictions to the legal status of the service provider(s), and any type of
organisation (e.g. private sector, non-for profit, academic institutions etc.) are welcome to
submit their interest.

5.2. Technical requirements




e Approach to delivering the services
Proposals must demonstrate:

Proven ability to deliver specialist translation + proofreading for technical humanitarian
content

Capacity to translate into French, Spanish, and Arabic using professional linguists
appropriate to subject matter

Ability to work directly in Word templates and/or InDesign files supplied by Elrha and return
complete, editable outputs

A clear approach to handling terminology consistency across a multi-document set and to
managing queries/clarifications with Elrha

¢ Quality assurance

The proposal must set out a robust QA process covering translation review and
proofreading, consistency checks (terminology/numbers/tables/references), and final QA of
formatted files (including right-to-left handling for Arabic).

e Key personnel - experience, qualifications and skills
Key personnel should include (or equivalent):
Project management/coordination role

Qualified translators for each target language (native-level target language, strong English
source comprehension)

Proofreading/editor capacity (ideally second-linguist review)
DTP/layout capability for working with supplied templates and/or InDesign

5.3. Project management requirements
o Delivery modality

The Proposal must demonstrate the chosen delivery modality is fit-for-purpose for the
effective and efficient fulfilment of the Services and Deliverables completion.

Only submissions from a individual / organisation will be accepted. Consortium of providers
are not allowed.

The Services can be delivered through Sub-contractors.

The Proposal must also clearly describe the type(s) of relationship between the Service
Provider and the Implementing Sub-contractors.

Information regarding the organisations member of the Sub-contractors shall be provided as
per the form in Annex 5.

Please see section 12 below for the definitions Sub-contractor under this contract.

e Delivery structure

The Proposal must demonstrate how the Services will be delivered in an effective manner,
within the agreed period. The team structure must show roles and responsibilities are clearly
identified and allocated against each of the Deliverables, and they are fit-for-purpose for the
delivery of the Services.




e Work plan

The proposal must indicate expected time-effort (e.g., days per week), sequencing/batching
across documents, and confirm availability for the full consultancy period.

¢ Risk management

Relevant assumptions and risks in delivering the Services and finalising the Deliverables
must be identified, together with the risk management strategies to be put in place in order
to minimise their impact in the Services.

» Organisational capacity

Applicants must have the organisational and managerial capacity to deliver the Services in
an effective and timely manner. Areas to be assessed include (this is not an exhaustive list):

Legal registration with a relevant regulatory body
Financial capacity and stability

Insurance arrangements

Experience managing contracts of a similar size and value

5.4. Organisational policies

Applicants are encouraged to have organisational policies, procedures and/or minimum
standards covering the following areas:

¢ Confidentiality and Data Protection
e Information Security

5.5. Costing requirements
e Coststructure

The cost structure for delivering the Services must demonstrate the Bidder’s knowledge of
the resources (people’s time, goods, outsourced services etc.) needed to complete the
Deliverables. It must also show a balanced, cost-efficient and appropriate use of those
resources across the Deliverables.

e Costing parameters
All prices and rates must be set in GBP only, as the contract will be signed in this currency.

The prices and rates quoted shall be the fully inclusive value of the Services, including all
costs and expenses that may be required to complete the Services, together with all general
risks, liabilities and obligations, set out or implied, necessary to comply with the terms and
conditions of the contract.

UK-registered bidders shall not display VAT costs in the quoted prices and rates. If VAT is
displayed, bidders must clearly indicate the pre-VAT costs of each of the Services and
itemise VAT separately.

Non-UK registered bidders shall include in their quoted prices and rates all taxes they are
subject to under their country of registration.




The total value of the contract is expected to be up to £30,000 (GBP) for the full scope of
Services. Proposals must include a daily rate and total cost, and any assumptions. All
prices must be in GBP and fully inclusive.

Payment schedule (keep, aligned to ToR):
Single payment at end of services (unless exceptional circumstances, with justification).

e Probono and other non-financial contributions

Elrha is committed to maximise its financial resources, so that more funding can be spent on
programmes that benefit people affected by crises.

Providing any element of the service on a pro bono basis, offering a cost reduction and/or
service enhancement, or any other charitable support to Elrha the organisation, will be
assessed favourably. However, this is not a requirement and therefore it will not be marked
as part of the proposal evaluation. It might thought be taken into consideration when
making the contract award decision.

If the Bidder is offering such charitable support, this must be clearly set out the Proposal.

6. EVALUATION CRITERIA

Elrha is committed to ensuring its financial resources are used as effectively and efficiently
as possible, so that it can focus them on achieving maximum impact for the humanitarian
actors and they communities affected by crisis they serve. Proposals will therefore be
evaluated against the Requirements described above and under the criteria set out below.

Bidders must provide information that demonstrates and supports their understanding of,
and ability to meet, the Services and Requirements contained within this document.

6.1. Evaluation grid

Proposals will be scored by a cross functional evaluation panel. All members of the panel will
evaluate the information provided according to the following grid:

Criteria Weighting

Technical capabilities 60% overall weighting
Previous performance 10% sub-weighting
Approach to delivering the services 20% sub-weighting
Methodology and tools 10% sub-weighting
Quality assurance 10% sub-weighting

Key personnel - experience, qualifications 10% sub-weighting

and skills

Project management capabilities 20% overall weighting
Delivery modality 5% sub-weighting
Delivery structure 5% sub-weighting

Work plan 5% sub-weighting

Risk management 3% sub-weighting
Organisational capacity 2% sub-weighting




Criteria Weighting

Costing analysis 20% overall weighting
Cost structure 10% sub-weighting
Costing parameters (incl. total cost) 10% sub-weighting

Pro bono and other non-financial Yes/No

contributions

6.2. Proposal Evaluation
e Technical and Project Management Capabilities

In evaluating the Technical and Project Management element of the Proposals, each
criterion defined above will be evaluated against the relevant Requirement. They will be
marked based on the level for which the requirement is met, as demonstrated in the
Proposal and in accordance with the following table:

Score Guidelines

0 Points Wholly unsatisfactory — fails to meet the requirement or not answered.

1 Point Poor — only partially meets specified requirements.

2 Points Satisfactory — meets specified requirements in full.

Good — exceeds the specified requirements and provides significant added

3 Points value to Elrha.

e Costing proposal

The cost evaluation will take into account both the proposed cost structure to deliver the
Service for the duration of the contract and across the Deliverable, as well as unit costs and
total costs.

The costing proposal will be scored from 0 to 3 points based on the Bidder demonstrating
they have understood the resources needed for the completion of each Deliverable, as well
as good value for money. The table below provides examples of elements to be considered
during this evaluation, but the list is not exhaustive and other considerations might be taken
into account:

Score Guidance

Wholly unsatisfactory — not all Deliverables have been costed; template
has not been followed or fully completed; overhead ratio is significantly

0 Points higher than the one in the next highest bid; highest unit costs; highest
total value.
Poor — only partially meets expectations in their understanding of the
1 Point resources needed for the completion of the Services; overhead ratio

higher than average*, by more than 5%; higher than average unit costs;
higher than average total value.




Satisfactory — meets expectations in their understanding of the resources
2 Points needed for the completion of the Services; overhead ratio within 5%
range average*; average unit cost; average total value.

Good — exceeds expectations in their understanding of the resources
needed for the completion of the Services (e.g. provides additional
relevant costing analysis); overhead ratio average, by more than 5%;
lower than average unit cost; lower than average total value

3 Points

* *Average’ in this table refers to the average across the relevant cost presented by the
other bids.

Elrha Not Bound

Elrha will award the contract on the basis of obtaining the best value for money, having
regard to the evaluation criteria set above, for all technical, project management and
costing elements.

Elrha does not bind itself to accept the lowest priced offered among the bidders.

I1I: SUBMISSION INSTRUCTIONS

The deadline for submitting proposals in response to this Call for Proposals is 23:59 UK
time on 02 Feb 2026.

Submissions missing any of the documents listed below or received after the deadline might
not be considered.

Please submit the Technical and Cost Structure Proposals, the completed Annex 1 & 2 & 3,
and any supporting documents (as relevant) (the ‘Proposal’), to [insert Zainab Umar], as per
the following instructions:

- email address: z.umar@elrha.org, with bidsandproposals@elrha.org in copy

- subject line: Call for Proposals — Call for Proposals — Humanitarian Innovation Outputs
Translation and Proofreading Elrha - signed with the name and title of the person making
the submission

Submissions emailed to any other Elrha email address will not be considered.

Submissions not following the ‘subject line’ instructions might not be considered.

7. DOCUMENTS SUBMISSION
71. General instructions
All documents shall be written in English.

The complete Bid must be submitted in electronic format. Electronic files must be set out
and named in such a way that Elrha evaluators can easily find any information.

Documents must be properly formatted to allow easy reading and understanding of its
content. Documents that have not been adequately formatted might not be considered.



mailto:bidsandproposals@elrha.org

In order to evaluate the Bid, all required documents must be included with the submission.
If any of the required documents are not submitted with the Bid, Elrha reserves to itself the
right to reject it.

Please follow the instructions below for the completion of the following documents that are
to be part of each Proposal:

- Technical Proposal

- Cost Structure Proposal

- Certificates and assurances

- Bidder information questionnaire, including requested documents

- Information on Consortium members (if relevant)

- Examples of relevant work and materials produced

7.2. Technical Proposal

The information requested below must be submitted following a format of your choice,
within a page limit of 3 pages maximum, using the font Arial 11 with Normal page margins.
Introduction (1 pages maximum)

Provide background on your organisation and/or partnership and your credentials for
delivering the Services.

- The section should clearly specify available research skills and capacities. This can
include brief background on personnel and 2-3 brief examples of prior work where this
is explicitly relevantto the Services.

- It is permissible to include hyperlinks to case studies of prior work.

Technical approach (1 pages maximum)

Set out the technical approach for successfully delivering the Services, covering the
following items:

- methodology or approach to be adopted to complete each Deliverable

- approach to be applied to measure or demonstrate the quality of the Deliverables

- key steps for completing the Deliverables and estimated time required

- key personnel and resources involved in finalising the Deliverables, include brief bios as
an annex to the Proposal

Project management (1 pages maximum)

Describe how the Services delivery and completion of Deliverables will be managed,
including obligations set under the contract, and escalation process for issues. The following
items must be covered, in addition to any other relevant information:

- proposed structure of the team set to deliver the Services and Deliverables, detailing
the roles and responsibilities of personnel and an organisational chart

- roles and responsibilities, and ways of working with Implementing Partners and/or Sub-
contractors

- approach to working with Elrha, clarifying key reflection points where Elrha will be
invited to provide technical input, quality assurance and/or decision making

- proposed work plan for delivery of the Services, separated into key milestones and
establishing key dependencies

- description of identified risks and how they will be managed, and clarify any
assumptions made about an output or activity to be delivered.
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7.3. Cost Structure Proposal

Bidders must follow the Cost Structure format set in Schedule 1, submitted as an Excel file
(i.e. it should not be converted to PDF). Please make sure that worksheets are properly
formatted to ensure clear reading when printing.

Inserting additional rows and/or columns to this format is only permitted when and how
indicated, in which case, bidders should ensure any calculations are amended accordingly.

Additional information and/or pricing breakdowns may be added through inserted
worksheets in the same document.

Bidders who submit a Cost Structure Proposal with minor arithmetical errors leading to a
revised Total Cost of +/- 15%, once the errors are corrected, will be given the opportunity
to accept the revised total Cost or withdraw the Proposal.

A Proposal containing major arithmetical errors, or a large number of arithmetical errors
may be rejected on the ground that there is serious doubt about the competence of the
bidder.

e Costing parameters
All quoted costs should be in GBP.
UK-registered bidders shall not include VAT costs in the quoted prices and rates.

Non-UK registered bidders shall include in their quoted prices and rates all taxes they are
subject to in their country of registration.

Costs for Implementing Partners and/or Sub-contractors and/or Vendors should be clearly
defined (please see section 12 for definitions).

Clarifications and/or assumptions related to the proposed costs must be set out in the Cost
Structure Proposal.

Fee-type costs must be clearly differentiated from proposed reimbursable expenses.

7.4. Certificates and assurances

The following documents must be printed in the Bidder’s headed letter, signed and
submitted as part of this Call for Proposals:

o Proposal submission letter, as per Annex 1
o Non-collusive Proposal Certificate, as per Annex 2
o Terms and Conditions acceptance letter, Annex 3

These letters and certificates must be signed by an authorised person.

Unless the submission email is sent by the same person signing the listed letters and
certificates, these must be signed in ink before scanning, or through an e-signature service.

7.5. Organisational information questionnaire

Bidders must complete the questionnaire in Annex 4, which provides information about the
organisational set up, finances, organisational policies, and relevant business activities and
past performance.

Every question in the questionnaire must be answered:

1




- if the question does not apply to your organisation, write N/A, and explain why it
does not apply

- if you do not know the answer, please write N/K.

Questions marked with an asterisk (*) indicate a fail/pass question. Explanations on why
information cannot be provided are acceptable, but blank answers and lack of any
information for any of these questions represents an automatic ineligibility for your
organisation to be awarded the contract.

Please ensure the following documents are attached to the questionnaire (Annex 4):
(i) Copy(ies) of at least one of the following:

a. Your last two most recent audited accounts; or

b. Statements of your turnover, profit & loss account and cash flow of your last two
most recent years of trading/activity (if your accounts are not audited); or

c. A statement of your cash flow forecast for the current year and a bank letter
outlining the current cash and credit position (if a. & b. are not available).

Proposals might not be considered if the documents listed above are not submitted.

7.6. Consortium and Sub-contracting arrangements

Where a Consortium and/or Sub-contracting arrangement is envisaged, their role
and responsibilities must be clearly described as part of the Technical Proposal, and
Cost Structure Proposal.

In addition, Annex 5 must be completed providing detailed information on each
Implementing Partner and/or Sub-contractor.

Definitions concerning Consortium and Sub-contracting arrangements can be found
in section 12 below.

7.7. Supporting documents
Any other additional documentation or information the Bidder wishes to provide can be
added to the submission.

- Technical Proposal

- Cost Structure Proposal

- Certificates and assurances

- Bidder information questionnaire, including requested documents

- Information on Consortium members (if relevant)

- Examples of relevant work and materials produced
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8. ANTICIPATED TIMELINE

Activity Deadline

Call for Proposals issued [21.Jan.2026]
Proposals submission deadline [02.Feb.2026]
Evaluation of Proposals completed (anticipated) [03.Feb.2026]
Communication on contract award (anticipated) [05.Feb.2026]
Due diligence and contracting (anticipated) [05-08.Feb.2026]
Start date of Services delivery (anticipated) [09.Feb.2026]

9. QUESTIONS

9.1. Scope of enquiries

Elrha will only provide clarity on content or items that might not be sufficiently self-
explanatory in this Call for Proposals, but no additional information will be supplied to
potential or actual bidders on individual basis.

Elrha will use best endeavours to provide such explanation as a matter of assistance to the
bidder, but it shall not be construed as to add, modify or take away from the meaning and
intent of the proposed contract and/or the obligations and liabilities of either party.

No representation, explanation or statement made to a bidder, or anyone else by or on behalf,
or purportedly on behalf of Elrha as to the meaning of the procurement documents, or
otherwise in explanation as aforesaid, shall be binding on Elrha in the exercise of its obligations
under a subsequently awarded contract.

Where the enquiry is beneficial to all bidders, both the original enquiry and the response will
be sent to the other bidders anonymously.

9.2. Timeframe

Questions can be submitted up to 3 working days before the submission deadline, to allow
sufficient time to respond to the query.

Once the submission period has been closed, Elrha will not respond to any question or
query.

9.3. Contact information

Queries concerning information or documents required as part of this Call for Proposals
and/or unclear content, can be submitted to Zainab Umar as per the following instructions:

- email address: z.umar@elrha.org, with bidsandproposals@elrha.org in copy
- subject line: QUERY — CfP — HIF Outputs Translations Elrha
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10.  CONTRACT AWARD

At the conclusion of the evaluation process and subject to the provisos contained in these
Call for Proposals, Elrha will decide to whom the Service Contract will be awarded, and the
successful bidder will be expected to enter into a formal agreement.

The acceptance of the Proposal shall be formalised through a Letter of Acceptance signed
and sent by Elrha’s authorised contract signatory. No other purported method of
acceptance, (i.e. telephone call, correspondence from any other Elrha staff) shall be binding
on Elrha.

In addition, any action on the part of the successful Bidder shall be of no contractual effect
and not binding on Elrha without a Letter of Acceptance letter from Elrha being issued to the
Bidder.

Unless otherwise agreed by Elrha and the Bidder, the contract agreement will be in a form
prepared by Elrha.

All documents shall be written in English and the Service Contract subsequently entered into
and its formation, interpretation and performance shall be subject to and in accordance with
the law of England & Wales.

IV: GENERAL INFORMATION
11. CALL FOR PROPOSALS INFORMATION

This Call for Proposals (CfP) is issued to ensure that all received Proposals are given equal
and fair consideration. It is important therefore that bidders provide all information asked
for in the format and order specified in this CfP.

Proposals shall be submitted in accordance with the instructions contained in this ToR, save
as may be allowed elsewhere in the issued document, without alterations or qualifications.

No alteration or addition shall be made by bidders to any part of the CfP except where
expressly allowed herein or in the other issued documents.

III

Proposals that do not comply with any mandatory requirement (i.e., where the words “shal
or “must” are used) will not be considered.

Elrha does not bind itself to accept any Proposal. Elrha reserves the right to accept a
Proposal in part, rather than in full, and Elrha reserves the right and to award a Contract to
more than one bidder.

111.1ssued Documents

As part of the Service Contract to be signed between Elrha and the successful bidder, arising
from Elrha’s written acceptance of Proposal, the following documents referred to in these
ToR might be considered part of the contract:

- Part I Service Description and Part II Requirements and Evaluations of these Terms
of Reference

- Non-collusive Proposal certificate signed by the bidder

- Technical and Cost Structure Proposals submitted by the Bidder and accepted by
Elrha

- Any additional documents and annexes submitted by the Bidder
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11.2. Preparation of Bids

Proposals shall not be subject to any pre-condition or otherwise qualified or accompanied by
statements that might be construed as rendering the Proposal equivocal. Only unconditional
Proposals will be considered. Elrha’s decision as to whether or not a submitted Proposal is in
an acceptable form will be final.

A fully compliant Proposal must be submitted. Where a bidder wishes to submit a modified
or alternative Proposal this must be in addition, and submitted separately, to the compliant
Bid and may or may not be considered by Elrha. Any modified or alternative Proposal must
also be free of qualifications, fully priced and complete.

Bidders must obtain for themselves, at their own responsibility and expense, any additional
information deemed necessary for the preparation of their Proposal. Information supplied to
bidders by Elrha is provided to the best of its acknowledge at the time of issuing these
Terms of Reference. If bidders are uncertain of the accuracy of any information provided,
they are advice to contact Elrha to seek clarification and/or to satisfy themselves by their
own investigations. No responsibility is accepted by Elrha for any loss or damage of
whatever kind or howsoever caused arising from the use by bidders of such information.

12.CONSORTIUM AND SUB-CONTRACTING ARRANGEMENTS

Regarding the delivery modalities under which the Services could be delivered, the following
definitions apply:

A Sub-contractor is defined as an individual or organisation who delivers a portion of the
contract on behalf of the lead service provider, or the other consortium member(s). In
general, the lead organisation should be responsible for at least 50% of the total budget.
Each sub-contractor should be responsible for no more than 20% of the total budget.

For avoidance of doubt, a Vendor is defined as an individual or organisation selling a
particular and specialised service or product, directly necessary for implementing the
Services (e.g. meeting space, translation services, event recording etc.), which is their main
and usual business activity. Under this contract, the Service Provider, its sub-contractors
and/or its implementing partners are required to manage the identified vendors, but they
are not expected to supply such services and goods themselves.

A Consortium, or Partnership, arrangement involves two or more individuals or
organisations working together to deliver a contract. Each consortium will have a lead
service provider (‘Lead”), closely working with one or more other organisations
(‘Implementing Partner(s)). In general, the Lead should be responsible for no less than
30% of the total budget and Implementing Partners should be responsible for no more than
70% of the total budget.

Where a consortium approach is envisaged, the following information must be provided as
part of the application:
1. Details of the proposed consortium arrangement.

2. Details of areas of knowledge or expertise to be provided by members of the
consortium.

3. Percentage of the contract value expected to be managed by each consortium member.
4. The full details for each of the proposed known consortia members, if known.

15




13.CONFIDENTIALITY

All information and documents received by Elrha in response to this CfP shall be treated as
private and confidential, save where the disclosure is required by law.

Bidders shall not:

(@) Release to third parties any information relating to the Proposal that they intend to
submit, other than with professional advisers who need to be consulted with regards
to the preparation of the Proposal.

(b) Canvass directly or indirectly with any other bidder concerning the award of the
contract or directly or indirectly obtain or attempt to obtain information.

(c) Canvass directly or indirectly with a member of Elrha or their trustees concerning the
award of the contract or directly or indirectly obtain or attempt to obtain information
from said individuals.

If a bidder does not observe points a), b) and c) above, Elrha will reject their Proposal and
may decide not to invite the agency to bid for future business opportunities.

14.CONFLICT OF INTEREST

In order to ensure a fair and competitive procurement process, Elrha requires that all actual
or potential conflicts of interest are identified and resolved to Elrha’s satisfaction.

14.1.Conflict of interest in connection to this procurement process

Without limitation and common definition of conflict of interest standing, Elrha may perceive
conflicts of interest to arise in connection to this procurement process where:

(a) the bidder, or their Implementing Partners and/or Sub-contractors, or any person
employed / related to / engaged by / otherwise connected with them, has been within
the last two years engaged or employed by, or otherwise connected with Elrha

(b) the bidder, or their Implementing Partners and/or Sub-contractors, or any person
employed / related to / engaged by / otherwise connected with them has discussed
within the last 12 months matters relevant to this procurement process with Elrha

(c) a bidder, or their Implementing Partners and/or Sub-contractors, propose to provide
services or advice to, or is otherwise connected with, more than one other bidder in
relation to this procurement process.

14.2. Notification

Bidders should notify Elrha in writing of any actual or potential conflict of interest in their
response to this procurement of the Services.

If the Bidder becomes aware of an actual or potential conflict of interest following
submission of their Proposal, it should immediately notify Elrha in writing providing details of
such actual or potential conflict of interest.

Notifications of a perceived, potential or actual conflict of interests must be communicated
to incidentreporting@elrha.org, providing as much information as possible.

14.3. Exclusion on the basis of conflict of interest
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Elrha reserves the right to exclude bidders s from this procurement process should actual or
potential conflicts of interest be found, which confer an unfair competitive advantage on one
or more bidder, or to otherwise undermine a fair and competitive procurement process and,
following consultation with the Bidder, such actual or potential conflicts are not resolved to
the satisfaction of Elrha.

V: ATTACHMENTS

Schedule 1: Cost Structure Proposal

Schedule 2: Technical Proposal

Annex 1: Proposal Submission Letter (Template)

Annex 2: Non-Collusive Proposal Certificate (Template)
Annex 3: Terms And Conditions Acceptance Letter (Template)
Annex 4: Applicant Information Questionnaire

Annex 5: Consortium and Sub-Contracting Information Form
Appendix 1: Elrha Contract Terms & Conditions

Appendix 2: Elrha Incident Prevention and Management Policy
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