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TERMS OF REFERENCE (ToR)
Short Term - Consultancy Services for Translation of Project Documents from Arabic to English
Project Information
Project Title: NDCI AFRICA /2022/439-484
Assignment Title: Translation of School Feeding and Financial Supporting Documents from Arabic to English
Contract Type: Individual Consultant 
Duty Station: Save the Children Sudan Office (with access to organizational SharePoint)
Duration: Three (3) Months (subject to extension if required)
Reporting To: Audit Team

1. Background
Save the Children Sudan implemented the project NDCI AFRICA /2022/439-484, which included school-based interventions across five states in Sudan. During the implementation period of approximately nine months, around 90 schools regularly submitted supporting documents related to project activities, expenditures, and advance clearances.
Each month, participating schools submitted a wide range of supporting documentation in Arabic, including but not limited to:
· Invoices
· Agreements and contracts
· Acknowledgement and receipt forms
· Payment vouchers
· Attendance sheets
· Procurement-related documents
· Delivery notes
· Financial supporting documentation
· School-level reports and records
· Bank and payment documents
· Any other documents supporting project expenditures and activities
As part of project closure, audit, expenditure verification, donor reporting, and evaluation requirements, these documents must be translated into English to facilitate review by auditors, evaluators, and donor representatives.
The estimated volume of documentation exceeds 9,000 individual documents, representing a significant translation effort requiring dedicated resources and systematic document management.

2. Purpose of the Assignment
The purpose of this assignment is to provide high-quality, accurate, and timely translation of project documentation from Arabic to English and establish a structured electronic filing system to support audit, review, reporting, and evaluation processes.
The consultant will work closely with Save the Children staff and will be provided controlled access to organizational systems, including SharePoint, to enable efficient receipt, translation, filing, and management of translated documents.

3. Objectives
The specific objectives of the assignment are to:
· Translate project-related documents from Arabic into English.
· Ensure consistency and accuracy of financial, contractual, and programmatic terminology.
· Establish and maintain a structured filing system within Save the Children's SharePoint environment.
· Organize translated documents in a manner that supports easy retrieval during audits and evaluations.
· Ensure all translated documents are uploaded and archived according to agreed filing protocols.
· Support project closure and audit readiness activities.

4. Scope of Work
The consultant will be responsible for the following activities:
Translation Services
· Review and translate approximately 9,000 project documents from Arabic into English.
· Translate financial, operational, procurement, contractual, and administrative documents.
· Ensure that all figures, dates, references, names, and technical terminology are accurately translated.
· Maintain the context and original meaning of each document without alteration.
Document Management
· Create and maintain a dedicated folder structure within Save the Children's SharePoint environment.
· Develop a logical filing structure by: 
· State
· School
· Month
· Transaction reference
· Document type (where applicable)
· Upload translated documents to the designated SharePoint folders.
· Ensure translated documents are linked to the corresponding original Arabic versions whenever possible.
· Maintain a tracking log of documents received, translated, reviewed, and uploaded.
Quality Assurance
· Conduct self-review and quality checks prior to submission.
· Correct translation errors identified during review processes.
· Ensure consistency of translation terminology throughout the assignment.
· Maintain a glossary of frequently used project and financial terms.



Coordination
· Coordinate regularly with the Audit Team.
· Participate in periodic progress review meetings.
· Provide updates on translation progress, challenges, and completion rates.

5. Deliverables
The consultant shall provide the following deliverables:
Deliverable 1: Inception Phase
· Inception meeting completed.
· Proposed workplan submitted.
Deliverable 2: Translation Outputs
· Translation of all assigned Arabic documents into English.
· Translation files uploaded to SharePoint.
· Original and translated documents appropriately organized.
Deliverable 3: Tracking and Reporting
· Updated translation tracker maintained throughout the assignment.
· Bi-weekly progress reports submitted.
Deliverable 4: Final Submission
· All assigned documents translated.
· All files uploaded and organized within SharePoint.
· Final translation tracker submitted.
· Handover report completed.

6. Expected Outputs
At the completion of the assignment:
· Approximately 9,000 Arabic documents translated into English.
· All translated documents uploaded to SharePoint.
· Complete and searchable filing structure established.
· Translation tracker finalized.
· Audit-ready repository available for review by auditors, evaluators, and project teams.

7. Required Qualifications and Experience
The consultant or consulting firm should possess:
Education
· Bachelor's degree in Translation, English Language, Linguistics, Business Administration, Finance, Law, or other relevant discipline.

Professional Experience
· Minimum five (5) years of professional Arabic-English translation experience.
· Demonstrated experience translating financial, contractual, procurement, and administrative documents.
· Experience supporting NGOs, international organizations, donor-funded projects, or audit assignments.
· Experience handling high-volume translation assignments.
· Experience working with electronic document management systems and SharePoint is highly desirable.
Technical Competencies
· Excellent written Arabic and English skills.
· Strong understanding of financial and audit terminology.
· Proficiency in Microsoft Office applications.
· Ability to work within SharePoint and cloud-based filing systems.
· Strong organizational and document management skills.

8. Confidentiality and Data Protection
The consultant will be granted access to sensitive organizational and project documentation and shall therefore:
· Treat all documents and information as strictly confidential.
· Not copy, share, distribute, or disclose any information to third parties.
· Use project documents solely for the purposes of this assignment.
· Comply with Save the Children's data protection, safeguarding, and information security requirements.
· Return or permanently delete any locally stored project documents upon completion of the assignment.
Prior to commencement, the selected consultant may be required to sign confidentiality and data protection agreements.

9. Performance Standards
The consultant will be assessed against the following criteria:
· Accuracy and completeness of translations.
· Timeliness of deliverables.
· Quality of SharePoint document organization.
· Compliance with filing protocols.
· Responsiveness to feedback.
· Ability to meet agreed productivity targets.
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	Our Vision is a world in which every child attains the right to survival, protection, development and participation.
Our Mission is to inspire breakthroughs in the way the world treats children and to achieve immediate and lasting change in their lives.
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