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Form 1 
Methodology
Please elaborate your methodology on the points below, and feel free to add other methodological topics if you see relevant.
· A brief description and general approach to delivering services
· Quality assurance mechanisms for written, consecutive and simultaneous translation, including attention to details, punctuality, etc 
· Quality assurance mechanisms for proofreading
· Replacement strategy for unavailable translators/proofreaders
· Translation equipment provision plan (specify availability of equipment on hand or rented)  
· Discretion and confidentiality of received information from the project, especially for sensitive issues 
Translator Capacity Form
	Requirement
	Bidder Response

	Maximum number of pages that can be translated per working day (8 hours) per translator
	Add text

	Maximum number of pages that can be translated per working day (8 hours) by the company (including all its available capacities)
	Add text

	Minimum time required for Helvetas to submit requests to the company for translation of documents
	Add text

	Minimum time required for Helvetas to submit requests to the company for translators
	Add text

	Minimum time required for Helvetas to submit requests to the company for translation equipment
	Add text

	Maximum number of translation equipment sets that the company can provide simultaneously in a single day for different locations
	Add text



Proofreading Capacity Form
	Requirement
	Bidder Response

	Maximum number of pages that can be proofread per working day (8 hours) per proof-reader
	Add text

	Maximum number of pages that can be proofread per working day (8 hours) by the company (including all its available capacities)
	Add text

	Minimum time required for Helvetas to submit requests to the company for proofreading of documents
	Add text
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