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Annex 1 - Copyediting and Design service request (NRC-120786/NRC-120782) 

 
TERMS OF REFERENCE 

 
NAME:    Copyediting and Graphic design service request  
DEPARTMENT:  Media and Advocacy  
DUTY STATION:  Beirut 
PR:42604 

  

 
1. BACKGROUND 
 

The Norwegian Refugee Council (NRC) is a non-governmental, humanitarian organization with 60 
years of experience in helping to create a safer and more dignified life for conflict affected persons. 
NRC advocates for the rights of conflict affected populations and offers assistance with shelter, 
education, emergency food security, information, counselling and legal assistance (ICLA) GBV and 
water, sanitation and hygiene (WASH). In Lebanon, NRC has operations in the Bekaa valley, South, 
and North providing WASH, Shelter, ICLA, Education and CMC activities to conflict affected 
populations. 

2. OBJECTIVES 
 
The main objectives for the consultancy 

 Copyediting. Carry out copy-editing of the final draft text provided by the report author, 
ensuring accuracy, consistency and readability of message, charts, figures, graphs and other 
report components. It is estimated that the report will be 25,000 words.  

 Design. Design a shelter impact evaluation report (around 25,000 words) report for printing 
and electronic distribution: 

o Improve and edit art-work, photos, charts and other graphic elements; 
o Text layout, preferably using InDesign 
o Create small infographics of the illustration present in the document 
o Follow NRC brand guidelines that will be provided after selection 

 

 
3. PROGRESS PLAN 
 
Progress plan with milestones and delivery dates 
 

Delivery dates: Milestones: 

Two weeks  Draft copyedited report 

Three weeks  Final draft of text 

Five weeks  Draft report layout 

Six Weeks   Second and final draft of shelter report 

 
 
4. ADDITIONAL INFORMATION 
 

 Copy-edited text to be delivered to the report author and supervisor in Microsoft Word in 
tracked changes version and clean version;  

 The consultant may be required to be in contact liaise with the report author, members of 
the NRC Shelter and Advocacy teams at NRC Beirut to resolve any questions relating to 
report copy or content.  

 Consultant need to license all graphics and illustrations used in the project to NRC.  

 Preferably using Adobe InDesign and Adobe Illustrator.  

 All products are in English 



NRC-105991 

 

5. SUBMISSION GUILDINES 
 

For interested bidders “RFQ” documents must be requested by sending a letter of interest 
mentioning the title of the consultancy, company details and contact person to the E-mail address 
below otherwise submitted bids will not be considered:  lb.procurement@nrc.no  
Same as mentioned in the RFQ, Documents Comprising the Bid, bidders should submit proposals 
(both technical and financial) as follows:   
 

A. Administrative Part: 

 Filled, signed and stamped RFQ that contains your priced offer in page 5. 

 Annex 2 -Suppliers Ethical Standards Declaration form signed 

 For Lebanese firms, Company registration and VAT, if applicable. 

 For Non Lebanese firms, business trading license. 

 IDs or Passport Copies of the authorized people that can sign on behalf of the company. This 
is mandatory for the Background Check 

B. Technical Part: 

 Detailed company portfolio. 

 Examples of Quality of Work:  Three examples of previous relevant work (Graphic Design and 
copyediting), preferably for protection or humanitarian agencies working for the Syria 
response crisis. 

 Experience/Qualifications of the Graphic Design and copy editing Professional: Provide CV or 
resume of each individual who will be assigned to provide the services. 

 

 Indicative work-plan for completing the deliverable in the specific timeframe mentioned in 
the para 3 of the TOR. 

C. Financial Part: 

 An itemized breakdown of activity expenses. 
Total Cost with all-inclusive price that will be incurred for delivering the needed service 
 
 

6. ENQUIRIES 
 
All enquiries regarding this service request shall be directed to lb.procurement@nrc.no. 
The Norwegian Refugee Council will respond in writing to any request for clarification before the 
deadline for clarification of bids. The Norwegian Refugee Council shall forward copies of its response 
to all Bidders who have acquired the Bidding Document, including a description of the inquiry but 
without identifying its source. 
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