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Transcription Services for one-on-one interviews
The HSRC requires the services of a company to provide transcription of +/-30 interviews.  We hereby invite companies that have provided similar services for the past 2 years to apply.
The duration of interviews to be transcribed will vary between 60 and 90 minutes. Many of the interviews are conducted in person, but several are conducted via Zoom.
Although interviews will be conducted in English, all interviewees hail from the African continent.   As a result, accents will come into play and the transcriber must make every effort to transcribe these interviews accurately and not list them as ‘inaudible’ unless the quality of the audio is poor.
Transcriptions to be executed as per the instruction guide – attached. 
Audio files will be sent using secure cloud-based file transfer services, One Drive.
The work must be completed within 7 working days after receipt.
The supplier must:
· provide the transcription in a word document using the instruction guide provided
· A log sheet must be maintained by the supplier, clearly indicating receipt of audio files, duration, 
· ensure translations and the transcripts are quality checked.  Any errors detected will be returned for correction at no additional charge to the HSRC
For quotation purposes, the supplier must provide a rate of transcription per minute of audio recording, bearing in mind about 30 interviews will be conducted. 
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For any enquiries please contact Mavis on: cmashego@hsrc.ac.za --012 302 2180

Please note that all proposals must be submitted electronically on: cmashego@hsrc.ac.za
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