
 

 

 

 

Terms of Reference for editing of 2021 Housing Finance in Africa Yearbook 
profiles and back-up writing of profiles 

 

Approved Budget R2300.00 per edited profile 

Maximum of R10 000.00 per back up country profile write up 

Timeframes 12 August to 4 October 2021 

 

Project overview and context 

 

The Centre for Affordable Housing Finance in Africa (CAHF) is a not-for-profit company with a vision 

for an enabled affordable housing finance system in countries throughout Africa, where 

governments, business, and advocates work together to provide a wide range of housing options 

accessible to all. CAHF’s mission is to make Africa’s housing finance markets work, with special 

attention on access to housing finance for the poor. We pursue this mission through the 

dissemination of research and market intelligence, supporting cross-sector collaborations and a 

market-based approach. The overall goal of our work is to see an increase of investment in affordable 

housing and housing finance throughout Africa: more players and better products, with a specific 

focus on the poor. 

 

For the past eleven years, CAHF has produced a Yearbook on Housing Finance in Africa which 

provides updated country profiles on the housing finance sector in Africa. CAHF appoints (mostly) in-

country consultants to research and write the 55 country profiles. Each country profile follows a set 

structure linked to a detailed Terms of Reference (ToR) and is between 3 600 and 4 000 words 

including references, footnotes and text boxes.  

 

The 55 country profiles need to be edited to ensure compliance with the structure and questions 

posed for each section provided in the Terms of Reference (ToR). In addition, editing should also 
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focus on overall readability, tone, clarity, coherence, gaps in content and fact-checking. To assist with 

compliance with grammar and referencing issues CAHF has developed a comprehensive Style Sheet 

(which were supplied and discussed with profile authors). Importantly country profiles are to be 

checked against previous years’ profiles (2020 and 2019 specifically) to ensure that work has not been 

plagiarised or merely updated.  Any concerns as to the writing style or content are to be immediately 

raised with the CAHF editor, Ms Susan Carey. 

 

While some internal editing capacity exists, external editors are needed to provide additional editing 

capacity for approximately 45 country profiles. Profiles are to be delivered in English and French and 

will be allocated according to editors’ language preference as well as country / regional knowledge. 

In addition to the ToR and Style Sheets, editors will be provided with examples of good profiles so 

that comparisons can be made. 

 

Scope of work 

1. Participation in a webinar 

 In order to ensure understanding of the requirements of the editing contract as well as CAHFs 

 methodology for understanding housing markets in a country, all editors will be required to 

 attend a compulsory hour long Webinar session on Wednesday 11 August 2021.  

2. Two rounds of editing per profile  

• The first edit is the most time consuming as it is here that we require you to do 

background  reading on the country (including reviewing the 2019 and 2020 

country profiles), fact  checking, content gaps, questions of clarity, tone and 

general coherence. The initial profile edit should take approximately 3-4 hours and 

should be turned around promptly, ideally within 3-4 days. Edited profiles should be 

returned to the CAHF Editor along with a brief  summary of main concerns and 

author requirements. At no point will editors and authors directly engage – it will all 

be done through the CAHF editor. All comments from editors are to be done as 

comments in the word format. 

• The second round edit is to ensure that the country profile writers have dealt with all 

the issues raised in the first edit and that you are satisfied that all these issues have 

been dealt with adequately. This final edit should take approximately 2 hours. If it is 

apparent that they have not responded to editorial queries, we will expect you to 

return them to CAHF with concerns raised and for the CAHF editor to send it back to 

the author. Again we require a short turnaround time of between 3 -4 days.  The bulk 
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of the editing should be complete by the end of September / early October. We have 

however allowed the extra time in October in the contract in case we have any 

serious issues and some profiles need additional editing or complete rewriting.   

 

3. Final country profiles 

Publishable, coherent final country profiles delivered to the CAHF editor. 

 

Timeframes and Profile Allocation 

The first draft country profiles are due on 30 August 2021. YB authors may also ask for an extension 

and as such the editing process needs to be carefully managed in terms of when the profiles come in, 

the state they come in and the editors’ language preference, knowledge, country preference and 

capacity.  

 

When the first draft is delivered by the author, the CAHF YB editor will do an initial check to see if the 

profile meets the ToR structure and word count requirements. If not, the CAHF editor will respond to 

the author asking them to urgently attend to any immediate issues.  

 

The first-round of editing will primarily take place after 30 August, in the weeks 1 – 15 September. 

During this period you will be contacted by the CAHF editor to assess your capacity and preference. 

It is expected that you will be able to edit approximately 5 country profiles, but will be delivered in a 

staggered approach so that an editor is never sitting with more than one profile in the initial phase of 

editing. As indicated previously, a quick turnaround is necessary particularly in this initial editing 

phase. Once edited the draft profiles are to be returned to the CAHF editor with concerns raised. The 

CAHF editor will engage with the author regarding comments based on the editors’ comments. 

 

Country profile writers will then be required to rework the profiles in terms of the edited comments 

and will be required to respond to all comments posed by editors explaining how each issue has been 

dealt with or explaining why it could not be changed. They will be given approximately one week to 

make the changes. The final draft profiles with responses to edited comments need to be submitted 

to CAHF by 21 September (although some profiles may be returned before this date, and some after).  

 

During the final week of September CAHF will then return the updated profiles back to the editors 

for the second round / final edit (unless some authors are quick in which case this will be sooner). At 

this point editors will get the second profiles as soon as they are delivered and as such may not be 
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staggered. The second edit is only to see that all comments have been dealt with adequately and that 

the profile reads well and should take less time. If the editor is still not happy the author will be 

contacted to deal with the outstanding issues. Once the author has done so the editor then needs to 

do the final approval / editing. If the editor is not entirely happy with the final version, authors may 

have fees reduced and editors will be asked to finalise profiles to a publishable form. This additional 

work to complete the profile will be paid for, usually through the amount deducted from the authors’ 

fee. 

 

Back up Country Profile write ups 

If authors do not deliver a draft country profile by 7 September, CAHF has the right to reallocate the 

write-up of these profiles. Editors will be selected to undertake these write-ups according to their 

capacity. Also if a poor first draft is delivered and the author cannot proceed or is not willing to put in 

the work required to adequately complete the draft profile, CAHF may reallocate the finishing of the 

country profile to an editor. These will need to be publishable and meet all the section requirements, 

and will also be allocated for editing.  

 

Payment terms and invoicing 

The consultant undertakes to submit the editing deliverables of this agreement for R2300.00 per 

profile (Two thousand three hundred rand only) excluding VAT and minus PAYE tax where 

applicable.  Payment will be made to the consultant only on completion of the editing on all of the 

profiles allocated and not on a profile by profile basis. The R2300 payment for each profile is for all 

editing services attached to that profile (including 1st and 2nd edits and any other (limited) additional 

editing). 

 

Back up profile write ups will be allocated at a maximum of R10 000.00 per profile (Ten Thousand 

Rand) for a complete profile write up. Total payment to be made to the consultant is subject to the 

extent to which the profiles meet publishable requirements. If a draft profile needs only to be 

completed, then this payment term will be negotiated with the editor in accordance to the scale of 

payment made to the original author (depending on the condition of the profile this could be at 75%, 

50% or 25% of the R10 000 profile allocation). If the profile needs to be written from scratch, the total 

amount of R10 000 is payable. The back up profiles will also be edited and authors will be expected to 

respond to editor’s comments and queries. 
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Please quote the project code 105/HFY001/FSDA/AF when invoicing for this work. Payment will be 

made upon submission and approval of all of the assigned profiles. A sample invoice will be sent so 

that all invoicing requirements are met. 

 

 


