
 

 

 

 
 

CALL FOR TENDERS No. 2017 ETUI 02. Interpreting 
 
 

TENDER SPECIFICATIONS FOR INTERPRETING 

 
 
1. Launch date: 23 January 2017 
 
 
2. Purpose of the contract 
 
The European Trade Union Institute (ETUI) regularly organises conferences and training 
courses. Intended to cultivate debate on trade union training issues for European trade union 
educational purposes, these cover both research in fields that are relevant to the labour 
movement and occupational health and safety matters. Each year, the ETUI organises almost 
260 seminars and conferences throughout Europe. These transnational events are aimed at 
fostering better-informed discussions and exchanges about topical issues. This means that 
accurate, high-quality interpreting is absolutely essential. 
 
Therefore, the ETUI is launching a call for tenders, aimed at professional interpreters, for 
interpreting from and into the following languages: English, French, German, Spanish, Italian, 
Dutch, Swedish, Portuguese, Danish, Finnish, Greek, Irish, Czech, Hungarian, Polish, Slovak, 
Bulgarian, Estonian, Latvian, Lithuanian, Maltese, Romanian, Slovene, Turkish and Croatian. 
 
 
3. Skills required 
 

The interpreters must provide excellent interpreting skills, a high level of service and be familiar 
with trade union, political and economic language. Their areas of specialisation must include the 
following: occupational health and safety; labour law; worker representation; collective 
bargaining; industrial restructuring and relocation; implementation of European directives; 
social dialogue; quality of work; the financialisation of the economy; and the issue of flexicurity. 
 
 
4. Selection criteria 
 

The contract will be awarded to the tenderers whose tender represents the best value for money, 
with due attention being paid to specific criteria that are relevant to the nature of the contract. 
The ETUI undertakes to respect the principles of transparency and non-discrimination, with a 
view to avoiding any conflict of interest. 
 
 
 



5. Contents and presentation of the tender 
 

The tender, which shall be submitted in English or French, shall consist of the following 
components: 

 Covering letter: tender application 

 Annex 1: Basic information about the tender and tenderer 

 Annex 2: Declaration of honour 

 Annex 3: Resource plan (for freelances : CV) 

 Annex 4: Quality plan  (for freelances : CV) 

 Annex 5: Price list 

 Other information you feel may support your tender 
 

5.1.  Complete and sign Annex 1 and Annex 2.  
 
5.2.  Provide us with your proposal along with details of your ability to perform the services 

we require as detailed in items 2 and 3. You should at least include the following: 
 

o your resource plan (as Annex 3); 

o your quality plan (as Annex 4) along with an indication of your ability to provide 
complete and accurate translations, adhering to strict deadlines; 

o your proven experience of successfully fulfilling contracts of a similar scope. 

 

5.3.  Complete the price list in Annex 5 with the itemised prices you plan to charge 
(including VAT and other taxes and fees). 

 

5.4.  Other information 
 

The information required by these Tender Specifications should not be regarded as 
exhaustive. In this context, the tenderer shall include any other information that might 
legitimately support the tender. 

 
 

6. Inspection 
 

The tenderer agrees to any inspections and/or audits that the European Commission, as part of 
any project, might wish to carry out pursuant to the financial regulations in force at the 
Commission, subject to the same conditions that apply to the direct beneficiaries of the relevant 
financial agreement with the Commission. 
 
 

7. Type of contract and duration 
 
The ETUI plans to award separate contracts for specific assignments ordered during the period 
from April 2017 to March 2018.  
 
The contract period may be extended after a positive evaluation no more than twice, with each 
extension applying for a maximum of twelve (12) months. The contracts issued for such 
extensions shall be issued under the same terms and conditions as the initial contract, including 
the price. In any case, this extension does not imply any amendment to or deferral of existing 
obligations. 
 
In accordance with its needs, the ETUI shall draw up multiple contracts with multiple 
interpretation companies or freelance interpreters, ensuring that there is a sufficient number of 
such companies or interpreters who satisfy the selection criteria or a sufficient number of 
admissible tenders which meet the award criteria. 



 
Contracts concluded with the interpreter will comprise the following details: 

1. the languages involved (whether actively or passively) in the meeting and the target 
language into which the interpreter will be asked to provide simultaneous and/or 
consecutive interpreting; 

2. the conference date and venue; 

3. details and conditions of payment; 

4. in annex to the contract, a list of the other interpreters and the name of the person 
responsible for coordination of the interpreters; 

5. as the case may be, other technical details required for the smooth execution of the relevant 
service level agreements. 

 
In case no local interpreters are available for interpreting services, the ETUI will cover travel 
and accommodation expenses for the conferences and seminars in accordance with the ETUI 
Travel Policy.  The interpreters will need to arrange their own insurance.  

 
 

8. Contract implementation 
 

As a result of this tender, the ETUI will draw up an award-decision ranking of successful 
tenderers will be invited to perform the relevant services. 

The award selection does not confer on the successful tenderer any exclusive right to provide the 
services specified in these Tender Specifications, nor does it impose any obligation on the ETUI 
to request such services. 

 
9. Contract price / invoicing 
 
The contractor(s) shall accept responsibility for any legal obligations entailed by the contract 
and is(/are) required to submit in his/her(/their) country of origin the requisite tax statements 
relating to the services supplied. 
 
Value added tax, where applicable, shall be shown separately on all invoices as a net extra 
charge. All other taxes, levies and expenses shall be borne by the contractor and shall not be 
included in the relevant invoices. 

 
 

10. Jurisdiction 
 
The Brussels courts shall have sole jurisdiction for any litigation relating to this contract, which 
shall be governed by Belgian law. 
 
 
 


