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Terms and conditions with specifications for the provision of simultaneous interpretation 
services  
 

Event:     MLA Negotiation Conference (website) 

Organiser:    Ministry of Foreign Affairs of the Republic of Slovenia 

Contact person for interpretation:
  

Jana Zidar Forte, jana.zidar-forte@gov.si 
+386 1 478 6773 

Date:     
 
15 to 26 May 2023 
 

Location of the event:  
  

 
Union Hotel, Union Hall,  
Miklošičeva cesta 1, Ljubljana, Slovenia 
 

 
Languages of the event:  

 
English, French, Spanish (6 interpreters) 

 
Interpretation equipment: 

Three mobile interpreting booths (ISO EN ISO 
4043:2016) for two interpreters, located in the meeting 
room, interpreting consoles (EN ISO 20109:2016), 
monitors for talking head 

 
 

1. Terms and conditions 

 

- The participating interpreters shall work into their mother tongue (A). 

- The participating interpreters shall have the appropriate training and professional 

qualifications, demonstrated by relevant documents or certificates (accreditation by the 

UN/EU institutions, membership of the international association AIIC or similar). 

- The participating interpreters shall have at least 3 years of experience working at multilingual 

events at the highest level (EU institutions, UN agencies: ILO, FAO, etc.), demonstrated by 

relevant documents or reference letters. 

- The interpreting services shall be provided by the same team of six interpreters throughout 

the event. 

- Upon submitting the tender, the tenderer shall commit to undertake the services in 

accordance with the highest international professional standards quality and ethics, including 

the principle of confidentiality and non-disclosure of information to which the tenderer and 

the participating interpreters may have access when providing the interpreting services. 

- In the application stage, the tenderer shall provide a signed declaration guaranteeing that 

the participating interpreters will meet the required terms and conditions; the selected 

tenderer shall provide the names of the participating interpreters and the required 
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- documents (CVs, certificates, letters of reference) demonstrating compliance with the above 

terms and conditions by 1 March 2023 at the latest. 

 

2. Selection criteria 

- Lowest price of the offer (3. A+B+C) 

 

3. Elements of the offer (please indicate the amounts excl. VAT and incl. VAT, clearly stating the 

VAT level) 

 

A Interpreting services 

- Daily rate per interpreter (11 working days from 15 to 26 May 2023, from 10.00 to 18.00, 

lunch from 13.00 to 15.00) 

- Possible overtime per interpreter (maximum 2 hours per day from 24 to 26 May 2023 ) 

B Fees and allowances 
- Allowance per day off per interpreter (Sunday 21 May 2023) 

- Travel allowance per interpreter (arrival 14 May 2023 and departure 27 May 2023) 

- Fee for the streaming of interpretation (first day of the conference 15 May 2023) 

- Fee for recording the interpretation for the purposes minute-taking (a statement of consent 

is provided by the contracting authority prior to the event) 

- Daily subsistence allowance 

C Administrative costs 
- Preparation of the offer, ensuring the provision of the entire interpreting team and possible 

replacements in case of force majeure and other costs. 

 

4. Obligations of the contracting authority 

 

- The contracting authority shall appoint a contact person (liaison officer for interpretation) to 

provide support in the run-up to the event and during the event at the venue. 

- The contracting authority shall send the agenda and materials, including the texts of the 

draft MLA Convention in all working languages, before the event to the e-mail address of the 

contact person of the tenderer. 

- The contracting authority shall provide any revised version of the documents in electronic 

and/or printed form (depending on the agreement with the interpreting team). 

- The contracting authority shall provide the participating interpreters with accommodation 

including breakfast near the venue, and water, coffee and lunch at the conference venue. 

- The contracting authority shall reimburse travel costs up to 600 EUR/interpreter for air 

tickets (economy class) or other forms of transport to the venue; copies of payment/invoice 

must be attached to the invoice 

  



 

 

5. Cancellation terms  

 

- If the contracting authority cancels the interpretation services by 15 February 2023, the 

contracting authority shall pay 25% of the administrative and interpretation costs to the 

tenderer (3 A + C). 

- If the contracting authority cancels the interpretation services by 15 March 2023, the 

contracting authority shall pay 50% of the administrative and interpretation costs to the 

tenderer (3 A + C). 

- If the Contracting authority cancels the interpretation service as of 16 March 2023, the 

contracting authority shall pay 100% of the administrative and interpretation costs to the 

tenderer (3 A + C). 

- If any member of the interpreting team is unable to provide services after 1 March 2023 

(when their names are communicated to the contracting authority), the tenderer shall be 

obliged to find a suitable replacement in accordance with the above terms and conditions 

and inform the contracting authority thereof without delay. 

 

 

 


