
  
 

 
 
 

 

INVITATION TO TENDER FOR 
THE COORDINATION AND PROVISION OF SIMULTANEOUS INTERPRETATION SERVICES  

FOR THE EMCDDA 
 

SPECIFICATIONS 
 

FC.14.DIR.0017.1.0 
 

 
 
 

1. Introduction and Context 
 
The EMCDDA is one of the EU decentralised agencies and was established by Council Regulation 
(EEC) No. 302/93 of 8 February 1993 which was recast in the form of Regulation (EC) No 1920/2006 of 
the European Parliament and of the Council of 12 December 2006.  
 
The EMCDDA is the reference point for drug information in the European Union. Based in Lisbon, its 
role is to provide the EU and its Member States with factual, objective, reliable and comparable 
information concerning drugs, drug addiction and their consequences. More information about the 
agency, its structure and activities can be found on the EMCDDA Web site 
http://www.emcdda.europa.eu. The current address is: EMCDDA, Praça Europa 1, Cais do Sodré, 
1249-289 Lisbon, Portugal. 
 
 

2. Subject  
 
Coordination and Provision of Simultaneous Interpretation Services for the European Monitoring Centre 
for Drugs and Drug Addiction (hereafter referred to as ‘the EMCDDA’). 

  
 

3. Objective and technical specifications  
 

This procurement procedure will result in the conclusion of a framework service contract for the 
coordination and provision of simultaneous interpretation services mainly for the meetings of the 
EMCDDA Management Board, Executive Committee and Budget Committee which require 
interpretation from and into four ’active‘ languages: French, English, German and the language of the 
Chair, currently Portuguese) and into two other ’passive’ official EU languages on a rotation basis, as 
much as possible by protocol order and in principle to cover all of them.  
  
The current Chair of the EMCDDA Management Board, of Portuguese nationality, has been re-elected 
in December 2012 for a three-year term (January 2012 - December 2015).  
 
In accordance with the EMCDDA Regulation, the Management Board of the agency shall hold an 
ordinary meeting at least once a year. The current arrangements of the agency foresee two meetings 
per year, one in the beginning of July and the other in the beginning of December. Each of these 
meetings last a minimum of two half days (taking place in two different days) and reach very often  one 
and a half days. Furthermore, there are meetings of the Executive and Budget Committees of the 
agency held just before the mentioned July and December Management Board meetings. These 
meetings take usually place in the morning of the first day of the Management Board meeting (if this 
one starts in the afternoon), or in the afternoon of the day before the Management Board meeting, if the 
latter starts in the morning.  
 
Further to these statutory meetings, there are other meetings organised by the EMCDDA requiring 
interpretation services. In most of the cases, these meetings are not included in the annual planning of 
the agency and depend on ad hoc requests from the Member States, EU bodies or third parties.  
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Issues related to drugs and drug addiction, as well as to the functioning of the European institutions 
and bodies are the main subject matters of the meetings.  
 
The technical equipment and technical support will be provided by the EMCDDA and do not form part 
of this procurement procedure. 
 
The tenderer’s services addressed by these specifications shall be carried out in strict compliance with 
the national legislation of Portugal and with the European Directives on the matter. 
 

 
4. Participation in the tender 

 
Participation in tendering procedures is open on equal terms to all natural and legal persons coming 
within the scope of the Treaties.  
 
As a rule subcontracting is allowed but proposed subcontractors have to be approved by the EMCDDA. 
Tenderers should indicate in their bids any intended subcontracting, and the proportion of the contract 
they intend to subcontract.  
 
The selection and exclusion criteria are applied not just to the tenderer but also to any subcontractors 
proposed and supporting documentation should be provided accordingly.  
 
Consortia of economic operators are authorised to tender. For the submission of a tender, the 
EMCDDA does not require that consortia of economic operators have a specific legal form, but the 
consortium must specify the person heading the project and must also submit a copy of the document 
authorising this company or person to submit a bid or to sign a contract on behalf of the consortium.  
 

 
5. Duration of the Contract 

 
The framework contract which may result from the present call for tender will have a maximum duration 
of four (4) years as from the date of signature of both contracting parties. 
 
The framework contract will be initially awarded for the duration of 12 months, renewable three (3) 
times for equal periods of 12 months each. 
 
The implementation of the framework contract may not start before the date on which the contract 
enters into force.  
 
In the event of an important modification of the market conditions for reasons independent of the 
service provider or the EMCDDA, each party may notify the other, by registered letter, of its decision to 
put an end to the contract with a minimum delay of three months. 
 
 

6. Volume of the Contract 
 
It is estimated that the maximum value of this framework contract will be EUR 200.000 (excluding VAT) 
over a four-year period. 
 
 

7. Prices 
 
Tenderers shall exclusively base their financial offer on the budget form available as Annex 1. For this 
purpose, tenderers are requested to complete, sign, date and submit Annex 1 available on the 
Procurement Section in the EMCDDA website at the following address:  
http://www.emcdda.europa.eu/about/procurement. 
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Prices submitted must include all costs associated to the supply of the service requested and should 
detail: 
• the individual interpreter’s fees per meeting (1/2 day, 1 day, 1,5 days and 2 days); 
• the estimated cost of the daily allowances for interpreters to be recruited abroad; 
• the cost of the administrative organisation (management and handling) per meeting; 
• other costs if any. 

 

In case of interpreters to be recruited abroad, the EMCDDA will cover the respective travel costs, by 
means of reimbursing the travel tickets – plane or train – as long as booked in economy class and 
shortest way (the following documents will be required for reimbursement purpose: invoice or proof of 
payment, travel tickets and boarding passes). With a view to reduce costs, tenderers are required to 
book the travel tickets as soon as possible and not more than 10 working days after the signature by 
the EMCDDA of the order form requiring the service; 
 
Prices must be quoted in EURO, using, whenever it is necessary, the conversion rates published in the 
C series of the Official Journal of the European Union on the day when the notice of invitation to tender 
was published or when the invitation to tender was sent out, in case no notice was published. 
 
Prices must be fixed amounts and will not be subject to revision. 
 
Prices must be quoted free of all duties and taxes (including VAT), as the EMCDDA is exempt from 
such charges under articles 3 and 4 of the Protocol on the privileges and Immunities of the European 
Communities. The amount of the applicable VAT should be shown separately. 
 
Costs incurred in preparing and submitting tenders are borne by the tenderers and cannot be 
reimbursed. 

 
 

Failure to submit a duly completed and signed budget form may entail rejection of the tender. 
 

 
 

8. Payment Modalities 
 

Payments will be made according to the provision of the draft framework contract available as Annex 2 
on the Procurement Section in the EMCDDA website at the following address: 
http://www.emcdda.europa.eu/about/procurement. 
 
Essential elements which will have to be included in the invoices: code of the order form; number of 
interpreters; fee by interpreter; daily allowances by interpreter; travel expenses; organisation fee. The 
EMCDDA reserves its right to modify these elements according to its needs, with a notice period of one 
month. 
 
The EMCDDA commits itself to pay the sums due pursuant to the contract within a maximum of 30 
calendar days, as from the date of approval of the invoice at the EMCDDA. 
 
The EMCDDA will not accept invoices relating to services provided more than six months before the 
corresponding invoicing, except for requests for payment introduced beyond this time period for internal 
reasons of the EMCDDA. The payment will be, however, carried out only when the file concerned is 
completely in order. 

 
 

9. Draft Contract  
 

In drawing up her/his tender, the tenderer should bear in mind the provisions of the draft framework 
contract available as Annex 2 on the Procurement Section in the EMCDDA website at the following 
address: http://www.emcdda.europa.eu/about/procurement. 
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Submission of a tender will imply acceptance, by the tenderer, of the provisions of the said contract, 
including its annexes, in all matters not governed by this invitation to tender, and waive of the 
tenderer’s own terms of business. 
 
The accomplishment of a tendering procedure imposes no obligation on the EMCDDA to award the 
contract. The EMCDDA shall not be liable for any compensation with respect to tenderers whose 
tenders have not been accepted. Nor shall it be so liable if it decides not to award the contract. 
 

 
10. Exclusion Criteria 

 
Candidates or tenderers shall be excluded from participation in this procurement procedure if: 
 

a) They are bankrupt or being wound up, are having their affairs administered by the courts, have 
entered into an arrangement with creditors, have suspended business activities, are the subject of 
proceedings concerning those matters, or are in any analogous situation arising from a similar 
procedure provided for in national legislation or regulations; 

b) They have been convicted of an offence concerning their professional conduct by a judgment which 
has the force of res judicata; 

c) They have been guilty of grave professional misconduct proven by any means which the EMCDDA 
can justify; 

d) They have not fulfilled obligations relating to the payment of social security contributions or the 
payment of taxes in accordance with the legal provisions of the country in which they are 
established or with those of the country seat of the EMCDDA or those of the country where the 
contract is to be performed; 

e) They have been the subject of a judgment which has the force of res judicata for fraud, corruption, 
involvement in a criminal organisation or any other illegal activity detrimental to the Community’s 
financial interests; 

f) They have been the subject of the administrative penalty for being guilty of misrepresentation in 
supplying the information required by the contracting authority as a condition of participation in the 
procurement procedure or failing to supply an information, or being declared to be in serious breach 
of her/his obligation under contract covered by the Union budget. 

 
In order to state that the tenderer is not in one of the above mentioned exclusion situations, the 
tenderers are requested to submit with the tender the Declaration on Honour available as Annex 3 on 
the Procurement Section in the EMCDDA website at the following address: 
http://www.emcdda.europa.eu/about/procurement. 

 
Bids that do not contain such a declaration on honour will not be taken into consideration for the 
evaluation. 
 

Only the winner of this procurement operation, before signing the contract, within 2 weeks of the 
date of mailing of the letter informing them of the award of the contract, must provide the below 
documents as evidence confirming the declaration referred to above.  
 

§ 1. The EMCDDA will regard the presentation of a recent extract from the judicial record or, in the 
absence thereof, of a recent, equivalent document issued by a legal or administrative authority in the 
country of origin or of provenance allowing it to be inferred that these requirements are satisfied, as 
sufficient proof that the tenderer does not fall into one of the cases referred to in subparagraphs a), b) 
or e) above.  
 
§ 2. The EMCDDA will regard the presentation of a certificate issued by the competent authority of the 
State in question as sufficient proof that the tenderer does not fall into the situation referred to in 
subparagraph d) above. When such a document or certificate is not issued by the country in question, it 
may be replaced by a sworn statement or, in the absence thereof, by a solemn statement on the part of 
the interested party before a legal or administrative authority, a notary public or a qualified professional 
body in the country of origin or of provenance. 
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§ 3. The EMCDDA will regard the presentation of a declaration on honour already provided with the 
tender as sufficient proof that tenderer does not fall into the situations referred to in subparagraphs c) 
and f) above. 
 
Under the terms of the national legislation of the country where the tenderer is established, the 
documents listed in § 1 and 2 above relate to bodies corporate and to individuals, including, if 
appropriate and provided the EMCDDA deem this to be necessary, the directors of the company or any 
person with powers of representation, decision or control regarding the tenderer. 
 
Contracts may not be awarded to tenderers who, during the procurement procedure, are guilty of 
misrepresentation in supplying the information required by the EMCDDA as a condition of participation 
in the contract or fail to supply this information.  

 
 

11. Selection Criteria 
 

11.1. Economic and financial capacity   
 

To proof their financial and economic capacity, tenderers are requested to submit the following 
documents:  

 

a) The Financial capacity form (Annex 4) available on the EMCDDA web site at the following 
address: http://www.emcdda.europa.eu/about/procurement for the last two financial years, one form 
for each year, duly completed with data for which accounts have been closed, where publication of 
the balance sheet is required under the company law of the country in which the tenderer is 
established.  
 

b)  Statement of overall turnover and turnover related to services during the last two financial years. 
 

11.2. Technical and professional capacity 
 

The technical and professional capacity shall be evaluated and verified in accordance with the following 
elements:  

 
Professional capacity: Tenderers must be experts in simultaneous interpretation or working 
interpreters with a large experience to build teams of qualified interpreters capable to cover the 
requested languages and terminology. Tenderers are to be accredited to a recognised international 
standard AIIC. In this regard the bid should include information on: 

 

a) organisation chart of the entity and CV of the legal representatives (European format) 
b) proof of the tenderer membership to the AIIC or equivalent; 
c) number of interpretation services provided in the last three years, with reference if were public or 

private organisations, relevant to this call for tender. 
 

Technical capacity of the interpreters: Interpreters must have the necessary training, qualifications 
and experience to provide the required service. Tenderers are to provide evidence that at least 80% of 
the interpreters proposed to deliver the required services are members of the AIIC or equivalent 
recognised organisations representing the conference interpreting profession. In this regard the bid 
should include information on: 

 

a) list and CV of the interpreters (European format) indicating: 
 

o Number of days of work as interpreter provided at meetings or conferences with a clearly 
identifiable international component (including national parliaments, ministries and embassies, 
as well as regional or provincial authorities); 

o Languages covered; 
o Current address. 

 

b) proof of the membership to the AIIC or equivalent recognised organisations representing the 
conference interpreting profession. 
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The information requested by the EMCDDA as proof of the financial, economic, technical and 
professional capacity of the tenderers may not go beyond the subject of the contract and shall take 
account of the legitimate interests of the economic operators as regards in particular the protection of 
the firm’s technical and business secrets. 

 
 

12. Award Criteria 
 

The contract will be awarded applying the following award criteria to determine the tender which offers 
the best value for money: 

 

Qualitative Award criteria Weighting 

Qualitative criteria # 1: Quality of the tenderer in terms of ability to coordinate and 
provide a team of interpreters capable to carry out simultaneous interpretation 
services in the requested languages, including mechanism proposed for coping with 
urgent requests and replacement of interpreters 

20 % 

Qualitative criteria # 2: Quality and effectiveness of the team proposed in terms of  
number of interpreters by language and availability of native speakers per language 

30 % 

Qualitative criteria # 3: Number of interpreters with more than 250 days of work as 
interpreter provided at meetings or conferences with a clearly identifiable international 
component (including national parliaments, ministries and embassies, as well as 
regional or provincial authorities 

40% 

Qualitative criteria # 4: Number of interpreters with experience in working with drug 
and drug related, and European institutional, terminology. 

10 % 

  
and 

 

Price 

 
 

The qualitative criteria will be evaluated by awarding points for each criterion, from a minimum score of 
1 to a maximum score of 100, applying the weighting percentage described in the table above.  
 
Tenders which do not reach a minimum of 60 points will be excluded.   
 
For each offer, an index price will be calculated according with the following formula: 

 
Price of the offer * 100 

Offer with the lowest price 
 

The global score of each offer will be calculated according with the following formula: 
 

Total number of points for the qualitative criteria * 100 
      Price index  
 

The contract will be awarded to the proposal which obtains the highest global score. 
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13. Identification of the Tenderer 
     

The tenderer’s identity and legal status will be clearly identified according to the legal entity form. The 
tenderer is requested to submit with the tender a Legal Entity Form duly filled in and signed. The 
tenderer is also requested to submit with the tender the Financial Identification Form duly filled in and 
signed. Both forms can be downloaded in the following link: 
http://www.emcdda.europa.eu/about/procurement  
 
Tenders from consortium of firms or groups of service providers, contractors or suppliers must specify 
the role, qualifications and experience of each member or group. 

 
 

14. Validity of the Offer 
 
The tenderer will be bound by her/his offer during 9 months following the deadline for submission of 
tenders. 

 
15. Information and Documents to be submitted with the Tender 
 

• Signed cover letter indicating the name and position of the person authorized to sign the contract; 
• Annex 1 – Budget form (point 7 above) 
• Annex 3 – Declaration of honour on exclusion (point 10 above) 
• Annex 4 – Financial capacity forms related to the selection criteria – financial and economic 

capacity (point 11.1 above) 
• All documents related to the selection criteria – technical and professional capacity (point 11.2 

above) 
• Legal Entity Form and respective annexes (point 13 above)  
• Financial identification form and respective annexes if applicable (point 13 above) 
• All information and documents deemed necessary by the tenderer. 

 
 
16. Information to Tenderers  
 

Tenderers will be informed in writing whether or not their tender has been accepted. 
      
 

17. Contacts 
 

Any contact between the tenderer and the EMCDDA staff is forbidden during the tendering process.  
 
By way of exception, the EMCDDA may decide to provide, additional information with the sole objective 
of explaining the nature of the procurement operation. Such additional information may be requested 
exclusively in writing, at the latest five calendar days before the deadline for submission of the bids, to 
the following e-mail: info.procurement@emcdda.europa.eu at the attention of Ms Vivianne Rodriguez. 
Please indicate the reference of the contract code FC.14.DIR.0017.1.0 in all correspondence.  
 
Requests for information shall be published in the procurement section of the EMCDDA website as 
soon as possible after the date of reception of the request. 

 
 

18. Data Protection 
  

If the follow up to the tenderer’s reply to the invitation to tender requires the recording and processing 
of personal data (such as name, address, CV), these data will be processed pursuant to Regulation 
(EC) nº 45/2001 on the protection of individuals with regard to the processing of personal data by the 
Community institutions and bodies and on the free movement of such data. Unless indicated otherwise, 
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the tenderer’s replies to questions and any personal data requested are necessary for the performance, 
management, follow up and monitoring of the concerned EMCDDA’s procurement and contract 
procedures and will be processed solely for that purpose by the Head of the Administration unit of the 
EMCDDA acting as Data Controller. The tenderer  may, upon request, obtain the communication of 
her/his personal data and have it modified, rectified, corrected, or deleted, as required. Should the 
tenderer have any queries concerning the processing of her/his personal data, she/he is kindly 
requested to address them to the Data Controller. The tenderer may also contact the EMCDDA ‘s Data 
Protection Officer (dpo@emcdda.europa.eu) for any questions relating to the processing of these data. 
The tenderer has the right to recourse to the European Data Protection Supervisor. 
 
Details concerning the processing of your personal data are available on the Privacy Statement at 
http://www.emcdda.europa.eu/about/procurement. 
 
 

19. Procedure for Appeal 
 
General Court of the European Union 
The court responsible for hearing appeal procedures is the General Court of the European Union: 
 
General Court of the European Union 
Rue du Fort Niedergrünewald 
L-2925 Luxembourg 
Tel.: (352) 4303-1 
Fax: (352) 4303 2100 
E-mail: Generalcourt.Registry@curia.europa.eu  
URL: http://curia.europa.eu 
The time limit to lodge an appeal is within two months of notification on non-award. 

 
 
European Ombudsman 
As a redress mechanism alternative to the General Court of the European Union, the European 
Ombudsman investigates complaints about maladministration in the institutions and bodies of the 
European Union. 
  
The European Ombudsman 
1 Avenue du Président Robert Schuman 
CS 30403 
FR - 67001 Strasbourg Cedex 
Tel. +33 (0)3 88 17 23 13 
Fax +33 (0)3 88 17 90 62 
E-mail: eo@ombudsman.europa.eu  
URL: http://www.ombudsman.europa.eu/ 
 
 

20. Annexes 
 
Annex 1 - Budget form 
Annex 2 - Draft contract  
Annex 3 - Declaration of honour  
Annex 4 - Financial capacity form 

 


