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27/10/2022 

Request for quotation (RFQ) – goods or services 

RFQ Title: Translation and Simultaneous Interpretation Services for AATL 

RFQ Issue Date: 27/10/2022 

Terms of Reference / 
Specifications: 

The Goods and/or Services to be delivered are detailed in the attached 
Schedule 

Project Australia Awards Timor-Leste 

The Company Palladium Unipessoal Lda 

Closing Date and Time 5pm, 7/11/2022 

Contact Person Joaninha Coimbra  

Details for Submission 
All submission must be sent via email to Joaninha Coimbra email: 
Joaninha.Coimbra@thepalladiumgroup.com  

Thank you for your interest in the above procurement. As managing contractor for the Australia Awards 

Timor-Leste the Company invites you to submit a quote for the Goods or Services listed below. Your quote 

will be valid for the Validity Period. 

Please forward your quote in accordance with the Details for Submission above by the Closing Date and 

Time. 

I look forward to your response. If you have any queries, please do not hesitate to contact me on our office 

line +6703322624 or by e-mail tomi.zaini@thepalladiumgroup.com. 

Yours sincerely, 

Tomi Zaini 

Finance & Operations Manager AATL 

  

mailto:Joaninha.Coimbra@thepalladiumgroup.com
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Terms and conditions 

1. Quote Conditions 
By submitting a quote, potential suppliers are bound by these terms 
and conditions. Potential suppliers must submit offers with all details 
provided in English and with prices quoted in a single currency.  
 
2. Quote Lodgement  
The Company may grant extensions to the Closing Time at its 
discretion. The Company will not consider any quotes received after 
the Closing Time specified in the RFQ unless the Company 
determines to do so otherwise at its sole discretion.  
 
3. Evaluation 
The Company may review all quotes to confirm compliance with this 
RFQ and to determine the best quote in the circumstances. 
 
4. Alterations  
The Company may decline to consider a quote in which there are 
alterations, erasures, illegibility, ambiguity or incomplete details.  
 
5. The Company’s Rights   
The Company may, at its discretion, discontinue the RFQ; decline 
to accept any quote; terminate, extend or vary its selection process; 
decline to issue any contract; seek information or negotiate with any 
potential supplier that has not been invited to submit a Quote; satisfy 
its requirement separately from the RFQ process; terminate 
negotiations at any time and commence negotiations with any other 
potential supplier; evaluate quotes as the Company sees 
appropriate (including with reference to information provided by the 
prospective supplier or from a third party); and negotiate with any 
one or more potential suppliers. 
 
6. Amendments and Queries  
The Company may amend, or clarify any aspect of the RFQ prior to 
the RFQ Closing Time by issuing an amendment to the RFQ in the 
same manner as the original RFQ was distributed. Such 
amendments or clarifications will, as far as is practicable be issued 
simultaneously to all parties.  
Any queries regarding this RFQ should be directed to the Contact 
Person identified on the cover page of this RFQ. 
 
7. Clarification  
The Company may, at any time prior to execution of a contract, seek 
clarification or additional information from, and enter into 
discussions and negotiations with, any or all potential suppliers in 
relation to their quotes. In doing so, the Company will not allow any 
potential supplier to substantially tailor or amend their quote.  
 
8. Confidentiality  
In their quote, potential suppliers must identify any aspects of their 
quote that they consider should be kept confidential, with reasons. 
Potential suppliers should note that the Company will only agree to 
treat information as confidential in cases that it considers 
appropriate. In the absence of such an agreement, potential 
suppliers acknowledge that the Company has the right to disclose 
the information contained in their quote.  
The potential supplier acknowledges that in the course of this RFQ, 
it may become acquainted with or have access to the Company’s 
Confidential Information (including the existence and terms of this 
RFQ and the TOR). It agrees to maintain the confidence of the 
Confidential Information and to prevent its unauthorised disclosure 
to any other person. If the potential supplier is required to disclose 
Confidential Information due to a relevant law or legal proceedings, 
it will provide reasonable notice of such disclosure to the Company. 
The parties agree that this obligation applies during the RFQ and 
after the completion of the process. 
 
9. Alternatives  
Potential suppliers may submit quotes for alternative methods of 
addressing the Company’s requirement described in the RFQ where 
the option to do so was stated in the RFQ or agreed in writing with 
the Company prior to the RFQ Closing Time. Potential suppliers are 
responsible for providing a sufficient level of detail about the 
alternative solution to enable its evaluation.  
 
10. Reference Material  
If the RFQ references any other materials including, but not limited 
to, reports, plans, drawings, samples or other reference material, the 
potential supplier is responsible for obtaining the referenced material 
and considering it in framing their quote. And provide it to the 
Company upon request. 
 

11. Price Basis 
Prices quoted must be provided as a fixed maximum price and show 
the tax exclusive price, the tax component and the tax inclusive 
price.  
The contract price, which must include any and all taxes, supplier 
charges and costs, will be the maximum price payable by the 
Company for the Goods and/or Services. 
 
12. Financial information  
If requested by the Company, potential suppliers must be able to 
demonstrate their financial stability and ability to remain viable as a 
provider of the Goods and/or Services over the term of any 
agreement.  
If requested by the Company, the potential supplier must promptly 
provide the Company with such information or documentation as the 
Company reasonably requires in order to evaluate the potential 
supplier’s financial stability.  
 
13. Referees  
The Company reserves the right to contact the potential supplier’s 
referees, or any other person, directly and without notifying the 
potential supplier.  
 
14. Conflict of interest  
Potential suppliers must notify the Company immediately if any 
actual, potential or perceived conflict of interest arises (a perceived 
conflict of interest is one in which a reasonable person would think 
that the person’s judgement and/or actions are likely to be 
compromised, whether due to a financial or personal interest 
(including those of family members) in the procurement or the 
Company).  
 
15. Inconsistencies  
If there is inconsistency between any of the parts of the RFQ the 
following order of precedence shall apply:  

(a) these Terms and Conditions; 
(b) the first page of this RFQ; and 
(c) the Schedule 

so that the provision in the higher ranked document will prevail to 
the extent of the inconsistency.  
 
16. Collusion and Unlawful Inducements  
Potential suppliers and their officers, employees, agents and 
advisors must not engage in any collusive, anti-competitive conduct 
or any other similar conduct with any other potential supplier or 
person or quote any unlawful inducements in relation to their quote 
or the RFQ process.  
Potential suppliers must disclose where quotes have been compiled 
with the assistance of current or former the Company employees 
(within the previous 9 months and who was substantially involved in 
the design, preparation, appraisal, review, and or daily management 
of this activity) and should note that this may exclude their quote 
from consideration.  
Potential suppliers warrant that they have not provided or offered 
any payment, gift, item, hospitality or any other benefit to the 
Company, its employees, consultants, agents, subcontractors (or 
any other person involved in the decision-making process relating to 
this RFQ) which could give arise to a perception of bribery or 
corruption in relation to the RFQ or any other dealings between the 
parties. 
 
17. Jurisdiction 

This Agreement shall be subject to the laws of the Jurisdiction. 
The Supplier and the Company will use their best efforts to settle 
amicably any dispute, controversy, or claim arising out of, or relating 
to this Agreement or the breach, termination, or invalidity thereof. 
If no agreeable settlement can be found, any dispute, controversy, 
or claim arising out of or relating to this Agreement or the breach, 
termination, or invalidity thereof, shall be settled by arbitration in 
accordance with the UNCITRAL Arbitration Rules in effect on the 
date of this Agreement. The appointing authority shall be the 
Secretary-General of the Permanent Court of Arbitration. The 
Parties will be bound by any arbitration award rendered as a result 
of such arbitration as the final adjudication of any such dispute. 
The place of arbitration shall be the headquarters location of 
Company at the time the claim is filed and the language of the 
arbitration will be English. The relevant laws shall be the laws of the 
Jurisdiction. 
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Schedule - Terms of Reference 

Term of Reference for Translation and 
Simultaneous Interpretation Services 
for AATL 

 

RFQ Title : Translation and Simultaneous Interpretation Services for AATL 

Beneficiary : Various participants and stakeholders engaged to Australia Awards Timor-Leste  

Delivery Date : November 2022 – November 2023 

Program  : Australia Awards Timor-Leste 
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1. Introduction  

The Australia Awards Timor-Leste (AATL) is a program funded by Australian government though The 

Department of Foreign Affairs and Trade (DFAT). Australia Awards scholarship program is offered for 

Timorese to undertake tertiary study in Australia since 2000. The awards support long-term education in 

Australia at Bachelor, Masters, and Doctoral levels, targeting priority human resource and development needs 

in Timor-Leste as aligned with the priorities of the Australian development program. Australia Awards 

Scholarships (AAS) are prestigious international awards offered by the Australian Government to the next 

generation of global leaders for development. Through study and research, recipients develop the skills and 

knowledge to drive change and help build enduring people-to-people links with Australia. 

The AATL adopt the End of Program Outcomes (EOPOs) of the DFAT Global AA Strategy 2021-2024 that 

support development and build partnerships and networks of influence. These EOPOs are that ‘Alumni use 

their skills, knowledge and networks to contribute to sustainable development’ and that ‘Alumni contribute to 

cooperation between Australia and partner countries’. The current AATL program is managed by Palladium 

International on behalf of the Australian Government. 

2. Objective (s) 

AATL is required from time to time to provide translation and simultaneous interpretation services to translate 

from English to Tetun and from Tetun to English for documents and events held by the program on behalf of 

the Department of Foreign Affairs and Trade (DFAT) or/and the Timor-Leste Australia Alumni Association 

(TL3A) or other third parties. 

The topics for translation and or interpretation can be technical in various sector including and not limited to 

education, engineering, health, and cross cutting themes including gender equality disability and social 

inclusion.  

The required service will be on task order basis and cover a 12-month period which will be provided upon 

request. The Supplier will be required to provide translation services and / or simultaneous interpretation 

services. 

3. Service Required: 

1. The translation services required:  

 Documents: reports, briefing documents (include Microsoft Word, Excel, PowerPoint), training 

materials, materials for events (meetings, conferences, workshops, launches, promotional 

fliers/advertisement, video script, etc)  

 Services: translation or proofreading translation (only) 

 Duration of service: minimum 1 day and up to 1 week, subject on the project requirements; with at 

times urgent delivery  

 Quality: translated materials should be high quality and must be rendered “publication ready”, 

meaning that the translation complies with formatting conventions specified by AATL team and is 

devoid of typo, spelling, and grammatical mistakes. The translation must also be written in clear, 

correct, and readable language and maintain the same level of terminological and style consistency.  

 Delivery: send by email in raw material (include Microsoft Word, Excel, PowerPoint) 

 Reporting: submission of deliverables and invoice 

 

2. The simultaneous / consecutive interpretations services required: 

 Events: seminar, training, workshops, short courses, meeting, etc  

 Duration of service: minimum 1 hour and up to 5 days; depending on the project requirements. 

standard for simultaneous translation - 1 translator maximum 60 minutes interpretation session 

coordinated with a second translator. 
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 Equipment: provide equipment for simultaneous translation – kit (headset with device) per day for up 

to 50 participants (for workshop/conference) 

 Event preparations: including co-ordinate with the event organiser and the speaker(s) approach and 

arrangements; including quality assurance feedback loop; set up and test (including battery) prior to 

event 

 Quality: the simultaneous / consecutive interpretation services must be clear and articulate 

communication; check in for active listening; responsive to feedback. Professional presentation. 

 Location: most events will be in Dili. If outside Dili municipality, AATL will arrange and directly cover 

transportation, accommodation and per diem allowance in accordance with AATL standard rates  

 Reporting: delivery of service and invoice. 

4. Blanket Purchase Agreement 

Once the provider is selected, AATL will issue a blanket purchase agreement which will have a detail agreed 

price list for every service type. When AATL required the service, we will issue task order for the particular 

task(s) chosen from the list on Blanket Purchase Agreement. When the service requirement is identified by 

AATL, within at least 3 working days prior to commencement of service delivery:  

1. AATL to provide scope of service request for the service detailing type of service, date of delivery and 

other relevant information.  

2. Supplier to confirm pricing and availability to complete; to respond on the same day or advise they are 

not able to deliver  

3. ATLL will review and issue a task Order to the supplier which will be reviewed and signed by both 

parties.   

4. During the service delivery, when translation deliverables is provided, ALL will provide review and 

comments when necessary. Supplier will make revisions based on feedback.  

5. On completion, the Supplier to submit final deliverables, timesheet (where required) and invoice for 

approval and payment.  

5. Documents required  

The interested supplier (consultant, organisation or company) is required to provide the following documents: 

1. A technical proposal comprised of: 

- Consultant, company/organization profile  

- Experience of similar assignments in Timor-Leste 

- Resources available and quality: academic qualifications, relevant experience, competencies, and 

knowledge of nominated personnel; equipment available 

- Approach to quality assurance, proofreading and/or interpretation, managing timelines and urgent 

requests and capacity to deliver 

- Brief CVs of the team 

 

2. A pricing proposal in USD comprised of: 

- Price list for translation services  

- Price list for simultaneous / consecutive interpretations services 

In addition, the following documentation is required to be submitted: 

- Tax Indication Number (TIN), for individuals 

- Tax Registration Certificate for Timor-Leste or elsewhere 

- Business Registration Certificate for Timor-Leste or elsewhere 

- Personal identification 

- Any Certifications or licences held for Timor-Leste standards  
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Palladium will assess each submission based on Selection Panel Report, and will be based on compliance 
with this Request for Quotation (RFQ), ability to meet the requirement as specified and overall value for 
money using the following criteria: 

 How you propose to provide the Goods/Services specified in this RFQ. 

 Demonstrated ability to manage/deliver the Goods/Services in terms of: 

 The range and quality of Goods/services offered; 

 Understanding of the requirement, ability to meet deadlines, implementation methodology and 

project management processes; 

 Proven subject matter expertise; 

 Past relevant performance (including goods/service delivery, performance management and 

assurance), and 

 Expertise of particular individual(s) and subcontractors nominated to perform or provide the 

Goods/Services. 

 The fee to be charged for providing the Goods/Services.  

If your quote is successful, you will be required to enter into the Company’s standard contract for the types of 

goods or services being provided. In the provision of the Goods and Services, you will be required to comply 

with the Company’s policies, including (without limitation) its Business Partner Code of Conduct and any 

relevant Project Manual. Potential suppliers must also comply with the Company’s Business Partner Code of 

Conduct in the submission of any quotes pursuant to this RFQ. 

If you are bidding as part of a joint venture, partnership or similar, please make this clear in your submission. 

Likewise, if you propose to subcontract any part of the goods or services provision, then disclose this fact 

within your submission. The Company may require additional information from you and approval for 

subcontracting will not be automatic as subcontractors will be subject to Palladium’s Due Diligence process. 


