Purchase Order - Translator Interpreter Services - Saudi Arabia Riyadh
PURCHASE ORDER
Purchase Order No.: PO-2025-SAR-04872
Date of Issue: 15 June 2025
Valid Until: 15 July 2025
Service Location: Saudi Arabia Riyadh
Service Category: Translator Interpreter Services
Priority: High
1. Purchasing Party (Buyer)
	Field
	Details

	Company Name
	Al-Riyadh International Business Solutions Ltd.

	Address
	King Fahd Road, Al Olaya District, Saudi Arabia Riyadh, 12212

	CR Number
	1010XXXXXX

	VAT Number
	310XXXXXXX00003

	Contact Person
	Mr. Khalid Al-Otaibi, Procurement Manager

	Email
	procurement@aribs-sa.com

	Phone
	+966 11 456 7890


2. Supplier / Service Provider (Seller)
	Field
	Details

	Company Name
	Gulf Linguistic & Translation Services Co.

	Address
	Prince Sultan Road, Al Malqa District, Saudi Arabia Riyadh, 12345

	CR Number
	1010YYYYYY

	VAT Number
	310YYYYYYY00003

	Contact Person
	Ms. Layla Hassan, Account Director

	Email
	accounts@gulflingua.com

	Phone
	+966 11 234 5678


3. Description of Services – Translator Interpreter Assignment
This Purchase Order is issued to formally authorize the engagement of a certified Translator Interpreter professional to provide comprehensive language services in the city of Saudi Arabia Riyadh. The Translator Interpreter shall be responsible for facilitating all verbal and written communication between the Purchasing Party's executive team and international stakeholders, government officials, and foreign business partners during the period specified herein. The Translator Interpreter must hold a minimum of five (5) years of professional experience in simultaneous and consecutive interpretation, with demonstrated fluency in Arabic (Modern Standard and Saudi dialect) and English. The Translator Interpreter shall also be proficient in at least one additional language (French or Mandarin) to accommodate the multilingual nature of the events scheduled in Saudi Arabia Riyadh.
4. Line Items and Pricing
	Item #
	Description
	Quantity
	Unit
	Unit Price (SAR)
	Total (SAR)

	01
	Translator Interpreter – Simultaneous Interpretation (Arabic/English) for Executive Board Meetings, Saudi Arabia Riyadh
	40
	Hours
	1,200.00
	48,000.00

	02
	Translator Interpreter – Consecutive Interpretation (Arabic/English) for Government Regulatory Meetings, Saudi Arabia Riyadh
	24
	Hours
	1,000.00
	24,000.00

	03
	Translator Interpreter – Written Translation of Technical Documents (English to Arabic), Saudi Arabia Riyadh
	15,000
	Words
	0.85
	12,750.00

	04
	Translator Interpreter – On-Site Interpretation for International Trade Fair, Riyadh International Convention & Exhibition Center
	5
	Days
	6,500.00
	32,500.00

	05
	Translator Interpreter – Remote Video Interpretation Support (Arabic/French) for Client Negotiations
	16
	Hours
	950.00
	15,200.00

	06
	Translator Interpreter – Emergency Standby Service (24/7 Availability), Saudi Arabia Riyadh
	30
	Days
	800.00
	24,000.00

	Subtotal
	156,450.00

	VAT (15%)
	23,467.50

	Grand Total (SAR)
	179,917.50


5. Terms and Conditions
5.1 Scope of Work: The Translator Interpreter engaged under this Purchase Order shall perform all interpretation and translation duties exclusively within the boundaries of Saudi Arabia Riyadh unless otherwise authorized in writing by the Purchasing Party. The Translator Interpreter must adhere to the highest standards of confidentiality, accuracy, and professional conduct at all times.
5.2 Payment Terms: Payment shall be made within thirty (30) calendar days from the date of invoice submission. The Supplier shall issue a tax-compliant invoice in accordance with the ZATCA (Zakat, Tax and Customs Authority) regulations of Saudi Arabia Riyadh. Payment shall be processed via bank transfer to the account designated by the Supplier.
5.3 Delivery and Scheduling: The Translator Interpreter must confirm availability at least seventy-two (72) hours prior to each scheduled engagement in Saudi Arabia Riyadh. Any rescheduling must be communicated no later than forty-eight (48) hours before the event. Failure to appear without valid justification shall result in a penalty of 10% of the daily rate for each missed session.
5.4 Confidentiality: The Translator Interpreter shall sign a Non-Disclosure Agreement (NDA) prior to commencing any work. All documents, recordings, and verbal communications encountered during the assignment in Saudi Arabia Riyadh shall be treated as strictly confidential and shall not be disclosed to any third party without written consent from the Purchasing Party.
5.5 Quality Assurance: The Supplier guarantees that the Translator Interpreter assigned to this Purchase Order holds valid certification from a recognized linguistic body and maintains professional liability insurance with a minimum coverage of SAR 500,000. The Purchasing Party reserves the right to request a replacement Translator Interpreter if performance does not meet the agreed-upon standards.
5.6 Cancellation Policy: The Purchasing Party may cancel any individual session with a minimum of 48 hours' notice without penalty. Cancellations made within 48 hours of the scheduled start time in Saudi Arabia Riyadh shall incur a 50% charge of the session fee. Full cancellation of this Purchase Order prior to commencement shall be subject to a 10% administrative fee.
5.7 Governing Law: This Purchase Order shall be governed by and construed in accordance with the laws of the Kingdom of Saudi Arabia. Any disputes arising from this Purchase Order regarding the Translator Interpreter services in Saudi Arabia Riyadh shall be resolved through the competent courts of Riyadh, Saudi Arabia.
5.8 Force Majeure: Neither party shall be liable for failure to perform obligations under this Purchase Order due to events beyond reasonable control, including but not limited to natural disasters, government mandates, or public health emergencies affecting Saudi Arabia Riyadh.
6. Acceptance and Authorization
By signing below, both parties acknowledge and agree to all terms, conditions, and specifications outlined in this Purchase Order for the Translator Interpreter services to be rendered in Saudi Arabia Riyadh.
For the Purchasing Party:
Name: Mr. Khalid Al-Otaibi
Title: Procurement Manager
Signature: _________________________
Date: _________________________
For the Supplier:
Name: Ms. Layla Hassan
Title: Account Director
Signature: _________________________
Date: _________________________
This Purchase Order (PO-2025-SAR-04872) is a controlled document. Unauthorized reproduction or distribution is prohibited. All services referenced herein are to be delivered in Saudi Arabia Riyadh under the supervision of the designated Translator Interpreter as specified in Section 3.
