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1. INTRODUCTION

These Specifications are an integral part of the documents drawn up for the invitation to tender. The documents relating to the invitation to tender comprise:

· Letter of Invitation to Tender;

· Specifications and the Annexes thereto;
· Draft Main and Secondary Contracts; 
· Legal entity form and financial identification form; and
· Models of order forms used by participating institutions/bodies.

These Specifications are supplemented by the following annexes, which are an integral part thereof:

Annex I: 
Price offer
Annex II:
Information sheet on translator/reviser

Annex III: 
Computer and telecommunication equipment questionnaire
Annex IV:
Instructions for the revision test

Annex V:
Revision test
Annex VI: 
Declaration on the tenderer’s honour concerning the exclusion criteria and absence of conflict of interest
Annex VII: 
Information sheet concerning consortia of economic operators
Annex VIII: 
Declaration concerning subcontractors

Annex IX: 
Specific instructions applicable to the participating institutions/bodies’ translation assignments
Annex X:
Standard quality assessment form

Annex XI: 
Standard technical verification form
Annex XII: 
Details of the invoice (European Parliament)
Annex XIII: 
Environmental policy
Annex XIV: Label to be affixed to the outer and inner envelopes when a tender is dispatched
Annex XV: 
Checklist of the documents to be provided in support of the tender
PART I – GENERAL INFORMATION
2. SUBJECT OF THE CONTRACT

In accordance with the provisions of Council Regulation (EU, Euratom) No 966/2012 of the European Parliament and of the Council of 25 October 2012 on the financial rules applicable to the general budget of the European Union
, the European Parliament acting on its own behalf and on behalf of the European Court of Auditors, of the Committee of the Regions and of the European Economic and Social Committee (hereinafter participating institutions/bodies) has decided to issue this invitation to tender for the supply of services consisting in the translation into Finnish of documents relating to the interests and activities of the European Union.
3. DESCRIPTION, PURPOSE AND ESTIMATED VOLUME OF THE CONTRACT
The Contractor will be required to provide translation services into Finnish.
This call for tender does not cover the systematic and full translation of the verbatim reports of the proceedings of the plenary part-sessions of the European Parliament. The European Parliament reserves the right to organise separate calls for tender for the translation of such documents if necessary.

The Contractor must be capable of translating from the following obligatory source languages:

· English,
· French,

· German,

· Spanish and

· Italian.

The inability to translate from one or more of the abovementioned languages will result in rejection of the tender without the tenderer being entitled to claim any financial compensation.
In addition to the above-mentioned obligatory languages, the tenderer may also offer translation services from the following official languages of the European Union:

· Bulgarian,

· Croatian,

· Czech,

· Danish,

· Dutch,

· Estonian,

· Greek,

· Hungarian,

· Latvian,

· Lithuanian,

· Polish,

· Portuguese,

· Romanian,

· Slovak,

· Slovene and

· Swedish.

The capacity to translate from the optional languages will be evaluated at the award phase and points for their coverage will be awarded as specified in point 30.1 of these Specifications.

For the attribution of the points, the Polish language has double the weighting of any other optional language.

Optional languages which the tenderer demonstrates in the tender to cover will be included in the contract to be signed and thereby become obligatory source languages.

Texts sent for translation may be drafted in one single source language or composed of any number of source languages indicated in the contract between the Contracting Authority and the Contractor (obligatory languages and optional languages the Contractor has proved he or she can cover).

For texts or parts of texts in a source language not covered by the contract, a relay version in English, French or German will be provided.

The Contracting Authority intends to conclude one main framework contract, as well as one to three secondary framework contracts. Nevertheless, if only one contract can be awarded, the Contracting Authority may decide not to award any contract at all. Regardless of the decision taken in this situation, the Contracting Authority may decide to relaunch the call for tender under the same terms and conditions either immediately or at the expiry of the validity of the contract.
The contract´s duration is one year, renewed tacitly on an annual basis, but its maximum duration may not exceed four years. Performance of the contract shall not begin until the contract is signed. Any renewal of the contract shall take place in accordance with the terms laid down in the contract.

The total maximum volume of the contract is 107 700 standard pages, distributed among the participating institutions/bodies as follows:
· For the European Parliament – 86 700 standard pages
· For the European Court of Auditors – 1 000 standard pages

· For the European Economic and Social Committee – 12 000 standard pages
· For the Committee of the Regions – 8 000 standard pages
4. Participation in the tender procedure

Participation in this procurement procedure is open on the same terms to all natural or legal persons and public entities in a European Union Member State and to all natural and legal persons and public entities in any third country which has concluded a specific public‑procurement agreement with the European Union giving them access to the contract which is the subject of this invitation to tender on the terms laid down in that agreement.

The contract is also open to nationals of the states which have ratified the Plurilateral Agreement on Government Procurement within the World Trade Organisation, on the terms laid down in that agreement.

If a potential tenderer is not eligible pursuant to the aforementioned agreements, they may exceptionally be permitted by the Contracting Authority to participate in the tender procedure on an ad hoc basis, without this creating any precedent or obligation for the future. Although the tender documents may be sent on request to a tenderer not covered by these agreements, this does not presuppose that tenders submitted will subsequently be accepted by the Contracting Authority.
To enable the eligibility of tenderers to be ascertained, they must indicate in their tenders the country in which they have their registered office or in which they are domiciled. They must also submit the evidence required under their national law or other equivalent proof enabling the Contracting Authority to check their origin.
5. CONSORTIA OF ECONOMIC OPERATORS 
Consortia of economic operators may submit tenders. If the tender is submitted by a consortium of economic operators, Annex VII must be completed and included with the tender. The Contracting Authority reserves the right to require the consortium selected to have a given legal form if this is necessary for the proper performance of the contract. This requirement may be communicated by the Contracting Authority at any time during the contract award procedure, but at all events before the contract is signed.

The consortium of economic operators shall provide proof of its legal form by the time the contract – if awarded to it – is signed. This legal form may be one of the following:

· an entity with legal personality recognised by a Member State;

· an entity without legal personality but offering sufficient protection of the Contracting Authority’s contractual interests (depending on the Member State concerned, this may be, for example, a consortium or a temporary partnership);

· the signing by all the partners of a ‘power of attorney’ or equivalent document confirming a form of cooperation.

The consortium’s status shall be established by any document or agreement signed by the members of the consortium, which shall be appended to the tender.

Such documents or agreements may exceptionally be modified and/or submitted after the time limit for submission of the tender, but under no circumstances after the outcome of the invitation to tender has been communicated to the tenderer concerned. The Contracting Authority reserves the right to reject a tender if the terms of agreement among the members of a consortium are modified during the procedure, if those terms make no provision for the joint and several liability of the consortium’s members or if no agreement with legal force has been submitted with the tender.

The Contracting Authority may accept other legal forms not referred to above, provided that they ensure the parties’ joint and several liability and are compatible with the performance of the contract. At all events, it should be noted that, in the contract to be signed with the consortium, the Contracting Authority will refer expressly to the existence of such joint and several liability. In addition, it reserves the right to require, contractually, the appointment of an authorised representative who can represent the members and who is empowered, inter alia, to issue invoices on behalf of the other members.

Tenders from consortia of economic operators must specify the role, qualifications and experience of each of the members of the consortium. The tender shall be submitted jointly by the economic operators, who shall also assume joint and several liability for the tender submission.

In the case of a consortium of economic operators, each member shall furnish proof of compliance with the exclusion criteria and proof of status and legal capacity (see point 29.1). With regard to the selection criteria, the Contracting Authority may rely on the capacity of the other members of the consortium in order to establish whether the tenderer will have the resources needed to perform the contract. In this case an undertaking shall be required from those members stating that they will make available to the other members the resources needed to perform the contract.

6. SUBCONTRACTING

Subcontracting is permitted.

If the tenderer uses subcontractors, Annex VIII must be completed and included with the tender. Freelance translators/revisers performing translation on behalf of the contractor are considered as subcontractors. However, individual freelance translators/revisers are not obliged to fill out Annex VIII but must fill out Annex II.
The tender shall give details, as far as possible, of that part of the contract which the tenderer proposes to subcontract and the identity of the subcontractors. During the contract award procedure or performance of the contract the Contracting Authority reserves the right to require the tenderer to supply information about the financial, economic, technical and professional capacity of the proposed subcontractor(s). Likewise, the Contracting Authority may demand the proof required to establish whether the subcontractors comply with the relevant exclusion criteria. Tenderers are hereby informed that proposed subcontractors may not be in one of the situations described in Articles 106, 107 and 109 of the Financial Regulation, which are grounds for exclusion from participation in a contract issued by the European Union.

The Contracting Authority is entitled to reject any subcontractor who does not comply with the exclusion and/or selection criteria (see points 28 and 29 respectively).

Furthermore, the Contracting Authority must be informed by the Contractor of any subsequent use of subcontracting not provided for in the tender. The authorising officer responsible reserves the right to accept or reject the proposed subcontractor. In order to do so he may demand the proof required to establish whether the subcontractor(s) complies/comply with the relevant criteria. The Contracting Authority’s authorisation will always be granted in writing.

If the contract is awarded to a tenderer who proposes a subcontractor in his/her tender, this is tantamount to giving consent for subcontracting.

7. VARIANTS

Variants are not permitted.

8. PRICES

Prices shall be revised in accordance with the terms set out in the Article I.5 of the framework contract.
Pursuant to Article 3 of the Protocol on the Privileges and Immunities of the European Union, the price quotation shall be submitted exclusive of VAT and other equivalent indirect taxes.
The price quoted must be all-inclusive and expressed in euros, including in the case of tenderers having their registered offices or which are domiciled in countries which are not part of the euro zone. For tenderers in those countries, the amount of the tender may not be revised in line with exchange rate movements. It is for the tenderer to select an exchange rate and to accept the risks or benefits deriving from any variation.

9. ENVIRONMENTAL ASPECTS

Tenderers shall undertake to comply with the environmental legislation in force in the field of the contract, should it be awarded to them. It should be noted in this connection that the participating institutions/bodies applies the EMAS environmental management system in accordance with Regulation (EC) No 1221/2009 of the European Parliament and of the Council of 25 November 2009. Information about EMAS for the European Parliament, the European Economic and Social Committee and the Committee of the Regions is provided in Annex XIII. The successful tenderer will be required to ensure that the information provided on the EMAS programme in general, and more specifically on the implementation of environmental measures in practice, is known to all their staff. At the request of the participating institutions/bodies the successful tenderer may be required to certify that anyone assigned to work under the contract has received the appropriate professional training required (technical, safety and environmental training) concerning compliance with safety rules and correct handling of the equipment and products to be used, including action to be taken in the event of incorrect handling or any other incident.

10. POLICY ON THE PROMOTION OF EQUAL OPPORTUNITIES

Tenderers shall undertake to observe a policy on the promotion of equality and diversity in the performance of the contract, should it be awarded to them, by applying the principles of non‑discrimination and equality set out in the European Union Treaties in full and in their entirety. More particularly, the tenderer awarded the contract shall undertake to establish, maintain and promote an open and inclusive working environment which respects human dignity and the principles of equal opportunities, based on three main elements:

· equality between men and women;

· employment and integration of people with disabilities;
· the removal of all obstacles to recruitment and all potential discrimination based on sex, race or ethnic origin, religion or convictions, disability, age or sexual orientation.
11. PERFORMANCE OF MAIN AND SECONDARY FRAMEWORK CONTRACTS
The framework contract lays down the basic conditions for placing orders for specific translation assignments. Translation assignments shall be executed on the basis of order forms, which shall be governed by the terms and conditions of the framework contract. Only implementation of the framework contract through order forms will be binding on the participating institutions/bodies.

Once implementation of the framework contract has been requested or has commenced via the issuing of an order form by the Authorising Authorities, the Contractor shall reply and execute the tasks in accordance with all the terms and conditions of the framework contract.

By signing the framework contract the Contractor agrees to maintain the tender, including all its terms and conditions, for the duration of the contract period (maximum of four years) covered by the call for tenders, the price offer being subject to the annual price revision as referred to in Article I.5 of the contract.
Any work offered within the framework of the contract shall be subject to a specific order form issued by the Authorising Authorities. This order form shall specify the volume of work to be carried out, the deadline by which it is to be completed, and the remuneration due. The order form shall thus constitute the specific contract. The order form shall be signed by the Authorising Authority. Acceptance of an assignment by the contractor equals the signature of the order form on their behalf. 
The Authorising Authorities will offer specific assignments to the Contractor depending on their working methods. The Authorising Authorities will issue order forms for all specific assignments as soon as they have been allocated or, at least, on the same day as the assignment was allocated.
The main Contractor shall be required to send immediate confirmation of acceptance of the order in the manner indicated by the Authorising Authorities. The maximum deadline for confirmation is two hours during office hours. This confirmation implies the acceptance of the order including all the conditions. Failure to confirm within the deadline will be regarded as refusal.
For assignments offered to Contractors with secondary framework contracts as referred to in Article I.12 of the secondary framework contract, the deadline for replying to the offer of an order will be indicated by the Authorising Authority concerned.

The main Contractor shall accept all orders. In the event of the main Contractor refusing an assignment, a penalty of EUR 500 per assignment may be imposed by the participating institutions/bodies. After five refusals, the Contracting Authority reserves the right to terminate the contract at any time by registered letter. This provision does not apply to secondary contractors if the assignment is offered  as referred to in Article I.13 of the main framework contract.

Individual order forms issued under the terms of the contract shall, if necessary, be accompanied by additional instructions regarding the execution and/or delivery of the translation.

If the main framework contract is suspended in accordance with Articles I.12 of the main framework contract or if the main Contractor refuses an assignment, or if for any other reason the Contractor is unable to accept an assignment, the assignments will be offered to Contractors with secondary framework contracts according to the rules established in Article I.13 of the main framework contract and Article I.12 of the secondary framework contract.
If, for any reason, the main framework contract is terminated, the Contracting Authority will invite the Contractor of the highest-ranked secondary framework contract to sign a main contract as referred to in Article I.12 of the secondary framework contract. In this case, the corresponding secondary framework contract of the same Contractor will be deactivated.
The tenderer who at the end of the procedure is awarded and signs a main framework contract will be required to attend, without remuneration or compensation, a one-day introductory session at the premises of the European Parliament in Luxembourg. The session will be held during the initial phase of the execution of the contract and it will be designed to provide the Contractor with essential information on all aspects of the performance of the contract in a comprehensive manner. The session will also be open to tenderers who have been awarded and have signed secondary framework contracts. The Contractor's legal representative is not required personally to attend the session. The participants should, as far as possible, be involved in the translation workflow. Attendance at the session will be limited to five people per Contractor, of whom at least one must be a translator working for the Contractor.
It is not allowed to use publicly available automatic translation tools (such as Google Translate) during the performance of the framework contract.
PART II – TECHNICAL SPECIFICATIONS

DESCRIPTION OF THE SERVICES TO BE PROVIDED

12. INTRODUCTION
The texts or parts of texts for translation cover a variety of subject matters relating to all aspects of European affairs or to the administrative activities of the participating institutions/bodies. In some cases the texts to be translated may be of highly technical nature (e.g. texts in the field of public procurement). The length and urgency of texts varies, and the workload fluctuates over the year to a significant extent.

The workload is closely linked to the activities of the participating institutions/bodies. In the case of the European Parliament, the workflow is particularly influenced by the plenary sessions, with more translation assignments being outsourced in the week preceding a part-session, during the week of the part-session, as well as the committees’ work weeks. The calendar of part-sessions is located on the European Parliament website at 

http://www.europarl.europa.eu/plenary/en/calendar.html

Contractors are required to use translation tools in accordance with the requirements described in point 16.6. Contractors may also be required to work on texts which have been pre-treated using computer-assisted translation (CAT) software. Additionally, they may be required to translate texts using applications or online services, templates, macros or style‑sheets supplied by the Authorising Authorities. In all cases, specific instructions will be provided.

13. DEFINITIONS
The following terms are defined as follows in the context of this call for tenders:

Authorising Authorities: the departments of the participating institutions/bodies responsible for issuing order forms and processing related invoices. The Authorising Authorities should be contacted on all issues relating to orders, deliveries, payment requests and invoices.

Computer-assisted translation (CAT): translating a text into the specified target language using computer-assisted translation software, or translating a text which has already been pre‑treated using such software.

Contracting Authority: the department responsible for all contractual issues for all the participating institutions/bodies. In the context of this call for tenders, the Contracting Authority is part of the European Parliament.

Copy/paste: copying a clearly identifiable block of text comprising at least one paragraph or an embedded object from one file into another file.

Deletion: removing a clearly identifiable block of text or an embedded object.

Delivery: the return of the completed assignment to the Authorising Authority in the electronic format(s) specified in the order, or through any other channel requested, such as applications or online services provided by the Authorising Authority.

Documents of the European Parliament with a high re-use rate: the document types produced at different stages of the various parliamentary procedures containing passages of text which could be re-used in other such procedural texts. These document types are: 

· amendments - AM (amendement): proposed modification of an existing legislative or non-legislative text by means of addition, deletion or substitution of the text or parts thereof;
· draft opinions - PA (projet d’avis): draft opinion by a committee for the committee responsible for the draft report. PAs may be subject to amendments;
· draft reports - PR (projet de rapport): draft report by a committee. PRs may be subject to amendments.
Editing: reviewing a text and making the necessary linguistic and stylistic corrections, bearing in mind its compliance with the conventions of the subject area and the register to which it belongs. The source and target language are the same. 
Machine translation: The automated translation of a text, which seeks to convey the exact meaning of the original text, using a set of rules and glossaries or a statistical analysis.
Modification: introducing changes to be translated into a text that has already been translated. For the purpose of counting the number of pages modified, only the segment(s) with changes will be taken into account.

Order form: the document issued by the Authorising Authority of the participating institution/body for each specific assignment, specifying the nature of the service to be provided, the volume of work to be carried out, the deadline by which it is to be carried out and the remuneration due. The order form constitutes the specific contract. If necessary, the order form will be accompanied by additional instructions regarding the performance and/or delivery of the assignment.

Parsing or syntactic analysis: the process of analysing a string of symbols, in accordance with the rules of a formal grammar (i.e. checking that an XML text conforms to a schema).
Participating institutions/bodies: European Parliament, European Court of Auditors, Committee of the Regions and European Economic and Social Committee.
PerfectMatch: A 100% match stemming from a previous bilingual document rather than a translation memory or other translation source. PerfectMatches take greater account of context than matches from translation memories.
Pre-translated file: a file processed using CAT software, with the target language translation of the highest match found for any given segment automatically inserted into the file by the software as long as it meets or exceeds the minimum match value defined. All the translations provided must be checked for accuracy and appropriateness. To this end, the translated segments in the pre-translated file may include additional information such as attributes to identify the nature of the document and/or the translation memory from which they originate.
Pre-treated file: a file processed by the Authorising Authority using appropriate software to generate a pre-treatment package.
Pre-treatment package: a package consisting of one or more of the following elements (the exact contents of the package may vary in the future, subject to developments in technology): 

· original file in electronic format;
· ad hoc TMX files generated as a result of an automated comparison of the original with existing translation memories/databases. The resulting TMX files contain the most relevant matches found. The translation units contained in the TMX files may include additional information such as attributes to identify the nature of the document and/or the translation memory from which they originate;
· TMX files corresponding to relevant reference documents;
· translation memories;
· additional files resulting from the pre-treatment (e.g. SDL Studio project files), which may be used by the Contractor;
· pre-translated files;
· page count report (see Annex IX to the Specifications for more information about the page count rules and match rates);
· general instructions;
· specific instructions for the document type (protocol/step-by-step table);
· machine-translated content generated by the Authorising Authority in TMX or any other compatible translation memory format. The use of such content is optional and shall have no impact on the page count.
Quality assurance: a set of processes implemented by the Contractor with the aim of ensuring that the final product fulfils the quality requirements defined in the contract.
Quality control: evaluating a translated text regarding its suitability for the agreed purpose, according to pre-established criteria.

Revision: examining a translated text regarding its suitability for the agreed purpose, comparing the source language text and target language translation and making any necessary corrections to improve the overall accuracy of the target text and its faithfulness to the source text. Any revision task ordered separately and not included in an assignment for a translation task shall be performed by members of the team of translators/revisers for which the Contractor submitted an Annex II. The payment rate for these revision assignments is specified in Article I.4.8. of the contract. 
Segment: a portion of text delimited by separators or segmentation markers such as a full stop, colon, semi-colon, tabulator, paragraph mark, end bracket, table cell, etc. where the placement of the latter meets specific criteria.

Segmentation: splitting of text into segments.
Segmentation rules: rules defining how text is split into segments using specified punctuation or formatting marks and other criteria. (For more details, see Annex IX.)
Standard page: a standard page corresponds to 1 500 characters of translatable text excluding spaces. Pages are counted on the basis of the original source language. 
Target language text: the text in the target language constituting an accurate and faithful translation of the source-language text as specified in detail in these Specifications.

Translation: rendering the written source-language text accurately and faithfully into the written target language.
14. TRANSFER OF ORIGINALS, REFERENCE MATERIAL AND TRANSLATIONS
In the case of the European Parliament, the material to be translated will be available in the source language(s) on a dedicated portal or in an application or online service provided by the European Parliament.

The tasks assigned to the Contractor shall include:

· downloading the text in the source language from a dedicated portal, accessing an application or obtaining the text from an online service;

· producing the final text in the target language by translation of the source text as well as integration of any additional text in the target language provided by the European Parliament. It should be noted that the final text in the target language must replicate the presentation of the original source-language text – settings, formatting, tags, style sheets, parsing and segmentation must be reproduced; 

· where relevant, parsing of the document to ensure format consistency;

· uploading the translation in the target language through a dedicated portal, an application or an online service, or finalising the translation in an application or an online service provided by the European Parliament.

The Contractor must supply the completed assignment in the target language in the format specified in the instructions received. In addition to the standard word-processing, spreadsheet and presentation formats, such formats may include tagged text file format (e.g. XML, HTML, TMX, SDLXLIFF or XLIFF). It should be noted that, owing to frequent advances in technology, these formats are liable to change in the future; Contractors must adapt to any such developments within six months of the announcement of the change.

Material must be handled in strict accordance with the instructions given by the Authorising Authority, such that no reformatting work has to be undertaken by the latter’s own services. Settings indicated by the Authorising Authorities must in all cases be complied with. The completed assignment must then be returned to the Authorising Authority, in accordance with the instructions received, in electronic format via e-mail or electronic file transfer, in HTTP format through a dedicated portal, or by using an application or online service provided by the Authorising Authority.

During the period of validity of the contract the European Parliament may replace the current portal with another tool to be used for the transfer of documents. This tool may also include communication functionalities and functionalities enabling Contractors to update their contact information and the composition of their team of translators/revisers.

In the case of the European Court of Auditors, the European Economic and Social Committee and the Committee of the Regions, all assignments will be sent and translations returned by e‑mail or any other form of electronic transfer, as appropriate. Please note that this may change during the period of validity of the contract, in such a way that the transfer of documents may take place via a dedicated portal or in an application or online service.

Contractors may be required to deliver any given assignment in more than one version/format such as monolingual target-language files or content, or bilingual source-and-target language files e.g. a bilingual Word document, XLIFF, TMX, translation memories, etc.

The translated text must correspond to the source text and follow the original settings, formatting, tags, style sheets, parsing and segmentation, unless other instructions have been given.

By signing Annex III, the tenderer declares that their computers and telecommunications equipment are such that they meet the minimum technical requirements of the participating institutions/bodies. Failure to meet these minimum technical requirements will automatically lead to rejection of the tender without the tenderer being entitled to claim any financial compensation. For information, the participating institutions/bodies at the time of the publication of this document use MS Office 2010 as their principal software, and in parallel treat certain documents in XML format, but this may change during the period of validity of the contracts. Contractors must adapt to any such developments within six months of the announcement of the change.

Examples of the types of text to be translated can be found on the websites of the participating institutions/bodies referred to above:

http://www.europarl.europa.eu/ 

http://www.eca.europa.eu/ 

http://www.cor.europa.eu/ 
http://www.eesc.europa.eu/ 

15. VOLUME OF WORK

The participating institutions/bodies do not undertake to offer a specific volume of work. 

It is impossible to give an accurate indication of the total volume of work likely to be outsourced. 
However, for information, the volumes outsourced in 2013
 were:
	Target language
	Source language
	European Parliament (pages)
	European Economic and Social Committee (pages)
	Committee of the Regions (pages)
	European Court of Auditors (pages)

	FI
	CS
	76
	0
	0
	0

	FI
	DA
	12
	0
	0
	0

	FI
	DE
	1399
	13
	0
	0

	FI
	EL
	79
	0
	0
	0

	FI
	EN
	11068
	164
	77
	56

	FI
	ES
	772
	98
	0
	0

	FI
	ET
	6
	0
	0
	0

	FI
	FR
	2009
	187
	32
	15

	FI
	HU
	67
	0
	0
	0

	FI
	IT
	467
	58
	0
	0

	FI
	LT
	18
	0
	0
	0

	FI
	NL
	121
	0
	0
	0

	FI
	PL
	206
	0
	0
	0

	FI
	PT
	268
	0
	0
	0

	FI
	SL
	11
	0
	0
	0

	FI
	SV
	85
	0
	0
	0

	Total:
	 
	3258
	244
	32
	15


16. EXECUTION OF THE ORDER FORMS

16.1. Deadlines for delivery
Upon acceptance of the order, the deadline shall become contractually binding. The Contractor shall bear responsibility for timely delivery of the assignment in the format required. The date and time by which the completed assignment is to be returned shall be indicated on the order form. The deadline depends on the length of the text and the urgency with which the translation is required. With one exception, as defined below, the shortest deadline for a main Contractor will be 48 hours, excluding weekends and the public holidays observed by the participating institutions/bodies, in accordance with the information provided by the Contracting Authority before the beginning of the calendar year.

During peak times, defined as Thursday (8.30-18.00) of the pre-session weeks of the European Parliament and Tuesday (8.30-18.00) of the session weeks of the European Parliament, shorter texts can be assigned to a main Contractor with a 24-hour deadline. The total maximum volume per part-session (pre-session week and session week combined) is 100 standard pages. For this deadline to be applicable the text must be assigned by the Authorising Authority during the days referred to above. Source texts to be translated within a 24-hour deadline will be in English or French.
During peak times, defined as the 10th working day before the first day of the Committee of the Regions plenary session (8.30-18.00) and the 3rd working day before the first day of the European Economic and Social Committee plenary session (8.30-18.00), shorter texts can be assigned to a main Contractor with a 24-hour deadline. The total maximum volume per pre-session is 50 standard pages. For this deadline to be applicable the text must be assigned by the Authorising Authority during the days referred to above. Source texts to be translated with a 24-hour deadline will be in English or French. The Committee of the Regions and Economic and Social Committee plenary session meetings' calendars will be sent to the contractors in January each year. 
If the Authorising Authorities cancel an assignment before the Contractor delivers it, the Contractor will have two hours, starting from the time the notification of the cancellation is sent, to deliver the pages already translated. Payment will be calculated on the basis of the work already executed and delivered within the deadline of two hours.

16.2. Verification of translations delivered
The Authorising Authorities have 30 calendar days from receipt of the translation to verify that the translation delivered fulfils the quality requirements specified in point 16.3. For European Parliament documents with a high re-use rate (document types AM, PA and PR) this period is 90 calendar days. These three document types are clearly identifiable in the assignment. Additionally, the Contracting Authority may exceptionally suspend the period for the verification of the translation in order to carry out additional quality controls.

If the Authorising Authorities do not react within the prescribed period, the translation will be deemed to have been approved. Approval of the translation does not imply recognition of either its completeness or its accuracy.
16.3. Quality requirements

The quality of the translation must be such as to require no further correction by the Authorising Authorities (including compliance with technical requirements regarding, inter alia, settings, formatting, tags, style sheets, parsing and segmentation). The text in the target language must be of native-speaker quality and in the correct register.

Each assignment must be carried out in full accordance with the quality requirements laid down in this point; the text delivered in the target language shall be complete and shall be a faithful, accurate and consistent rendering of the source text.

As part of the quality assurance processes, the Contractor must ensure that:

· any available models of document types are adhered to;

· any specific instructions accompanying a specific assignment are followed;

· all references to documents already published and any reference materials, including the terminology of the reference materials quoted, are consulted and used correctly;

· terminology is used consistently throughout the text and any naming conventions are complied with;

· quality control of the entire translation is carried out, and the target text does not contain mistranslations, additions, omissions or any syntactical, spelling, punctuation, typographical or grammatical error; special emphasis must be given to revision of the translations; the revision of an assignment must be performed by a person different from the translator, and must ensure that the highest possible quality standards are applied;

· the translation process is planned in a way ensuring that the final product is delivered within the deadline set by Authorising Authorities.

In order to ensure the technical quality of translations delivered, the Authorising Authority reserves the right to perform a technical verification of the files returned by the Contractor. This verification may comprise:

· parsing of the files, in line with the instructions given;
· checking compliance with segmentation rules, in line with the instructions given;
· checking compliance with standard texts provided in the form of prefills or macros;
· checking compliance with the metadata of the files;
· a synoptic comparison of the original and the target files to establish whether the latter conform to the former, in line with the instructions given at the time of the assignment.

The Authorising Authorities may provide the Contractor with plug-ins, configuration files, macros or other software, which the Contractor will be encouraged to use to verify that the files conform to the level of technical quality required. The Authorising Authorities will also provide the rules that will be enforced by the software in case the Contractor prefers to implement the technical verification rules using other technical solutions. The Contractor shall not receive any extra remuneration for using this software.

Where an assignment is returned incomplete, the Contractor will be obliged, upon request, to make good any omissions. If the quality and/or technical quality is/are judged insufficient, the Authorising Authorities reserve the right to ask the Contractor to remedy this without extra remuneration. This corrective work must be carried out within a deadline established by the Authorising Authorities. The Contractor may be asked to provide a final version of an assignment incorporating corrections made by the Authorising Authorities. This corrective work must be carried out within a time period set by the Authorising Authorities in the light of the amount of work involved and will not give rise to any additional remuneration.

Files that do not comply with the technical verification may be returned to the Contractor for correction or may be subject to a penalty for unsatisfactory technical quality.

When delivering an assignment, the Contractor must specify the translator(s) and reviser(s) who carried out the assignment. For this purpose the Contracting Authority will provide a code for each translator/reviser.

16.4. Penalties
If the Contractor fails to perform the tasks assigned to them, the Contracting Authority may apply a penalty for: 

· failure to meet the deadline, if the Contractor fails to perform the tasks assigned to them within the deadline set by Authorising Authorities;
· unsatisfactory quality of the translation, if the quality assessment, the summary of which is provided by the Authorising Authorities in the standard quality assessment form in Annex X, establishes that the assignment outcome is of unsatisfactory quality;
· unsatisfactory technical quality, if the technical verification, the summary of which is provided by the Authorising Authorities in the standard technical verification form in Annex XI, establishes that the assignment outcome is of unsatisfactory technical quality, and that this is not the result of technical shortcomings in the original document and/or the project/package provided.

For every situation listed above, the Contractor shall be required to pay up to 10% of the total value of the assignment. In the event of repetition during the period of validity of the contract, this penalty may be increased up to 20%. The Contracting Authority may apply a combination of the abovementioned penalty types if this is justified.

The penalty shall be deducted from payments to be made to the Contractor. The penalty shall under no circumstances exceed the amount of the order.
The Authorising Authorities reserve the right to carry out a quality control and technical verification of all work supplied by the Contractor within the applicable period specified in point 16.2. The Contracting Authority shall provide proof that the quality of the assignment is unsatisfactory and/or that the technical quality of the assignment is such as to block or severely hinder further processing, thus rendering it unsatisfactory.
The standard forms used for the quality assessment and technical verification are annexed to these Specifications (Annex X for quality assessment and Annex XI for technical verification) and form an integral part of the contract. Signing of the contract by the Contractor implies acceptance of this system of assessment.

16.5. Assignment formats
The assignments will be provided to the Contractor in electronic format via a dedicated portal, via e-mail or through an application or online service, depending on the working method of the Authorising Authority concerned. Material must be handled in strict accordance with the instructions given by the Authorising Authority, such that no reformatting work has to be undertaken by its services. The completed assignment must then be returned to the Authorising Authority in electronic format via a dedicated portal, via e-mail or through an application or online service (as specified in the instructions). In addition to the standard word-processing, PDF, spreadsheet and presentation formats, several other types of data-file format may be requested, e.g. HTML, XML, XLIFF or SDLXLIFF.

16.6. Translation software
The Contractor may be required to work on assignments using CAT software. The CAT software used by the Contractor must be fully compatible with that used by the participating institutions/bodies. At present the participating institutions/bodies are using SDL Studio 2014. The CAT software used by the Contractor must therefore be such as to allow all translation memories, TMX files and content, whether pre-translated or not, provided by the participating institutions/bodies to be used without technical limitations by the Contractor. It must also allow the translations produced by the Contractor to be subsequently re-inserted into the appropriate stage of the workflow of the participating institutions/bodies exactly as if it had been translated in-house with the CAT software used in the participating institutions/bodies, without requiring any additional manipulations, conversions etc. on the part of the participating institutions/bodies. In particular, the CAT software used by the Contractor must handle formatting, fonts, tags, parsing, styles etc. in such a manner as to obviate the need for additional manipulations on the part of the participating institutions/bodies and must be able to generate a translation in the file format(s) requested (monolingual target-language files and/or content or bilingual source- and target-language files, e.g. bilingual Word document, XLIFF, TMX, translation memories, etc.).

During the period of validity of the contract, the Contractor may be required to use a web‑based CAT tool provided by the European Parliament for certain translations
.The memories used by this CAT tool may be shared in real time by in-house European Parliament translators, translators working for the Contractor and translators working for other external Contractors. The application offers a user-friendly interface. Access to the tool will be granted on a nominative basis, i.e. only to a named translator who has been provided with a token, via mobile phone or e-mail
, and will be limited in time on an assignment basis.
In order to be granted access to applications or online services provided by the Authorising Authority, Contractors may have to provide up-to-date lists of mobile phone numbers and e‑mail addresses of all their translators and revisers. These will be used by the Authorising Authority exclusively to create, manage and communicate temporary, personal, single‑session access codes (e.g. ‘Soft Tokens’ or ‘SMS Tokens’) granting access to the Authorising Authority’s online services and applications. The Authorising Authority must be notified immediately of any changes to these lists.

The software used by the participating institutions/bodies may change during the period of validity of the contract. By signing the framework contract, the successful tenderer agrees to equip and familiarise themselves with additional, or alternative, relevant CAT software within a time limit of six months from the announcement of the change.

Software tools provided by the Authorising Authorities, including plug-ins, configuration files and macros, will be used by the Contractor without any extra remuneration.

In the case of computer-assisted translations which have been pre-treated using CAT software, the Contractor may be provided with pre-translated text, possibly in the form of a pre-treatment package, which may include a pre-translated document with segments already translated into the target language. Alternatively, the pre-translated text may be provided through in-house translation tools used by the participating institutions/bodies.

The segments already translated will be divided into three different categories:

-
100% match – the unformatted text in the segment corresponds exactly to a previously translated segment;

-
82-99% match – the unformatted text in the segment corresponds approximately to a previously translated segment;

-
less than 82% match – the unformatted text in the segment corresponds partially to a previously translated segment, allowing it to be used as reference material only.
When carrying out the translation, the Contractor must take into account the segments already translated into the target language, including 100% matches proposed by the translation memories, and ensure that those parts of the text are consistent and correct. The Contractor will be responsible for the quality of the entire text, including that of segments already translated into the target language.

In the case of assignments which have been pre-treated, the number of standard pages of source text will be reduced proportionately to the text wholly or partially pre-treated as follows:

-
100% match – the Authorising Authorities will pay a sum equal to the number of standard pages of source text multiplied by 20% of the price per standard page;

-
82-99% match – the Authorising Authorities will pay a sum equal to the number of standard pages of source text multiplied by 50% of the price per standard page; 

-
less than 82% match – the Authorising Authorities will pay a sum equal to the number of standard pages of source text multiplied by 100% of the price per standard page.

In the light of technical developments, the Authorising Authorities may decide to apply a payment rate of 0% to segments which are automatically inserted in the target language. Such segments may be inserted by means of unique document and segment identifiers, or through specific translation-memory-matching or pre-translation routines (such as SDL Studio “PerfectMatch”).
16.7. Secondary obligations
The Contractor will be required to carry out, without extra remuneration, the following supplementary work:

-
formatting in accordance with given instructions;
-
deletion;
-
copy/paste;
-
changes in formatting, punctuation, names or figures;
-
delivery of the assignment in a specified format, or through a specific application or online service;
-
delivery in various formats (monolingual target-language files and/or content, bilingual source- and target-language files and/or content, e.g. bilingual Word document, XLIFF, TMX or translation memories) in accordance with the instructions given by the participating institutions/bodies.
17. USE OF THE AUTHORISING AUTHORITIES’ SERVICES

Neither the Contractor nor any member of the Contractor’s staff will be authorised to use the Authorising Authorities’ offices and/or equipment to perform the tasks assigned under the contract unless exceptional circumstances justify such use and specific instructions are issued to that effect by the Authorising Authorities.

18. REFERENCE DOCUMENTS

The Contractor undertakes to consult all background or reference documents or glossaries supplied or recommended by the Authorising Authorities and to make every effort to consult any other information sources, including TMX files, recommended by the staff of the Authorising Authorities. 

19. IT SUPPORT

The Contractor will be responsible for the provision of IT support to all their translation staff in respect of the applications, tools and working methods required by the participating institutions/bodies. Translation staff will not be allowed to enter into direct contact with the technical services of the Authorising Authorities, and in no case will the Authorising Authorities provide direct IT support to translators. 

However, the Contractor will have the option of naming up to three qualified IT professionals who will be entitled to escalate to the Authorising Authorities technical issues relating to services, tools or applications provided by the latter. Issues will only be escalated once all other ways of finding a solution have been exhausted.

20. REQUESTS FOR ADDITIONAL INFORMATION

Any questions or requests for clarification or further information in respect of a specific assignment must be directed to the service(s) or individual(s) indicated by the Authorising Authorities. On no account must the Contractor make contact with any other service(s) or individual(s) within the participating institutions/bodies. 

21. OFFICIALS AND OTHER AGENTS OF THE EUROPEAN UNION

No staff member of the Contractor or a subcontractor may be an official or other agent currently employed by the European Union (see Articles 11, 11a and 12b of the Staff Regulations of Officials of the European Union and the Conditions of Employment of Other Servants of the European Union
 and Articles 30 and 107 of the Financial Regulation). This provision also applies to freelance translators/revisers working for a Contractor or a subcontractor.
22. LIABILITY FOR SOFTWARE SECURITY 

The Contractor shall be responsible for ensuring that the software used in the execution of the contract is free from all viruses or other defects which could contaminate the participating institutions’/bodies’ computer systems. If the Contractor becomes aware of any such risk, the Authorising Authorities must be informed immediately. 

23. OFFICE HOURS

Office hours of the Authorising Authorities are from Monday to Friday 8.30-18.00 (Luxembourg local time), with the exception of the public holidays observed by the participating institutions/bodies, in accordance with the information provided by the Authorising Authorities by the beginning of the calendar year. 

The main Contractor shall be contactable by the Authorising Authorities during the aforementioned office hours, including on the office closing days of the participating institutions/bodies.

24. INFORMATION ON STAFF RESPONSIBLE 

The Contractor undertakes to provide the Contracting Authority with any information it requests with regard to performance of the contract, including the names of the members of staff responsible for the supervision of the work, quality control and financial matters. 

25. INFORMATION ON TRANSLATORS/REVISERS
Any changes in the translator/reviser team declared in the tender must be approved by the Contracting Authority. This provision also applies to translators/revisers working for a subcontractor and freelance translators/revisers working for a Contractor or a subcontractor, and evidence of the education and professional qualifications of those concerned must be provided. Annex II to the Specifications, duly completed and signed in original both by the translator/reviser and the legal representative of the company, must be used in all cases.

The Contracting Authority has the right to request the replacement of any translator/reviser working for a Contractor or a subcontractor, stating its reasons for so doing.

In order to be granted access to the applications or online services provided by the Authorising Authority, Contractors may have to provide up-to-date lists of the mobile phone numbers and e‑mail addresses of all their translators and revisers. These will be used by the Authorising Authority exclusively to create, manage and communicate temporary, personal, single‑session access codes (e.g. ‘Soft Tokens’ or ‘SMS Tokens) granting access to the Authorising Authority’s online services and applications.

26. RESPONSIBILITY FOR THE CONTRACTOR’S STAFF AND STAFF REPLACEMENTS

The Contractor must ensure that all staff members performing the contract have the professional qualifications and experience required for the execution of the tasks assigned. The Contractor has sole responsibility for the staff who execute the tasks assigned. This provision applies also to the staff of any subcontractor.
The Contracting Authority has the right to request the replacement of any member of staff, stating its reasons for so doing. Replacement staff must have the necessary qualifications and be capable of performing the contract under the same contractual conditions. The Contractor is responsible for any delay in the execution of the tasks assigned resulting from the replacement of staff in accordance with this stipulation.

27. VERIFICATION AND IN SITU VISITS

The Contractor must provide free of charge all the detailed information requested by the Contracting Authority or by an outside body of the Contracting Authority’s choice with a view to verifying that the contract is being properly performed. The Contractor must keep at the disposal of the Contracting Authority the original or, in exceptional cases, duly authenticated copies of all documents relating to the contract for the period of validity of the contract, plus an additional five years from last payment.

The Contracting Authority may, at any time within the period specified in the previous paragraph, arrange for an in situ visit to be carried out either by an outside body of its choice or by the Contracting Authority’s staff themselves.

During the in situ visit, the following will be verified:

-
the existence of a team of translators/revisers responsible for carrying out the work covered by the contract resulting from this call for tenders;

-
the existence of records concerning the recruitment of translators/revisers;

-
the existence of the recruitment tests the translators/revisers were required to sit;

-
appropriate communication with subcontractors and freelance translators/revisers;

-
appropriate measures to take account of feedback in the form of information and observations from the Authorising Authorities regarding translations supplied;
-
the workflow process, including revision/proofreading. 

Any such visit will be limited to ascertaining that the Contractor has complied with the contract. The cost will be borne by the Contracting Authority.

In order to carry out these in situ visits, the Contracting Authority’s departments and the outside bodies concerned must at all times have total on-the-spot access to the Contractor’s offices and to all the information needed to check that the Contractor has complied with the contract.

PART III – EXCLUSION, SELECTION AND AWARD CRITERIA

28. EXCLUSION CRITERIA

'1. Candidates or tenderers shall be excluded from participation in procurement procedures 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 or persons having powers of representation, decision making or control over them have been convicted of an offence concerning their professional conduct by a judgment of a competent authority of a Member State which has the force of res judicata;

c) they have been guilty of grave professional misconduct proven by any means which the Contracting Authority can justify including by decisions of the EIB and international organisations;

d) they are not in compliance with their 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 of the contracting authority or those of the country where the contract is to be performed;

e) they or persons having powers of representation, decision making or control over them have been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation, money laundering or any other illegal activity, where such illegal activity is detrimental to the Union’s financial interests;

f) they are subject to an administrative penalty referred to in Article 109(1).'

(...) 'Points (b) and (e) of the first subparagraph shall not apply where the candidates or tenderers can demonstrate that adequate measures have been adopted against the persons having powers of representation, decision making or control over them who are subject to a judgment as referred to in points (b) or (e) of the first subparagraph.'
(...) '1. A contract shall not be awarded to candidates or tenderers who, during the procurement procedure for that contract: 

a) are subject to a conflict of interests
;

b) are guilty of misrepresenting the information required by the Contracting Authority as a condition of participation in the procurement procedure or fail to supply that information;

c) find themselves in one of the situations of exclusion, referred to in Article 106(1), for the procurement procedure.'
28.1. Verification of the exclusion criteria
All tenderers must submit the declaration on the tenderer’s honour, duly dated and signed, which is set out in Annex VI. 

The tenderer to whom the contract is to be awarded will be required, within 15 calendar days of the date of notification of the award of the contract and before the contract is signed, to supply the following documentary evidence:

· a recent extract from the judicial record or, failing that, a recent equivalent document issued by a judicial or administrative authority in the country of origin or provenance showing that the tenderer to whom the contract is to be awarded is not in one of the situations referred to in Article 106(1)(a), (b) or (e) of the Financial Regulation; for the instances referred to in Article 106(1)(b) and (e), the same shall apply to persons having powers of representation, decision making or control over the tenderer;

· a recent certificate issued by the competent authority of the state concerned proving that the tenderer is not in the situation referred to in Article 106(1)(d) of the Financial Regulation;
· where the documents or certificates referred to above are not issued in the country concerned, and in respect of the other exclusion situations referred to in Article 106 of the Financial Regulation, they may be replaced by a sworn or, failing that, a solemn statement made by the interested party before a judicial or administrative authority, a notary or a qualified professional body in his/her country of origin or provenance.
The tenderer to whom the contract is to be awarded shall be exempt from the requirement to submit the documentary evidence referred to in paragraph 2 if that evidence has already been submitted for the purposes of another European Parliament procurement procedure and provided that the documents in question were not issued more than one year previously and are still valid. In such cases, the tenderer shall attest on their honour that the supporting documents have already been provided in a previous procurement procedure, which they shall identify, and that no changes in their situation have occurred.

29. SELECTION CRITERIA

29.1. Proof of status and legal capacity
As proof of their status and legal capacity, tenderers must append to their tenders a copy of their statutes or equivalent document enabling the Contracting Authority to determine their form and legal capacity to perform the contract. Should the proof submitted not be sufficient for that purpose, the Contracting Authority may demand other proof during the tender evaluation process. Where no such proof is submitted, the Contracting Authority reserves the right to reject the tender without the tenderer being entitled to claim any financial compensation.

Where tenders are submitted by natural persons, the proof required must include a copy of an identity document and any other document necessary to evaluate the persons’ legal capacity to perform the contract (registration in a VAT registry, in a business or professional registry, etc.).

29.2. Financial and economic capacity
Tenderers shall have sufficient economic and financial resources to enable them to perform the contract in compliance with the contractual provisions. If, on the basis of the information supplied by the tenderer, the Contracting Authority has doubts about a tenderer’s financial resources, or if these are insufficient for performance of the contract, the tender may be rejected without the tenderer being entitled to claim any financial compensation.

The Contracting Authority requires tenderers to have a minimum financial and economic capacity. Tenderers are required to provide proof of their financial and economic capacity in the form of a statement of turnover relating to services in the field of translation for the two most recent financial years. The minimum turnover in the field of translation per financial year must be at least EUR 80 000 (in the case of a consortium or group which has not yet been constituted the amount must correspond to the total turnover in the field of translation of the members of the consortium or group).
If the tenderer is unable to provide the turnover requested, they may prove their economic and financial capacity by any other means which the Contracting Authority considers appropriate. 

Tenderers may also rely on the capacity of other entities, irrespective of the legal nature of the links between themselves and those entities. In such cases the tenderers must prove to the Contracting Authority that they will have the resources needed to perform the contract, for instance by providing an undertaking on the part of those entities that they will make themselves available to the tenderers. 

On the same basis, a consortium of economic operators may rely on the capacity of members of the consortium or of other entities.

Tenderers may also rely on the economic capacities of one or more subcontractors in so far as they undertake to take part in the process of performing the contract. In such instances the Contracting Authority will assess the capacities of the subcontractor(s) in the light of the extent to which the latter is/are involved in performing the contract. 
29.3. Technical and professional capacity
Tenderers are required to furnish proof of their technical and professional capacity to provide the services described in these Specifications. This capacity shall be assessed with regard to their know-how, efficiency and experience. To this end, tenderers are required to submit:

a)
a detailed staffing chart, clearly identifying (by name):
- the person or persons who will be responsible for managing any work given under the contract. The contractual status of each person shall be indicated, his/her precise responsibilities defined clearly, and details of his/her educational and professional qualifications given;

- all staff involved in carrying out the actual assignment, specifying for each translator/reviser the source language(s) covered. The contractual status of each of the members of the team of translators shall be indicated, and Annex II shall be completed, with the qualifications and relevant professional experience in the field of translation of each member of the translation/revision team being set out in detail. Annex II must be signed by the translator/reviser and the legal representative, and the original signed document must be annexed to the offer. 
b) a detailed description of the coverage of different source languages:

- the form provided as Annex II accompanying the offer must prove that the tenderer cover all the obligatory source languages as well as any optional language the tenderer wishes to propose. In order to be able to translate from a source language a tenderer needs to provide Annex II for at least two persons (one translator and one reviser) fulfilling the minimum level of qualification. The inability to translate from one or more of the obligatory languages will result in the rejection of the tender without the tenderer being entitled to claim any financial compensation; 

- due to fluctuations in the workload it is impossible to determine in advance the number of translators/revisers necessary to perform the contract throughout its validity. However, any tender accompanied with the less than 15 Annex II in total, proving the capacity of translators/revisers to translate from at least one of the obligatory source languages and fulfilling the minimum level of qualification, will be rejected without the tenderer being entitled to claim any financial compensation.
c)
detailed information as to the technical equipment at their disposal for the purposes of performing translation and for communication. Failure to fulfil the minimum requirements set out in Annex III will lead to rejection of the tender without the tenderer being entitled to claim any financial compensation;

d)
a signed certificates from at least five clients for whom they have provided or provide translation or related services from at least one of the obligatory source languages, specifying the volume and language combinations.
It should be noted that the minimum level of qualification for a translator/reviser considered to be acceptable for the purpose of this call for tenders is successful completion of a university degree course in any discipline, attested by a diploma.
Tenderers may always rely on the economic capacities of one or more subcontractors in so far as they undertake to take part in the process of performing the contract. In such instances the Contracting Authority will assess the capacities of the subcontractor(s) in the light of the extent to which the latter is/are involved in performing the contract. The Contracting Authority is entitled to reject the tender submitted without the tenderer being entitled to claim any financial compensation if it has doubts regarding the undertaking by the third party or that party’s professional and/or technical capacity.

If the Contracting Authority establishes that a tenderer is faced with a conflict of interest which could affect the performance of the contract, it may reject the tender without the tenderer being entitled to claim any financial compensation.
30. AWARD CRITERIA

The contract will be awarded to the tenderer offering the best value for money.

30.1. Quality of the service
The quality of the service offered will be evaluated on the basis of the content of the tender submitted by the tenderer.

The tender must show that the tenderer can provide an efficient, reliable, high-quality service commensurate with the requirements of the Contracting Authority. In this connection, the tenderer is asked to provide a brief description of their working methods in order to show that the services they offer will meet the requirements described in these Specifications.
Additionally, an annotated revision of the translation of the text referred to in Annex V is required. The annotated revision must be provided in accordance with the instructions referred to in Annex IV.
The tender will be marked, out of maximum of 100 points, on the following:

a) the description of the quality assurance and control procedures specifically geared to meeting the quality requirements specified in point 16.3 of these Specifications (maximum of 55 points):

· preparation before translating a text (maximum of 10 points);

· methods of ensuring consistent terminology including the use of terminological and documentary databases (maximum of 10 points);

· coordination of the team of translators/revisers (maximum of 10 points);

· procedures for taking into account the feedback from the Contracting Authority (maximum of 10 points);

· procedures for selecting/recruiting translators/revisers, including the recruitment tests they are required to sit as well as procedures for ensuring professional development of translators/revisers (maximum of 5 points);

· quality control procedures (maximum of 10 points);

b) the description of the IT environment, the workflow management and the assistance in the field of IT provided to all individuals involved in the execution of the contract geared to obtaining an efficient working environment and timely problem solving in the IT field (maximum of 10 points);

c) the revision test of the translation published in Annex V on the basis of the instructions provided in Annex IV geared to producing a high quality error free text (maximum of 30 points):

· revision of the translation published in Annex V (maximum of 20 points);

· justification of the solutions chosen during revision (maximum of 10 points);

The revision test will be assessed by language experts of the target language advising the evaluation committee.

d) language coverage of optional source languages, if covered (maximum of 5 points). The weighting for the Polish language is the double.
 The points for optional languages will be attributed as follows:

· number of points attributed if all optional languages are covered: 5;

· if only some of the optional languages are covered, the calculation of points will be the following:

points for each optional language covered except for Polish: 0,29;

points for Polish (double weighting): 0,58;

· if no optional language is covered, the tenderer will receive 0 points.

Tenderers will be required to obtain at least 20 points for criterion c) and minimum 60 points for all award criteria. Any tenderer which does not reach these thresholds will be rejected without being entitled to claim any financial compensation.
30.2. Price of a standard page

The price must be expressed in euros. The price offer per standard page of 1500 characters of translatable text may only be presented as indicated in Annex I, in compliance with the instructions given in the invitation to tender. Any reference to price in the text of the tender or the inclusion of Annex I in the electronic copy of the tender will lead to rejection of the tender.

The price must be inclusive of all costs (including, but not limited to, management, secretariat, salaries, social security, office expenses, insurance, communications and secondary obligations).

The tenderer must offer a single price covering translation from all source languages.
30.3. Award of the contract
Contracts will be awarded to the tenderers offering the best value for money in the light of the award criteria, i.e. the quality-price weighting. The quality-price weighting is 70% for quality and 30% for price. This weighting will be calculated as follows:

[(NQ x 0.7) + (NP x 0.3)] x 100

NQ= Q / 100

NP= Min (P) / (P)

Q = ‘quality’ mark of the evaluated tender.

P = the price in euros per standard page specified by the tenderer in Annex I.

Min (P) = the lowest price among tenders which have reached the evaluation stage and obtained a quality mark of at least 60/100 points.

The contracts will be concluded by the joint signing – by the Contracting Authority on the one hand and by the tenderer on the other – of the Framework Contract (main or secondary) duly completed by the Contracting Authority on the basis of the result of the call for tenders.

Annex I: Price offer
Name of the tenderer:

Reference of the Call for Tenders: FI/2015/EU

Price (in euros, per standard page and exclusive of VAT):

	Price 

per standard page

	


VAT applicable: …………..%

DATE:

......../......./...........

SIGNATURE OF TENDERER OR LEGAL REPRESENTATIVE:

Annex II: Information sheet on translator/reviser

1.
PERSONAL DETAILS 

Where there are several surnames and/or first names, please underline the one(s) most commonly used.
Title

: MR / MS

Surname
: .........................................................................................................................

First name
: .........................................................................................................................

2.
UNIVERSITY DIPLOMA  OBTAINED
Establishment
: .........................................................................................................................

Degree

: ........................................................................................................................
Year obtained
: .........................................................................................................................

3.
SOURCE LANGUAGES COVERED
I am capable of translating from the following source languages: 

………………………………………………………………………………………………….

4.
ADDITIONAL QUALIFICATIONS, e.g. certificates, sworn translator, etc.:

.....................................................................................................................................................

5.
PROFESSIONAL EXPERIENCE:

.....................................................................................................................................................

.....................................................................................................................................................
I, the undersigned ......................................................................................................................,

· undertake to submit, on request, any documents required in support of the above statements and declarations; 

· am prepared to work as a translator/reviser for the tenderer in the event that they are awarded a contract;
· declare that I fulfil the requirements regarding the minimum level of qualification for a translator/reviser detailed in point 29.3 of the Specifications.
	Translator/reviser:

Date:
	Legal representative:

Date:



Annex III: Computer and telecommunication equipment questionnaire
	Name of tenderer:


	Please, tick the appropriate box and specify.

	MS Word 2010 *

or fully compatible later version/other application* (please specify)


	YES
□
NO
□

..............................................

...............................................                      Mandatory

	MS Excel 2010*

or fully compatible later version/other application* (please specify)


	YES
□
NO
□

.............................................                        

.............................................                        Mandatory

	MS PowerPoint 2010*

or fully compatible later version/other application* (please specify)
	YES
□
NO
□

.............................................                        

.............................................                        Mandatory

	SDL Trados Studio 2014 or any other CAT tool producing XLIFF files which are fully compatible with SDLXLIFF version 1.0 files*
	YES
□
NO
□

.............................................                        

.............................................                        Mandatory

	Internet Explorer 9* or fully compatible version/other application (please specify) 
	YES
□
NO
□

.............................................                        

.............................................                        Mandatory

	Fax number 

E-mail address (with sufficient capacity to receive large files with illustrations)
	.....................................................

.....................................................                Mandatory

	File compression software:

WinZip 9 or fully compatible version/other application* 


	YES
□
NO
□

.............................................                        

.............................................                        Mandatory

	All translators/revisers for whom Annex II is submitted are equipped with a mobile phone capable of receiving text messages and can provide an e-mail address for the purposes of receiving information concerning accesses using a token.
	YES
□
NO
□

.............................................                        

.............................................                        Mandatory


* The computer and telecommunications equipment used by the participating institutions/bodies may change during the period of validity of the contracts as specified in point 16.6 of these Specifications. Contractors must adapt to any such developments within six months of the announcement of the change.

I declare that the information provided above is correct.

Date: ...............................................


Signature: ……………...........................
Annex IV: Instructions for the revision test
Revision of the translation as published in Annex V shall be carried out using track changes and shall include comments in the target language of the translation. Points will be awarded as specified in point 30.1c) of the Specifications. If a correction proposed in a place where no error was made results in additional errors, points will be deducted. Each change must be accompanied by a comment indicating the type of error identified and providing the justification for the correction and/or linguistic solution chosen. The justification should be appropriate to the gravity and complexity of each error. It should be short, clear and to the point. The overall extent of the comments must not exceed two standard pages; characters above and beyond this limit will not be taken into consideration. The types of error identified in the translation must be indicated in the comments using the Typology of errors specified below. 
The revised text of the translation in the target language, including comments and track changes, must be printed on a blank sheet of paper with no headers or footers. There must be no mention of the identity of the tenderer. Any distinctive sign that the tenderer may affix to the text of the revision will lead to rejection of the revision, i.e. no points will be awarded for this criterion. The annotated revision must be sent with the tender following the instructions detailed in the letter of invitation to tender. 

Typology of errors:

SENS
Translation error, usually a transfer error, which changes the meaning of the original or reads misleadingly in the target language.
Includes in particular mistranslations, nonsense, and word-for-word or literal translations that are meaningless in the context.
OM
Omission and addition: part of the original (e.g. paragraph, phrase, line, table, figure) omitted or left in the original language; a word or words whose omission alters the meaning of a phrase or deprives it of a significant part of its intended meaning; an addition which alters the meaning of the text.
TERM
Failure to use appropriate terminology, in particular EU usage; lexically correct terminology wrongly used in the context.
GR
Grammatical error indicating inadequate command of the target language; error capable of giving rise to an interpretation other than the correct one.
SP
Spelling mistake, typo.
PT
Punctuation error.
RD
Failure to use the available reference documents (e.g. quoted text incorrectly transposed or not used, retranslation of existing titles, failure to use lexis of reference document);

CL
Drafting error affecting the clarity and intelligibility of the target text (e.g. tautology, Gallicism, Anglicism, clumsiness, inadequate formulation, use of non-standard collocations).
Annex V: Revision test
Translation:

DELEGOIDUT SÄÄDÖKSET JA TÄYTÄNTÖÖNPANOSÄÄDÖKSET

Lissabonin sopimuksella uudistettiin perusteellisesti järjestelyjä, joiden mukaisesti komissiolle siirretään täytäntöönpanovaltaa. Entinen komiteamenettelyyn perustuva järjestelmä on korvattu delegoiduilla säädöksillä ja täytäntöönpanosäädöksillä.

Rooman sopimuksessa ei alun perin ollut säännöksiä täytäntöönpanovallan siirtämisestä komissiolle. Hyvin pian kuitenkin ilmeni, että jonkinlainen menettely toimivallan siirtämiseksi oli välttämätön: komission oli pystyttävä toteuttamaan viipymättä tarvittavat toimenpiteet, jotta yhteisön lainsäädäntö voitiin panna täytäntöön. Lainsäätäjä antoi sen vuoksi komissiolle joitakin selkeästi määriteltyjä tehtäviä ja otti käyttöön järjestelmän voidakseen valvoa, miten nämä tehtävät hoidettiin. Tämän sittemmin komiteamenettelyksi nimetyn järjestelmän tavoitteena oli paitsi tukea myös valvoa täytäntöönpanosäädösten laatimista koskevaa prosessia.

Ensimmäinen komiteamenettelyyn osallistuva komitea aloitti työnsä Brysselissä vuonna 1961, ja sen tehtävänä oli saattaa maataloustuotteiden hinnat nopeasti ja yhteensovitetusti ajan tasalle YMP:n edellyttämällä tavalla.

Komiteamenettelyyn osallistuvat komiteat koostuivat jäsenvaltioiden valitsemista asiantuntijoista, jotka tarkastelivat komission ehdotuksia ja antoivat niistä virallisen lausunnon ennen kyseisen toimenpiteen hyväksymistä. Käytössä oli viisi eri menettelyä: neuvoa-antava menettely, hallintomenettely, sääntelymenettely, valvonnan käsittävä sääntelymenettely ja suojatoimimenettely. 

Nämä menettelyt olivat paljon nopeampia kuin lainsäädäntömenettely, sillä ne kestivät yleensä enintään muutaman kuukauden, niissä voitiin ottaa huomioon tekniikan kehitys ja muut seikat, ja ne olivat joustavia. Niiden ansiosta voitiin tehostaa tehtävien jakautumista yhtäältä lainsäätäjälle, jolla oli yleiskatsaus tilanteesta ja toisaalta asiantuntijoille, joilla oli aiheeseen liittyvää erityisosaamista. Jäsenvaltioiden näkökulmasta näiden menettelyjen avulla voitiin myös pitää silmällä komissiota.

Järjestelmä, joka oli kehitetty teknisen päätöksenteon nopeuttamiseksi ja tehostamiseksi, muuttui ajan mittaan yhä monimutkaisemmaksi, ja niitä käytettiin entistä tärkeämpien toimenpiteiden käsittelyyn. Vuonna 2009 komiteamenettelyyn osallistuvia komiteoita oli 266, ne kokoontuivat 894 kertaa, ja niiden työn tuloksena hyväksyttiin 1 808 täytäntöönpanotoimenpidettä. Lainsäätäjän, erityisesti Euroopan parlamentin, oli voitava valvoa järjestelmää yhä tiiviimmin, ja itse järjestelmää oli tarpeen yksinkertaistaa. 

Vuoden 2009 alkupuolella komiteamenettely korvattiinkin Lissabonin sopimuksen mukaisesti kahdella eri menettelyllä: delegoiduilla säädöksillä ja täytäntöönpanosäädöksillä.

Delegoidut säädökset (SEUT-sopimuksen 290 artikla)

Delegoidut säädökset ovat korvanneet valvonnan käsittävän sääntelymenettelyn. Komissio voi niitä antamalla täydentää perussäädöksen muita kuin keskeisiä osia. Lainsäätäjä voi siten keskittyä säädöksessä valittavaan toimintapoliittiseen lähestymistapaan ja sillä saavutettaviin päämääriin ja jättää kyseisen alan asiantuntijoiden tehtäväksi selkiyttää tiettyjä teknisiä seikkoja ja toteuttaa tarvittavat muutokset säädöstekstin saattamiseksi ajan tasalle.

Säädösvallan siirrolla on kuitenkin edelleen tarkasti määritellyt rajat. Nimenomaan lainsäätäjä vahvistaa perussäädöksessä säädösvallan siirron kestoa koskevat säännökset ja toimivallan käyttöä koskevat järjestelyt. Säädösvallan siirto voidaan peruuttaa tai rajata tietynkestoiseksi. Komissio antaa ehdotuksen delegoiduksi säädökseksi suoraan ja yhtäaikaisesti kummallekin lainsäätäjälle. Parlamentti ja neuvosto voivat sen jälkeen hylätä säädösehdotuksen (ilman, että niiden tarvitsee erityisesti perustella tätä) tai peruuttaa säädösvallan siirto määräajassa, jonka ne ovat itse itselleen asettaneet ja joka on yleensä kaksi kuukautta mutta jota voidaan mahdollisesti jatkaa kahdella kuukaudella. Jos lainsäätäjät eivät vastusta säädöstä tai ne hyväksyvät säädösehdotuksen ennen määräajan päättymistä menettelyn nopeuttamiseksi, säädös hyväksytään.

Tässä menettelyssä lainsäätäjälle annetaan selvästi aiempaa laajemmat valtuudet: se yksin päättää kunkin lainsäätämisjärjestyksessä hyväksyttävän säädöksen yhteydessä säädösvallan siirron soveltamisalasta ja kestosta sekä siihen sovellettavista ehdoista ja voi valvoa koko prosessia entistä tiiviimmin. Se voi peruuttaa säädösvallan siirron tai hylätä säädösehdotuksen ilman, että sen tarvitsee perustella tätä yksityiskohtaisesti, toisin kuin aiemmin. Parlamentti ja neuvosto ovat lisäksi nyt lainsäätäjinä tasavertaisia keskenään. 

Tarkoituksena on, että valvonnan käsittävästä sääntelymenettelystä siirrytään kokonaan delegoituihin säädöksiin perustuvaan järjestelmään vuoden 2014 loppuun mennessä. Perussäädöksiä tarkistetaan parhaillaan, jotta niistä voidaan poistaa viittaukset aiempaan menettelyyn ja korvata ne delegoitujen säädösten hyväksymistä koskevan menettelyn mukaisilla säännöksillä.

Täytäntöönpanosäädökset (SEUT-sopimuksen 291 artikla)

Komissio voi täytäntöönpanosäädöksiä antamalla varmistaa, että unionin lainsäädäntö pannaan yhdenmukaisesti täytäntöön kaikkialla unionissa.
 Täytäntöönpanosäädösten käyttö muistuttaa entistä komiteamenettelyyn perustuvaa järjestelmää, mutta täytäntöönpanosäädöksiä käytetään aiempaa useammin ja menettelyt ovat nopeampia.

Kuten delegoiduissa säädöksissä, myös täytäntöönpanosäädöksissä nimenomaan lainsäätäjä antaa komissiolle valtuudet hyväksyä näitä säädöksiä ja vahvistaa toimivallan siirtoa koskevat yksityiskohtaiset säännöt perussäädöksessä. Jäsenvaltioiden edustajista muodostuvat komiteat avustavat ja valvovat komissiota täytäntöönpanosäädösten laatimista koskevan prosessin aikana. Asetuksessa (EU) No 182/2011
 säädetään, että menettelyvaihtoehtoja on kaksi – tarkastelumenettely ja neuvoa-antava menettely – ja että menettelyn valintaperusteena otetaan huomioon ”tarvittavan täytäntöönpanosäädöksen luonne tai vaikutukset”.

Tarkastelumenettelyssä komissio toimittaa säädösehdotuksensa komitealle eikä voi hyväksyä sitä, ellei komitea anna siitä puoltavaa lausuntoa. Jos komitea antaa kielteisen lausunnon, komissio voi joko työstää säädösehdotustaan ja toimittaa siitä kahden kuukauden kuluessa muutetun ehdotuksen tai toimittaa ehdotuksen muutoksenhakukomitean käsiteltäväksi. Kyseisen komitean on annettava puoltava lausunto, jotta säädös voidaan hyväksyä.

Tarkastelumenettelyllä korvataan aiemmat hallinto- ja sääntelymenettelyt.

Neuvoa-antava menettely on sama menettely kuin komiteamenettelyyn perustuvassa järjestelmässä. Komissio ottaa täytäntöönpanosäädöstä käsitellessään ja hyväksyessään huomion kuultavana olleen komitean antamat päätelmät.

Neuvoa-antavaa menettelyä sovelletaan yleensä säädöksissä, jotka eivät ole poliittisesti arkaluonteisia, kuten määrärahojen ja avustusten jakamista koskevissa säädöksissä. 

Source text:

DELEGATED ACTS AND IMPLEMENTING ACTS

The Lisbon Treaty incorporates a comprehensive overhaul of the arrangements for delegating implementing powers to the Commission. The former comitology system has been replaced by delegated acts and implementing acts.

The Treaty of Rome originally made no provision for the delegation of implementing powers to the Commission. Very quickly, however, it became clear that some sort of delegation procedure was essential: the Commission needed to be able to take promptly the measures required to implement Community law. The legislator thus conferred on the Commission a number of clearly defined tasks and set up a system to monitor the way those tasks were carried out. This is what came to be known as comitology, the twin purpose of which was to provide support for and to exercise supervision over the process of drafting implementing acts.

The first comitology committee started work in 1961 in Brussels; its task was to update farm prices quickly and in a coordinated manner, as required in the context of the CAP.

The comitology committees consisted of experts chosen by the Member States to scrutinise Commission proposals and deliver a formal opinion prior to the adoption of the measure concerned. Five separate procedures were involved: the advisory procedure, the management procedure, the regulatory procedure, the regulatory procedure with scrutiny and the safeguard procedure. 

These procedures were much shorter than the legislative procedure, generally lasting no more than a few months; they made it possible for technological advances and other developments to be taken into account; and they were flexible. They made for a more efficient division of tasks between the legislator, which had an overview of the situation, and experts, who provided specialist knowledge. The Member States also saw these procedures as a way of keeping tabs on the Commission.

Over time a system which had been designed to make technical decision-making quicker and more efficient became more and more complex and was used to deal with increasingly important measures. In 2009, there were 266 comitology committees, which met 894 times and paved the way for the adoption of 1808 implementing measures. The legislator, in particular the European Parliament, needed to exercise closer supervision over the system and the system itself needed to be simplified. 

In late 2009, therefore, the Lisbon Treaty replaced comitology with two types of procedure: delegated acts and implementing acts.

Delegated acts (Article 290 of the TFEU)

Delegated acts have replaced the regulatory procedure with scrutiny. The Commission can use them to supplement or amend non-essential elements of the basic act. The legislator is thus free to concentrate on the political approach to be taken in the act and the aims to be achieved, leaving experts in the area concerned to clarify certain technical aspects and make the changes needed to bring the item of legislation in question up to date.

The delegation of powers remains strictly circumscribed, however. It is the legislator who lays down in the basic act provisions governing the duration of the delegation and the arrangements for exercising the powers involved - the delegation can be revoked or restricted to a given period of time. The Commission submits its draft delegated act directly to the two co-legislators at the same time. Parliament and the Council then have a period they themselves have set, normally two months plus a possible further two months, in which to reject the draft text (without being required to give specific reasons) or to revoke the delegation. If no objections are raised or if the co-legislators approve the draft text before the deadline has expired, in order to speed up the procedure, the act is adopted.

This procedure confers much broader powers on the legislator: it alone decides on the scope and duration of and the conditions governing the delegation of powers in respect of each legislative act and exercises a tighter grip over the process as a whole. It may revoke the delegation or reject the draft act without being required to give detailed reasons, which was not the case before. What is more, Parliament and the Council are placed on an equal footing. 

The transition from the regulatory procedure with scrutiny to the system of delegated acts should be completed by the end of 2014. The basic legislative acts are currently undergoing revision to remove the references to the earlier procedure and replace them with provisions consistent with the procedure for adopting delegated acts.

Implementing acts (Article 291 of the TFEU)

Implementing acts enable the Commission to ensure that EU law is implemented in a uniform manner throughout the Union.
 Although the way these acts are employed is reminiscent of the old comitology system, they are used less frequently and the procedures involved are quicker.

As in the case of delegated acts, it is the legislator who confers on the Commission the power to adopt implementing acts and sets out details of the relevant delegation of powers in the basic act. Committees consisting of representatives of the Member States and experts assist and monitor the Commission during the process of drafting implementing acts. Regulation (EU) No 182/2011
 provides for two possible procedures – the examination procedure and the advisory procedure – the choice of which will depend upon “the nature or the impact of the implementing act required.”

Under the examination procedure, the Commission submits its draft act to the committee and cannot adopt it unless the latter delivers a favourable opinion. If the committee delivers a negative opinion, the Commission may either rework its draft text and submit a revised version within two months or refer the matter to the appeal committee. That committee must deliver a favourable opinion for the act to be adopted.

The examination procedure replaces the former management and regulatory procedures.

The advisory procedure is the same as under the comitology system. The Commission takes account of the conclusions drawn up by the committee consulted when deliberating and adopting the implementing act.

The advisory procedure is generally used for acts which are not politically sensitive, such as those dealing with the allocation of funding and subsidies. 

Annex VI: Declaration on the tenderer’s honour concerning the exclusion criteria and absence of conflicts of interest

Official name of the tenderer: ............................................................................................................................................................................................................................................................................................................

Official address: ............................................................................................................................................................................................................................................................................................................

Official legal form (only for legal person): ............................................................................................................................................................................................................................................................................................................

I, the undersigned, Mr/Ms ......................................., being the representative authorised to sign on behalf of the tenderer, hereby declare on my honour that:

(a) 
the tenderer is not bankrupt or in the process of having his/her business wound up, is not having his/her affairs administered by the courts, has not entered into an arrangement with creditors, has not suspended business activities, is not the subject of proceedings concerning those matters, and is not in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

(b) 
the tenderer or persons having powers of representation, decision making or control over the candidate/tenderer have not been convicted of an offence in connection with their professional conduct by a judgment of a competent authority of a Member State which has the force of res judicata;

(c) 
the tenderer has not been guilty of grave professional misconduct proven by any means which the Contracting Authority can justify, including by decisions of the EIB or international organisations;

(d)
the tenderer is in compliance with their obligations relating to the payment of social security contributions and the payment of taxes in accordance with the legal provisions of the country in which they are established or with those of the country of the Contracting Authority or those of the country where the contract is to be performed;

(e) 
the tenderer or persons having powers of representation, decision making or control over the candidate/tenderer have not been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organisation, money laundering or any other illegal activity, where such illegal activity is detrimental to the Union’s financial interests;

(f) 
the tenderer is not subject to an administrative penalty imposed by the Contracting Authority under Article 109(1) of the Financial Regulation
;

Comments:

........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

I hereby undertake to supply any documents specifically requested of me.

The undersigned is aware of the fact that contracts may not be awarded to candidates or tenderers who during the procurement procedure:
(1) 
are subject to a conflict of interest in connection with the contract; a conflict of interest could arise in particular as a result of economic interests, political or national affinities, family or emotional ties or any other relevant connection or shared interest;

(2) 
are guilty of misrepresentation in supplying the information required by the Contracting Authority as a condition of participation in the procurement procedure, or fail to supply this information;

(3) 
find themselves in one of the situations of exclusion for the procurement procedure ((a) to (f) above) referred to in Article 106(1) of the Financial Regulation .

In addition, I, the undersigned, declare on my honour that:

- 
the tenderer will inform the Contracting Authority without delay of any situation considered to be a conflict of interest or which could give rise to a conflict of interest;

- 
the tenderer has not granted and will not grant, has not sought and will not seek, has not attempted and will not attempt to obtain, and has not accepted and will not accept any advantage, financial or in kind, to or from any party whatsoever, constituting an illegal practice or involving corruption, either directly or indirectly, as an incentive or reward relating to the award or the execution of the contract;

- 
the information provided to the Contracting Authority within the context of this invitation to tender is accurate, sincere and complete.

Date: ............................


Signature: ...............................................

Annex VII: Information sheet concerning consortia of economic operators

Official name of the member authorised by the consortium
:
...................................................................................................................................................

Official address:
............................................................................................................................................................................................................................................................................................................

Legal form of the consortium
: ......................................................................................................................................................................................................................................................................................................

I, the undersigned, Mr/Ms ........................................., representing the authorised representative of the consortium of operators submitting this tender, hereby declare that I have noted the conditions laid down by the Contracting Authority for submission of a tender by a consortium and that the submission of a tender and the signing of this declaration imply acceptance of those conditions:

The consortium of economic operators shall furnish proof of its legal form in the tender. This may take one of the following forms:

–
an entity with legal personality recognised by a Member State;

–
an entity without legal personality but offering sufficient protection of the Contracting Authority’s contractual interests (depending on the Member State concerned, this may be, for example, a consortium or a temporary association);

–
the signing by all the partners of a ‘power of attorney’ or equivalent document confirming a form of cooperation. 

The document supplied must prove the consortium’s status. In that document or in an annex thereto, the economic operators making up the consortium shall undertake, as tenderers, to bear joint and several liability during performance of the contract, should it be awarded to them.

The Contracting Authority may accept other legal forms not referred to above, provided that they ensure the parties’ joint and several liability and are compatible with performance of the contract. However, in the contract to be signed with the consortium the Contracting Authority will refer expressly to the existence of such joint and several liability. In addition, it reserves the right to require, contractually, the appointment of an authorised representative who may represent the members and who is empowered, inter alia, to issue invoices on behalf of the other members.

	Information on the members of the consortium



	Name of member of consortium
	Address of member of consortium


	Name of member’s representative
	Description of member’s technical, professional and economic capacities



	
	
	
	

	
	
	
	

	
	
	
	


Date: ............................                                  Signature: ...............................................
Annex VIII: Declaration concerning subcontractors

Name of the tenderer:

I, the undersigned, Mr/Ms .............................................., in my capacity as representative of the abovementioned tenderer, hereby declare that, in the event that the contract, or one or more lots thereof, is awarded to the tenderer, the following economic operators will act as subcontractors:

	Details of subcontracting



	Name & address of subcontractor
	Description of the subcontracted part of the contract 
	Value of subcontracted part of contract (in EUR and as a percentage of estimated total amount of contract)

	
	
	

	
	
	

	
	
	

	
	
	


I acknowledge that the Contracting Authority reserves the right to request information on the financial, economic, technical and professional resources of the proposed subcontractor(s) and that the Contracting Authority may demand the requisite proof to establish whether the subcontractors are in any of the situations described in the exclusion criteria and whether they fulfil the selection criteria applicable to tenderers.
In this context, the Contracting Authority reserves the right to reject any proposed subcontractor not complying with the exclusion and/or selection criteria.

Furthermore, the Contracting Authority must be informed by the Contractor of any subsequent use of subcontracting not provided for in the tender. The Contracting Authority therefore reserves the right to accept or reject any subcontractor proposed during the performance of the contract. Accordingly, it may demand the proof required to establish whether a subcontractor complies with the requisite criteria. The Contracting Authority’s authorisation will always be granted in writing.

If the contract is awarded to a tenderer who proposes a subcontractor in his tender, this equates to giving consent for the subcontracting.

Date: ............................                                  Signature: ...............................................

Annex IX: Specific instructions applicable to the participating institutions/bodies’ translation assignments

Specific instructions applicable to the European Parliament assignments:

A. USE OF DocEP

DocEP is a document creation tool used in the European Parliament that allows documents to be both created and translated using the official standard phrases encoded in the Recueil de Modèles (RdM). 

Setting up a target-language document

Always refer to the specific Safe Working Protocol (SWP) for the type of document concerned when setting up the target-language (TL) document.

1. If the SWP recommends setting up the TL document with DocEP function ‘Create Document’:

Set up the TL document with the document-specific DocEP template and add it to the project. Pre-translate against the Normative TM, then the BRTM and finally the BR2TM (if present) at 100 %. Go through the document, checking that the target language segments in the pre-translation come from the appropriate TM(s) and the correct reference document(s). Use the WTM to complete the translation. 

2. If the SWP recommends the use of the pre-translated SDLXLIFF files in the project:

Open the appropriate SPA pre-translated SDLXLIFF file. Depending on the SWP, there may be several. If there is a pre-translation which has been produced using the BRT2TM (1234567_SL-TL_BR2.doc.sdlxliff ), use it. Otherwise use the file resulting from the pre-translation with the BRTM (1234567_SL-TL_BR.doc.sdlxliff). Go through the document, checking that the target language segments in the pre-translation come from the appropriate TM(s) and the correct reference document(s). Use the WTM to complete the translation. If there is no pre-translation, use the SDLXLIFF file corresponding to the original file and translate using the WTM.

Handling DocEP text in the SDL Studio editor

1. If the SWP recommends setting up the TL document with DocEP ‘Create Document’:

When you add the TL document prepared in DocEP to the project, the source-language (SL) column in SDL Studio will display the DocEP text already available in the target language. Change the status of those segments to ‘locked’ and leave the corresponding TL cells empty. If you are using a different CAT tool, copy the source (i.e. DocEP text already in the TL) to target cells.

2. If the SWP recommends the use of the pre-translated SDLXLIFF files in the project:

Any DocEP standard phrases needed for the translation of the original document are included in the Normative TM or BRTM. Use them to complete your translation.

Handling DocEP tags in the SDL Studio editor

If you use SDL Studio, we recommend that you replicate the settings below in the file type definitions for MS Word 2000-2003 and 2007-2013 (under SDL Studio – Project Settings – File Types). DocEP tags will then be treated as structure tags, which by definition remain outside the segments, thus eliminating the risk of damaging them while translating. The settings shown on the image below are also the European Parliament’s default in‑house settings.
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	Add the following DocEP styles to the list of Styles to be converted into structure tags: HideTWBExt, HideTWBInt, Olang and Olang12.



If these settings are not used in SDL Studio, the DocEP tags may be contained within segments and, should this be the case, must be copied from the SL to the TL segments.

If you use another CAT tool, we recommend that you look at the possibility of introducing similar settings, so that the DocEP tags do not need to be handled by the translator. If such a possibility does not exist, then the standard XLIFF files delivered must contain the relevant tags in the appropriate location in the TL.

Delivery of the translated file

Monolingual documents:

DocEP standard phrases and tags must be correctly included in the (SDL)XLIFF you deliver regardless of the scenario that was followed in setting up the TL document (setting up the TL document with DocEP ‘Create Document’ and adding it to the project or using the SDLXLIFF file already in the project).

The language units of the European Parliament will convert the (SDL)XLIFF file back to its original format and will then run the functions ‘DocEP – Change document ID’ and ‘DocEP – Prepare for bookout’.
Multilingual documents:

MS Word documents delivered must comply with DocEP rules as far as DocEP standard phrases and DocEP tags are concerned. Run ‘DocEP – Prepare for bookout’ before delivering the file. 

B. SEGMENTATION RULES

What segmentation rules are used in the European Parliament?

The European Parliament uses specific segmentation rules, which are defined in the translation memories you receive from us. The stop characters are the full stop (‘.’), if immediately followed by a space and a word with capital initial letter, the colon (‘:’), the semicolon (‘;’), the exclamation mark (‘!’), the question mark (‘?’), the tabulator, the paragraph mark and the closing round bracket (‘)’), if preceded by a maximum of three characters, such as ‘aaa)’. 

Are the segmentation rules optional?

No, you must use our segmentation rules during translation. You are also requested to retain the segmentation of the original document wherever possible.

SDL STUDIO Memory templates

The table below sets out the segmentation rules used in Parliament with a description of the character strings before and after the segmentation in terms of regular expressions, examples of the patterns concerned, and example segments with the segmentation desired. The rules are presented as a main rule (including, where applicable, the options to be selected) followed by the exceptions to the rule, where appropriate.

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Right Bracket
Template_TM 1
Template_TM_el 1
	^[\S][^()]*[)][\p{Pe}\p{Pf}\p{Po}"]*
	\s
	)
	d) ||Ergebnisse der Analysen, Tests oder Diagnosen rechtzeitig liefern.
(1a) ||Directive (EC)1234/2222 (taking into account) this very important matter

and Rule 81(3) (consent procedure) with a view to drafting a single coherent Rule
Maßnahmen zum Schutz vor Pflanzenschädlingen 2013/0141(COD)

Notes that the general passerelle clause (Article 48(7) TEU) could be deployed by the European Council

and Rule (consent procedure) with a view to drafting a single coherent Rule
Maßnahmen zum Schutz vor Pflanzenschädlingen 2013/0141(COD)

Subject to the provisions of points (a, b, c) above
Subject to the provisions of points (a), (b), (c) above

Movement for non-commercial purposes as defined in point (a) of Article 3 of Regulation (EU) No 576/2013. 
Article 4 of Regulation (EC) No 853/2004
The task of presenting the opinion under Article 60(5) of Regulation.

the ‘rebel forces’ of the northern branch of the SPLM (SPLM-N) and other pro-Southern militia (SRF, SLM, SLA) oppose the regular Sudanese forces (SAF).

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Full Stop
Template_TM 2
Template_TM_el 4
	\.+[\p{Pe}\p{Pf}\p{Po}”]*
	\s
	.
	1. ||The Union reference laboratories and the national reference laboratories I. ||Révision de la directive sur les voyages à forfait

	
	The following options should be selected:

· Check abbreviations

· Check ordinal followers

· Include closing punctuation
	

	Exception
	Lowercase-follower
	.\w+\.+
	\s\p{Ll}
	Text. text
	27. tammikuuta 2014

	Exception
	After Dot or Comma
	[.,]\s?\w+\.+
	\s
	, Text.
,Text.
. Text.
.Text.
	... text. Text.
J.F.K.

	Exception
	Bracket-follower
	.\w+\.+
	\s[(\]]
	Text. [text]
	del regolamento (UE) n. [SR].

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Tabulator
Template_TM 3
Template_TM_el 10
	.\t+
	.
	[Tab]
	Θέμα[TAB] ||Ανεπαρκής δημοκρατική λογοδοσία της Τρόικας

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Question mark
Template_TM 4
	[\?]+[\p{Pe}\p{Pf}\p{Po}”]*
	\s
	?
	...Sanktionen nicht ausnutzt? ||Der Plutonium-Reaktor...

	
	The following option should be selected:

· Include closing punctuation
	

	Exception
	Lowercase-follower
	\?+[\p{Pe}\p{Pf}\p{Po}”]*
	\s\p{Ll}
	? text
	The sign ? is called question mark.

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Colon
Template_TM 5
Template_TM_el 6
	[:]+[\p{Pe}\p{Pf}\p{Po}”]*
	\s
	:
	ÜBERTRÄGER: ||Schweine, Pferde, Wildschweine und andere Wildtiere.
από τις 9 Οκτωβρίου 2012: ||Μέλος της διακομματικής κοινοβουλευτικής ομάδας για τα άτομα με αναπηρία.

	
	The following option should be selected:

· Include closing punctuation
	

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Semicolon
Template_TM 6
	;+[\p{Pe}\p{Pf}\p{Po}”]*
	\s
	;
	...agreement on the MFF 2014-2020; ||notes that the negotiations revealed a wide gap between net contributors and net recipients

	
	The following option should be selected:

· Include closing punctuation
	

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	CharDotChar
Template_TM 7
Template_TM_el 5
	\w\.\w
	\s
	X.X
	P.a ||Valsts prezidenta vēlēšanas notiks.

	Exception
	CharCharDotChar
	.\w\.\w
	\s
	Text.X
	

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	NumberDotChar
Template_TM 8
Template_TM_el 7
	\d+\.\w
	\s
	9999.Text
	1.a ||LV and HR units have their own way of numbering

	Exception
	CharNumberDotChar
	.\d+\.\w
	\s
	X9999.Text
	... total cost of 100.000 €...

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Exclamation mark
Template_TM 9
Template_TM_el 9
	[!]+[\p{Pe}\p{Pf}\p{Po}”]*
	\s
	!
	...Sanktionen nicht ausnutzt! ||Der Plutonium-Reaktor...

	
	The following option should be selected:

· Include closing punctuation
	

	Exception
	Lowercase-follower
	!+[\p{Pe}\p{Pf}\p{Po}”]*
	\s\p{Ll}
	! text
	Euramis, which lead to the development of Shout! and Twist.

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	DotQuotation
Template_TM 9
Template_TM_el 9

	\.["]+
	\s
	."
	The Commission and the European Parliament shall ensure that this hearing is organised at the European Parliament, if appropriate together with such other institutions and bodies of the Union as may wish to participate, and that the Commission is represented at an appropriate level." The complexity of the question required the involvement of three committees in the organisation of the hearing.

	
	The following option should be selected:

· Include closing punctuation
	

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Greek Question mark
Template_TM_el 2
	;+[\p{Pe}\p{Pf}\p{Po}”]*
	\s
	;
	Πώς εντάσσεται η παραπάνω κατάσταση στις ενταξιακές διαπραγματεύσεις της Τουρκίας στην ΕΕ; ||Εντάσσεται η ανάγκη αποκατάστασης των αδικιών και βιαιοτήτων εις βάρος των

	
	The following option should be selected:

· Include closing punctuation
	

	Exception
	Lowercase-follower
	;+[\p{Pe}\p{Pf}\p{Po}”]*
	\s\p{Ll}
	; text
	την περίοδο 2014-2020 ήταν το αποτέλεσμα; συντηρητικών και

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Greek Semicolon
(Middle Dot u00B7)
Template_TM_el 3
	[\u00B7][\p{Pe}\p{Pf}\p{Po}”]*
	\s
	•
	προετοιμασίας αυτής της έκθεσης• ||επισημαίνει τα εμφανή

	Exception
	Number-Stop
	(^|\W)[0-9]+[\u00B7]
	\s
	99•
	επιτροπής SURE, τον Ιούνιο 2011• φρονεί ότι η έκθεσ

	
	Name
	Before
	After
	Patterns
	Examples

	Rule
	Greek Semicolon
(Ano Teleia u0387)
Template_TM_el 8
	[\u0387][\p{Pe}\p{Pf}\p{Po}”]*
	\s
	·
	τονίζει ότι η συζήτηση σχετικά με τους πόρους για την πολιτική συνοχής πρέπει να βασίζεται σε ανάλυση των αναγκών και να λαμβάνει υπόψη την αξιολόγηση της εφαρμογής της πολιτικής στην προηγούμενη προγραμματική περίοδο· ||υπενθυμίζει ότι η πολιτική συνοχής είναι μια επενδυτική πολιτική υπέρ της ανάπτυξης που καταπολεμά την κρίση και επομένως θα αποκτήσει σημασία ως ενωσιακό μέσο για την ενίσχυση της βιώσιμης ανάπτυξης, τη δημιουργία θέσεων απασχόλησης, την τόνωση των δημοσίων επενδύσεων, τη μείωση των κοινωνικών ανισοτήτων και της φτώχιας, την τόνωση της ενεργειακής μετάβασης και την καταπολέμηση της κλιματικής αλλαγής·


C. PAGE COUNT AND MATCH RATES

How is the page/character count calculated?

A standard page corresponds to 1 500 characters of translatable text excluding spaces. Pages are counted on the basis of the original source language.

In order to produce a workload assessment or page count for invoicing purposes, the following procedure is applied. A self-alignment of the document is created. This segments the document in accordance with the Euramis segmentation rules and deletes any segments consisting exclusively of non-translatable strings (e.g. numbers in table cells). The remaining segments in the self-alignment are then compared with the Retrieval TMX file. The Retrieval TMX file
 contains the search strings, the found strings and the corresponding match rates. The matches found in the Retrieval are then analysed so that the best match is selected and the number of characters (excluding spaces) in each matched segment is counted. 
The total number of characters in each segment is calculated, with segments being grouped according to the following criteria:

•
match rates of 100 %;

•
match rates of between 82 % and 99 %;

•
match rates of between 65 % and 81 %;

•
segments without a match.

These figures are subsequently converted into a workload assessment expressed in standard pages using the following weighting system:

•
100 % match – number of standard pages of source text multiplied by 0.2;

•
82% - 99% match – number of standard pages of source text multiplied by 0.5;

•
Match rate of less than 82 % – full number of standard pages of source text.

The resulting adjusted number of characters is then divided by 1 500 to give the final number of pages to be paid for. 

Repetitions: first occurrence at the best match rate is found and subsequent occurrences are treated as 100 % matches.

In light of technical developments, a payment rate of 0 % may be applied to segments which are automatically inserted in the TL into the text to be translated by means of unique document and segment identifiers rather than by translation memory matching.

For multilingual documents a ‘Language detector’ is used. It splits multilingual documents by SL into monolingual .txt files. Each monolingual .txt file is processed for page counting purposes as described above. 

What is the ‘reliability’ of 100 % matches? Should these be altered by the Contractor? 

Reliability depends to a certain extent on the source of the match and the nature of the segment concerned. For instance, a 100 % match found in the Basic Reference Memory for a sentence originating in the document to be amended (i.e. the left-hand column in two‑column amendments) should in theory be very reliable and should not be changed. However, misalignments do occasionally occur and it is incumbent upon the Contractor to check the correctness of the segment.

Similarly, it is the responsibility of the Contractor to check and judge the correctness of 100 % matches in other cases and to deliver a translation which fulfils all the contractual requirements.

Changes made to 100 % matches should be duly justified.

To take account of the work involved in checking 100 % matches, point 16.6 of the Specifications provides that ‘the Authorising Authority will pay a sum equal to the number of standard pages of source text multiplied by 20 % of the price per standard page’.
D. LIST OF ABBREVIATIONS USED

BRTM: Basic reference translation memory. A translation memory used for pre-translation which contains the TMX file corresponding to the basic reference document. Pre-treatment packages may contain more than one BRTM. 

BR2TM: Second basic reference translation memory.

CAT: Computer-assisted translation.

Euramis: European Advanced Multilingual Information System. A series of client server applications which provide access to a variety of services in the field of natural language processing. The Euramis database hosts the central translation memories of the European institutions.

Normative TM: Normative Translation Memory. A translation memory containing TMX files for either legislative or non-legislative amendment headings, and for some 100 % textual (i.e. containing no variables) DocEP phrases. Normative TMs are used for pre-translation purposes. 

SDLXLIFF: SDL XML-based Localisation Interchange File Format.

SL: Source language.

SPA: Safe Working Protocol Automation. A set of applications for automatically pre-treating translation requests. On the basis of the metadata accompanying the request, SPA will choose the corresponding Safe Working Protocol and deliver a pre-treatment package containing all the elements needed for the correct translation of the original document.

SWP: Safe Working Protocol. Step-by-step instructions for pre-treating and translating a document with the use of CAT tools and the central memories database (Euramis) based on the best practices for each document type or procedure.

TL: Target language.

TM: Translation memory.

TMX: Translation Memory eXchange format. Open XML standard for the exchange of translation memory data created by computer‑assisted translation and localisation tools. 

WTM: Working Translation Memory. A translation memory containing the TMX files for all the material defined as necessary in a Safe Working Protocol for translating the new text in a particular document. 

XLIFF: XML Localisation Interchange File Format. XML-based format created to standardise the way localisable data are passed between tools.

Specific instructions applicable to the European Economic and Social Committee (EESC) and the Committee of the Regions (CoR) assignments:

Segmentation rules

The Directorate for Translation of the EESC and the CoR uses the following segmentation rules:

· Full stop (‘.’);

· Question mark (‘?’);

· Exclamation mark (‘!’);

· Tabulator (‘→’);

· End of paragraph mark or hard return ‘(¶’). 

The following segmentation rules are NOT used, because of either the structure of the Committees’ documents or language-specific issues (e.g. those relating to FI, HU, etc.):

· Colon (‘:’);

· Semicolon (‘;’);

· Soft return (‘↵’).
In addition to the segmentation rules, the Directorate for Translation uses customised abbreviation and ordinal follower lists which are regularly updated.

The table below shows the segmentation rules used in the Committees:

	
	Name
	Before
	After
	Patterns

	Rule
	Full Stop
	\.+[\p{Pe}\p{Pf}\p{Po}”-[\u002C\u003A\u003B\u055D\u060C\
u061B\u0703\u0704\u0705\u0706\u0707\u0708\u0709\u07F8\

u1363\u1364\u1365\u1366\u1802\u1804\u1808\u204F\u205D\

u3001\uA60D\uFE10\uFE11\uFE13\uFE14\uFE50\uFE51\uFE54\

uFE55\uFF0C\uFF1A\uFF1B\uFF64]]*
	\s
	.

	
	The following options should be selected:

· Check abbreviations
· Check ordinal followers

· Include closing punctuation

	Exception
	Lower-case letter
	\.+[\p{Pe}\p{Pf}\p{Po}”]*
	\s\p{Ll}
	Text. text

	Rule
	Tabulator
	.\t+
	.
	[Tab]

	
	Name
	Before
	After
	Patterns

	Rule
	Question mark
Exclamation mark
	[!?]+[\p{Pe}\p{Pf}\p{Po}”-[\u002C\u003A\u003B\u055D\u060C\
u061B\u0703\u0704\u0705\u0706\u0707\u0708\u0709\u07F8\

u1363\u1364\u1365\u1366\u1802\u1804\u1808\u204F\u205D\

u3001\uA60D\uFE10\uFE11\uFE13\uFE14\uFE50\uFE51\uFE54\

uFE55\uFF0C\uFF1A\uFF1B\uFF64]]*
	\s
	?
!

	
	The following option should be selected:

· Include closing punctuation

	Exception
	Lower-case letter
	[!?]+[\p{Pe}\p{Pf}\p{Po}”]*
	\s\p{Ll}
	? text
! text


Specific instructions applicable to the European Court of Auditors assignments:

Segmentation rules 

The stop characters are the full stop (‘.’), if immediately followed by a space and a word with an initial capital letter, the exclamation mark (‘!’), the question mark (‘?’), the tabulator and the paragraph mark. The colon (‘:’), the semi-colon (‘;’) and the closing bracket (‘)’) are NOT stop characters. 

Any additional segmentation rules and/or exceptions which may be defined in the translation memories you receive (if any) with the job shall be applied in addition to the general rules listed above.

Annex X: Standard quality assessment form
EXTERNAL TRANSLATION UNIT

EVALUATION PROCEDURE

	Document name:
	
	Language combination:
	
	No of characters evaluated:
	

	
	
	
	
	
	

	Overall evaluation:
	( Acceptable ( Unacceptable
	
	
	
	


Correct format delivered
□yes


□no
Use of tools, e.g. macros
□correct

□incorrect

Formatting instructions
□followed

□not followed
Summary of the evaluation (number of errors per category)

	Category
	SENS+
	SENS
	OM+
	OM
	TERM+
	TERM
	RD+
	RD
	CL+
	CL
	GR+
	GR
	PT+
	PT
	SP+
	SP

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Explanation of categories
SENS (+) failure to understand the source text, mistranslation; OM (+) omission (or, occasionally, addition of elements not in the original); TERM (+) wrong lexis or terminology, including (but not only) EU terminology and jargon; RD (+) failure to use reference documents, style manual; attempts to retranslate quotations, existing material, etc.; CL (+) clarity: inadequate formulation, source language interference; GR (+) grammar; PT (+) punctuation; SP (+) spelling

Evaluation table

	Page
	Line
	Original
	Unrevised translation
	Revised translation
	Comments/back translation and/or explanation of unrevised translation in EN or FR 
	Error category


Comments


Second Evaluation

	Overall evaluation: ( Acceptable ( Unacceptable
	Evaluator’s name:
	
	Time spent on evaluation:
	


Comments: 
Annex XI: Standard technical verification form
EXTERNAL TRANSLATION UNIT

ASSESSMENT SHEET - TECHNICAL VERIFICATION

	Document name/FdR:
	
	Language combination:
	
	No of pages in the original:
	


	Error type
	Parsing
	Segmentation rules
	Content and metadata
	SL-TL Synoptic correspondence

	Errors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Severity of errors (minor/serious/blocking)
	 FORMCHECKBOX 
 /  FORMCHECKBOX 
 /  FORMCHECKBOX 

	 FORMCHECKBOX 
 /  FORMCHECKBOX 
 /  FORMCHECKBOX 

	 FORMCHECKBOX 
 /  FORMCHECKBOX 
 /  FORMCHECKBOX 

	 FORMCHECKBOX 
 /  FORMCHECKBOX 
 /  FORMCHECKBOX 



	Overall comment:




	Overall evaluation:
	Acceptable
	 FORMCHECKBOX 

	Unacceptable
	 FORMCHECKBOX 



Annex XII: Details of the invoice (European Parliament)
In accordance with Article II.3 of the framework contract, the Contractor shall periodically submit to the Authorising Authority invoices covering orders for which payment is due for the appropriate amounts, giving the following details:

(a) the heading ‘invoice’, an invoice number and the date; the invoice must also bear the following: ‘For the official use of [the European Parliament], [the Court of Auditors], [the Committee of the Regions], [the European Economic and Social Committee]
‘.

(b) the Contractor’s full particulars: name, address, VAT number for intra-Community purchases
;

(c) the name and address of the Authorising Authority as indicated in the orders;

(d) the reference number of the contract, the supplier’s number and the authorising officer’s number;

(e) the list of order numbers, and the type of service: translation services into
 and the amount indicated on the order form;

(f) the amount of VAT (where applicable);

(g) the reason for exemption from VAT (where applicable);

(h) the total amount payable;

(i) the full name and address of the bank in the country of residence/establishment, the number of the account into which payment is to be made, the BIC code and the IBAN account number.

The data under (b), (c), (d) and (e) of this Annex must correspond to the data indicated in the contract, including later amendments thereto in the relevant order.

The Contractor must send all payment requests, invoices and credit notes relating to performance of the contract to the relevant participating institutions/bodies as detailed hereunder:

	European Parliament

Official Mail Service

DG TRAD

Authorising officer code 1003

Konrad Adenauer Building, Room 00D001

L-2929 Luxembourg
	European Court of Auditors

Budget and Accounting Unit

12, rue Alcide de Gasperi

L-1615 Luxembourg

	Committee of the Regions

Directorate for Administration

Budget and Finance Unit

Accounting service

Identification number in Belgium: L-089-00000

Rue Belliard/Belliardstraat 101

B-1040 Bruxelles/Brussel
	European Economic and Social Committee

The Accounting Unit

Rue Belliard/Belliardstraat 99

B-1040 Bruxelles/Brussel
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THE EUROPEAN PARLIAMENT'S ENVIRONMENTAL POLICY

The European Parliament recognises that it has a duty to make a positive contribution to sustainable
development as a long-term goal, not only through its political role and its role in legislative
procedures, but also in the context of how it operates and the decisions that it has to take on a day-to-
day basis. ,

The European Parliament has therefore decided that its Administration will embark on the path of
applying the EMAS (Eco-Management and Audit Scheme) standard, with the aim of continually
improving its environmental results with regard to activities, products and services.

In doing so the European Parliament hereby undertakes to:

e reduce carbon dioxide emissions

e promote the efficient use of energy, water and paper

e introduce best practices with regard to waste management

e incorporate environmental guidelines into pfocurement procedures

e encourage responsible and appropriate behaviour by training, providing information and
increasing the awareness of all its staff, Members and their assistants about those aspects of their
activities relating to the environment

e take preventive measures to counter pollution
e ensure compliance with requirements laid down by environmental legislation and regulations

o ensure that everyone within Parliament is committed to EMAS and to the measures to improve the
environment which it entails

e provide sufficient resources for its environmental management system and activities relating
thereto

e promote transparent communication and dialogue with interested parties, both internally and
externally.

The European Parliament undertakes to describe, implement and pursue its environmental policy, to
communicate it to its Members, its staff, its contractors and any other interested parties and also to
make it accessible to the public.

The European Parliament's environmental policy is implemented through its environmental
management system. The environmental policy and the environmental management system cover the
main environmental aspects, both directly and indirectly, as well as their impact on the sites concerned,

and make it possible to establish corresponding objectives.

Ve Klaus WELLE, Secretary-General
environmental Brussels, 28 September 2010
management

REG.NO.BE-BXL- 000013
REG.NO. LU- 000002
REG.NO. FR-000051
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*\Q Environmental protection (EMAS)
EMAS in the European Parliament buildings

For staff of companies working for the European Parliament

What is EMAS?

EMAS is the system used by the European Parliament (EP) to reduce the impact of its activities on the
environment. EMAS is an environmental management system (EMS) based on ISO standard 14001:2004 and
EMAS regulations 1221/2009. The Parliament began to apply EMAS following a Bureau decision in 2004.

The President and the Secretary-General of the EP signed the EMAS policy. This document committed the

Parliament to continually reducing its impact on the environment in areas such as the production of office

and kitchen waste, the handling of dangerous substances, CO, emissions to fight global warming, energy, Signing of the EMAS

water and paper consumption, respect for environmental legislation, staff training etc. policy on 28 September
2010

How can my company contribute to improving the environment at the European Parliament?

You contribute by respecting current environmental legislation, as well as all environmental instructions and procedures. Your
company should ensure that all staff who perform tasks which have a significant environmental impact have received the
necessary training. Your company therefore plays an essential part in improving environmental quality at the EP.

Our environmental commitment is also set out in the obligations that appear in our new contracts: ‘The contractor undertakes
to respect (...) the environmental characteristics of the contract and any other similar condition imposed by the specification
and explained, where necessary, in the contractor's tender. The European Parliament reserves the right to carry out any
checks and inspections direct with the contractor, necessary to ensure that the environmental requirements imposed are being
respected (...) Any failure on the part of the contractor to comply with the environmental obligations imposed or any refusal to
be checked by the European Parliament or a duly authorised body will allow the European Parliament to terminate the

contract’.
If you use substances that are dangerous for the environment, you are obliged to
respect the legislation in force and to know the EP's environmental procedures. For . . . . . .
more information, please consult your contact at the European Parliament.
\
SN
"-." If you are in one of our buildings and you discover an accident with significant environmental consequences
/ (such as a fire, explosion, leak of water, fuel oil, gas, oil or any other dangerous substance), please inform the

Security Service (‘& 85112). The same number can be used for medical emergencies.

We are grateful to the European Parliament's contractors and subcontractors for their
= valuable contribution to the sorting, storage and recycling of waste. We would remind you of
E ‘ the importance of sorting waste properly and kindly request that you make your colleagues

T WY aware of the importance of your role for the environment. o

= -

And what can my company do if it causes other types of environmental damage?

If your company's activities for the European Parliament cause other types of environmental damage (consumption of
paper, fuel, electricity, water, production of other types of waste etc.) you can consult your contact at the European
Parliament in order to try and improve your environmental performance (the EMAS coordination team will also be happy to
help you).

Some tips for every day:

Qf—g Save water. Turn the tap off completely and alert the Recycle your waste. Please collect your waste and
¢ appropriate department if you discover a leak. use the appropriate bins. Waste which isn't sorted

e cannot be recycled!
@ Save energy. Turn off the light when it isn't needed and

+3 save electricity.
==. Use public transport for your journeys. Transport is

Take the stairs instead. It's better for your health and one of the largest sources of CO, emissions.
better for the environment!

Has the European Parliament already made real progress for the environment? The EP has long been working to improve the
environment. Here are some of its achievements:

-The EP has undertaken to reduce its CO, emissions by 30% by 2020.

- The Parliament sorts and recycles its waste, paying special attention to hazardous products.

- The Parliament uses electricity from 100% renewable sources, at all three of its sites.

- The EP integrates environmental clauses into its public procurement contracts. P K A

*ox

o

*

Y ¢

Did you know that the Parliament has obtained EMAS and ISO 14001:2004 certification? So § * g

external environmental audits will be carried out each year and your involvement in the = v
environmental management system will also be evaluated. 150 14001:2004

EMAS

EMAS i ! ronme
is you! envionmentsl
management
REG.NO. FR-000051

-

EMAS-214

We look forward to your proposals and suggestions at emas@europarl.europa.eu or on ; & (+352.4300) 22500




	[image: image4.png]



European Economic and Social Committee
	
	[image: image5.jpg]EUROPEAN UNION
PN
>
v

Committee of the Regions






Environmental policy of 
the European Economic and Social Committee and the Committee of the Regions

In view of the EU's commitment to the environment, the European Economic and Social Committee (EESC) and the Committee of the Regions (CoR) have undertaken to implement an environmental management system complying with the requirements of the European EMAS regulation.

The environmental management system has the support of the EMAS steering committee and in particular the secretaries-general, as guarantors that their strategic, organisational and management activity will take environmental aspects into account. 

Environmental commitment must translate into specific measures backed by the requisite human, material and financial resources.

In general, the environmental management system must enable the following:

· compliance with environmental legislation applicable to the premises covered by the system;

· prevention of pollution;

· ongoing improvement to the environmental impact of the EESC's and CoR's activities.

More specifically, our environmental management system must enable us to meet the following commitments: 

· reducing our gas, electricity and water consumption; 
· encouraging reasonable and responsible use of paper;

· encouraging green public procurement in our procedures;

· reducing the use of plastics in our activities;
· encouraging sustainable food and fighting food waste in our canteens;
· greening our events;
· reducing the amount of waste we produce and sorting it more effectively;

· reducing emissions due to staff travel; 
· informing staff and members and raising their awareness; encouraging everyone to participate in implementation of the environmental management system. Awareness raising may also take the form of participation in regional or international initiatives. 
Meeting these commitments is the responsibility of all EESC and CoR staff members, coordinated by the EMAS project manager. Members, contractors and everyone else concerned will be informed of this environmental policy.

Brussels, 10 September 2013

	European Economic and Social Committee
	
	Committee of the Regions

	Henri Malosse

President
	Nicolas Alexopoulos
Deputy Secretary-General
	
	Ramon Luis Valcárcel Siso
President
	Gerhard Stahl

Secretary-General


Annex XIV: Label to be affixed to the outer and inner envelopes when a tender is dispatched
To be used and completed to help ensure that the tender is sent to the relevant department at the European Parliament

(
EUROPEAN PARLIAMENT

Official Mail Service

DG TRAD

For the attention of Mr Christian Bastien

Konrad Adenauer Building, Room 00D001

L-2929 Luxembourg

Luxembourg

INVITATION TO TENDER

INVITATION À SOUMISSIONNER

Appel d’offres FI/2015/EU,

Call for tenders FI/2015/EU,

NOT TO BE OPENED BY THE MAIL UNIT

OR ANY UNAUTHORISED PERSON

A NE PAS OUVRIR PAR LE SERVICE DU COURRIER

OU PAR TOUTE PERSONNE NON AUTORISEE

(
In the case of several packages or envelopes: make copies of the label and repeat the operation

Annex XV: (Non-exhaustive) checklist of the documents to be provided 

in support of the tender
	Price offer (Annex I)
	

	Declaration on the tenderer’s honour concerning the exclusion criteria and absence of conflict of interest (Annex VI)
	

	Proof of status and legal capacity (point 29.1)
	

	Proof of financial and economic capacity (point 29.2)
	

	Computer and telecommunication equipment questionnaire (Annex III) (point 29.3c)


	

	List of clients (point 29.3d)
	

	Indications as to the proportion of the work (if any) intended to be subcontracted, including a description of procedures for selecting subcontractors and control measures (Annex VIII)
	

	Signed information sheets on translators/revisers (Annex II)
	

	Annotated revision of the translation published in Annex V (point 30.1c)
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� 	Hereinafter Financial Regulation.


� The participating institutions/bodies use different segmentation rules. For more details, see Annex IX.


� 	Owing to the European elections in 2014, the volumes outsourced by the European Parliament were significantly lower than usual; this year cannot therefore be taken as an indicator of the future outsourcing policy of the Contracting Authority.


�	Any such requirement will be communicated in advance.� Contractors must adapt within six months of the announcement of the change.


�	The method of transfer of the token will be established by the European Parliament and communicated to the Contractors.


� http://eur-lex.europa.eu/legal-content/EN/TXT/?qid=1425467905412&uri=CELEX:01962R0031-20140501


� The exclusion criteria are quoted from the Financial Regulation, Articles 106 and 107.


� 	Article 109(1):


	The Contracting Authority may impose administrative and/or financial penalties on the following:�(a)	Contractors, candidates or tenderers in the cases referred to in point (b) of Article 107(1);�(b)	Contractors who have been declared to be in serious breach of their obligations under contracts covered by the budget.


	In all cases, however, the Contracting Authority shall first give the person concerned an opportunity to present his or her observations.


�	Tenderers must declare that they do not have any conflict of interest in connection with the contract (economic interests, political or national affinities, family or emotional ties, or any other relevant connection or shared interest). 


�	The Contracting Authority reserves the right to request evidence confirming any information provided in this information sheet.


� SEUT-sopimuksessa käytetty täsmällinen sanamuoto on seuraava: ”Jos unionin oikeudellisesti sitovat säädökset edellyttävät yhdenmukaista täytäntöönpanoa, kyseisillä säädöksillä siirretään täytäntöönpanovaltaa komissiolle tai, tietyissä asianmukaisesti perustelluissa tapauksissa ja Euroopan unionista tehdyn sopimuksen 24 ja 26 artiklassa määrätyissä tapauksissa, neuvostolle.”


� Euroopan parlamentin ja neuvoston asetus (EU) N:o 182/2011, annettu 16 päivänä helmikuuta 2011, yleisistä säännöistä ja periaatteista, joiden mukaan jäsenvaltiot valvovat komission täytäntöönpanovallan käyttöä (EUVL L 55, 28.2.2011, s. 13). 


� More specifically, “Where uniform conditions for implementing legally binding Union acts are needed, those acts shall confer implementing powers on the Commission, or, in duly justified specific cases and in the cases provided for in Articles 24 and 26 of the Treaty on European Union, on the Council.”


� Regulation (EU) No 182/2011 of the European Parliament and of the Council of 16 February 2011 laying down the rules and general principles concerning mechanisms for control by Member States of the Commission’s exercise of implementing powers (OJ L 55, 28.2.2011, p. 13). 


�	The Contracting Authority will check in the central exclusion database whether an administrative penalty is still in force.


�	State the name and address of the member authorised by the other members of the consortium to represent it. If no authorisation has been given, all consortium members must sign this declaration.


�	To be indicated if a precise form has been chosen by the consortium members. If that is not the case, leave blank.


�	Should such a description already have been provided in the tender, precise reference may be made to where that description appears.


�	Retrieval: A process whereby a document is segmented and compared segment by segment in the source language with the content of specified Euramis memories. The system then uses the metadata for the matches found in the source language to identify the corresponding segments in the target languages specified in order to create translation units, which are then included in a separate TMX file for each language pair specified. Only the three best matches above 65 % from each memory are included. In addition, the metadata for the matches is used to identify the source documents for these matches. These are then analysed and all the segments which stem from the most relevant documents are also included in the resulting TMX file returned to the requester.


Retrieval TMX file: a TMX file delivered by Euramis in Retrieval. Each ‘translation unit’ in the TMX file contains the search string (the segment analysed in the source language), the found string (the closest match to the search string in the source language found in the database) and the translation (the corresponding translation of the found string). The properties of Retrieval TMX translation units are: Doc. No.; Doc. Type; Req. Serv.; Obs.; Year; Stored by; Translator; TM Database; Search; and Match. These properties will differ for the different translation units, given that they stem from different source documents.


�	Use the name of the relevant Authorising Authority as appropriate.


�	No VAT number is required in the case of Contractors holding a small business exemption or other exemption without entitlement to deduct VAT on inputs.


�	Indicate the language as appropriate.
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