

ANNEX 6: CODE OF CONDUCT FOR CONTRACTORS
REQUEST FOR PROPOSAL FOR FRAMEWORK SERVICES


	Date of issue: 
	25/02/2026

	Reference no.:
	1967

	Contract title:
	Simultaneous interpretation

	Closing date:
	20/03/2026 12.00 AM (CET)

	Contracting Authority:

	DanChurchAid, Meldahlsgade 3, 1613 Copenhagen V, Denmark

Please submit to: Thea Dam Christensen

Email: tdc@dca.dk

	
	

	
	

	
	

	
	

	
	

	Contact Point for Questions:

	Contact person: Grethe Rosenberg Nørgaard

Email: grn@dca.dk




DANCHURCHAID INVITES CANDIDATES TO SUBMIT A PROPOSAL FOR SIMULTANEOUS INTERPRETATION UNDER A FRAMEWORK CONTRACT FOR 36 MONTHS

Dear Sir/Madam, 

The Service is required for DCA’s headquarters in Copenhagen and its 18 country offices. Please find enclosed the following documents which constitute the Request for Proposal: 

A – Instructions 
B – Draft Contract including annexes
      Annex 1: Terms of Reference 
      Annex 2: Organisation and Methodology Form (to be completed by the Candidate)
      Annex 3: Proposal Submission Form (to be completed by the Candidate)
      Annex 4: DCA’s Data Processing Agreement 
      Annex 5: General Terms and Conditions for Service Contracts – Ver3 2020
      Annex 6: Code of Conduct for Contractors
      

If this document is a PDF format, upon request, a complete copy of the above documents can be forwarded in a WORD format for electronic completion. It is forbidden to make alterations to the text.

We should be grateful to be informed by email of the intention to submit or not a proposal.


A. Instructions

In submitting a proposal, the Candidate accepts in full and without restriction the special and general conditions including annexes governing this Contract as the sole basis of this procedure, whatever his own conditions of services may be, which the Candidate hereby waives. The Candidates are expected to examine carefully and comply with all instructions, forms, contract provisions and specifications contained in this Request for Proposal. 
A.1. Scope of services
The Services required by the Contracting Authority are described in the Terms of Reference in Annex 1. Candidates may offer either AI‑based or human‑based interpretation or both. Candidates must, as a minimum, offer the below language pairs. Candidates offering only part of the required languages pairs will be rejected. Candidates may additionally offer one, several or all of the language pairs listed in the Terms of Reference.
· English ↔ French
· English ↔ Arabic (Iraqi, Lebanese, Libyan, Palestine, Syria, Sudanese & South Sudanese dialects required)

A.2. Cost of proposal
The Candidate shall bear all costs associated with the preparation and submission of his proposal and the Contracting Authority is not responsible or liable for these costs, regardless of the conduct or outcome of the process.

A.3. Eligibility and qualification requirements
Candidates are not eligible to participate in this procedure if they are in one of the situations listed in article 33 of the General Terms and Conditions for Service Contracts – Ver3 2020.

Candidates shall in the Proposal Submission Form attest that they meet the above eligibility criteria. If required by the Contracting Authority, the Candidate whose proposal is accepted shall further provide evidence satisfactory to the Contracting Authority of its eligibility.

As a rule, the timely arrival of a proposal with the Contracting Authority is the Candidate’s responsibility. Irrespective of the reason, proposals arriving after the deadline for the submission of proposals, will be considered late and thus rejected.

Candidates are also requested to certify that they comply with the Code of Conduct for Contractors. 

A.4. Exclusion from award of contracts 
Contracts may not be awarded to Candidates who, during this procedure:

(a) are subject to conflict of interest
(b) are guilty of misrepresentation in supplying the information required by the Contracting Authority as a condition of participation in the Contract procedure or fail to supply this information

A.5. Documents comprising the Request for Proposal
The Candidate shall complete and submit the following documents with this proposal: 
a. Proposal Submission Form (Annex 3) duly completed and signed by the Candidate 
b. Organisation and Methodology using the structure in Annex 2
c. Demonstration video showing the core functionality of the proposed interpretation solution
d. If the Candidate offers human interpreters: A declaration guaranteeing that the Candidate will assign professional interpreters with relevant qualifications, experience, and professional fluency in the required language pairs.
e. If the Candidate offers AI‑based interpretation: A declaration guaranteeing that the AI‑based solution is trained on documented multilingual data and delivers professional‑level simultaneous interpretation quality.
f. Candidate’s ISO 18841, ISO 20108 or similar accreditation.  

The proposal and all correspondence and documents related to the Request for Proposal exchanged by the Candidate and the Contracting Authority must be written in the language of the procedure, which is English.

A.6. Financial proposal
The Financial Proposal shall be presented as an amount in EUR in the Proposal Submission Form in Annex 3. The remuneration of the Candidate under the Contract shall be determined as follows: 
The Candidate shall indicate in his/her proposal his/her proposed global remuneration for the performance of the Services. The Candidate shall be deemed to have satisfied himself as to the sufficiency of his/her proposed global remuneration, to cover both his/her fee rate, including overhead, profit, all his/her obligations, sick leave, overtime and holiday pay, taxes, social charges, etc. and all expenses (such as transport, accommodation, food, office, etc.) to be incurred for the performance of the Contract. The proposed global remuneration shall cover all obligations of the successful Candidate under the Contract (without depending on actual time spent on the assignment) and all matters and things necessary for the proper execution and completion of the Services and the remedying of any deficiencies therein.

VAT and/or any sales tax applicable to the purchase of services shall be indicated separately in the proposal.

A.7. Subcontractors
The Consultant shall state their intention to use subcontractors. The Consultant shall specify the parts of the Services which will be executed by the subcontractors, which may not exceed 30% of the Contract. Provisions of article “Candidate’s proposed personnel” concerning the Candidate’s personnel and the article concerning eligibility and qualification requirements shall apply to the subcontractors or the subcontractor’s personnel.

A.8. Validity
Proposals shall remain valid and open for acceptance for 60 days after the closing date.

A.9. Submission of proposals and closing date
Proposals must be received at the address mentioned on the front page by email not later than the closing date and time specified on the front page. 

A.10. Evaluation of Proposals
The evaluation method will be the quality and cost-based selection. A two-stage procedure shall be utilised in evaluating the Proposals, a technical evaluation and a financial evaluation. 

Proposals will be ranked according to their combined technical (St) and financial (Sf) scores using the weights of 70% for the Technical Proposal; and 30% for the offered price. Each proposal’s overall score shall therefore be St X 70% + Sf X 30%.

Technical evaluation
For the evaluation of the technical proposals, the Contracting Authority shall take the below criteria and weights into consideration.
The Contracting Authority reserves the right to discard offers below a technical score of 80 points.

	Technical evaluation
	Maximum Points 
	Candidate

	
	
	A
	B
	C
	D
	E

	
Expertise of the Candidate submitting proposal


	

	1
	Have the terms of reference been addressed in sufficient detail
	50 
	
	
	
	
	

	1.1
	Translation Functionality (based on sample task and O&M)

	
	
	
	
	
	

	1.2
	Technical Quality of the Platform
(based on sample task and O&M)

	
	
	
	
	
	

	1.3
	Quality Assurance Process
(based on O&M)

	
	
	
	
	
	

	1.4
	Support Model
(based on O&M)

	
	
	
	
	
	

	1.5
	End‑to‑end process for delivering interpretation
(based on O&M)

	
	
	
	
	
	

	1.6
	Data Processing Agreement
(based on O&M)

	
	
	
	
	
	

	3
	Environmental focus 
(based on O&M)

	15 
	
	
	
	
	

	4
	Quality of AI or Human Interpretation
(based on sample task)

	35
	
	
	
	
	

	Total Technical Score
	100
	



Interviews
The Contracting Authority reserves the right to call to interview the Candidates having submitted proposals determined to be substantially responsive.

Financial evaluation
Each proposal shall be given a financial score. The lowest Financial Proposal (Fm) will be given a financial score (Sf) of 100 points. The formula for determining the financial scores shall be the following:

Sf = 100 x Fm/F, in which 
Sf is the financial score 
Fm is the lowest price and
F is the price of the proposal under evaluation

Negotiations
The Contracting Authority reserves the right to contact the Candidates having submitted proposals determined to be substantially and technically responsive, to propose a negotiation of the terms of such proposals. Negotiations will not entail any substantial deviation to the terms and conditions of the Request for Proposal, but shall have the purpose of obtaining from the Candidates better conditions in terms of technical quality, implementation periods, payment conditions, etc.

Negotiations may however have the purpose of reducing the scope of the services or revising other terms of the Contract to reduce the proposed remuneration when the proposed remunerations exceed the available budget. 





A.12.	Award criteria
The Contracting Authority will award the Contract to one or several candidates whose proposal has been determined to be substantially responsive to the documents of the Request for Proposal and which has obtained the highest overall score.

A.13. Signature and entry into force of the Contract  
Prior to the expiration of the period of the validity of the proposal, the Contracting Authority will inform the successful Candidate in writing that its proposal has been accepted and inform the unsuccessful Candidates in writing about the result of the evaluation process. 

Within 5 days of receipt of the Contract, not yet signed by the Contracting Authority, the successful Candidate must sign and date the Contract and return it to the Contracting Authority. On signing the Contract, the successful Candidate will become the Contractor, and the Contract will enter into force once signed by the Contracting Authority.

If the successful Candidate fails to sign and return the Contract within the days stipulated, the Contracting Authority may consider the acceptance of the proposal to be cancelled without prejudice to the Contracting Authority's right to claim compensation or pursue any other remedy in respect of such failure, and the successful Candidate will have no claim whatsoever on the Contracting Authority.

A.14. Cancellation for convenience
The Contracting Authority may for its own convenience and without charge or liability cancel the procedure at any stage.


B. DRAFT FRAMEWORK CONTRACT (SERVICE)

CONTRACT TITLE: Simultaneous interpretation

Reference no.: 1967


Instructions to candidates: At this stage of the Request for Proposals this document is for your information and intended to make you aware of the contractual provisions. The information missing in this document will be filled in when a Contractor has been selected, and the “draft” Contract will then become the “final” Contract” between the Contracting Authority and the successful Contractor. 


DanChurchAid
Meldahlsgade 3, 1613 Copenhagen V
Denmark
 ("The Contracting Authority"),

of the one part,
and

<Name and address of candidate>
(“The Contractor”)


		of the other part,

have agreed as stipulated in the attached document:

The Contract is done in English with electronic signature between the Contracting Authority and the Contractor.




	For the Contractor
	For the Contracting Authority

	Name:
	
	Name:
	

	

Title:
	
	

Title:
	

	

Signature:
	
	

Signature:
	

	
Date:
	
	
Date:
	





This Contract shall be electronically signed by the Contractor latest within five working days from date of receipt.

Special conditions

B.1. Scope of services
The subject of the Contract is Simultaneous interpretation. The “Services” are described in the Terms of Reference and further specified in the Organisation and Methodology.

The Contractor acknowledges that:
a) the Contracting Authority is not obligated to place any minimum number of purchase orders with
	the Contractor, pursuant to this contract;
b) the Contracting Authority shall not be liable for any cost in the event that no purchase order is 
	placed under this contract; and 
c) this contract is non-exclusive, and the Contracting Authority is entitled to procure the same or 
	similar supplies from other Contractors, as it sees fit.

B.2. Commencement Date 
The Contract shall commence after signature of this Contract by both parties and lates on 15/03/2026.

B.3. Period of implementation
The period of implementation of the services is 36 months from the commencement date. 


B.1. Expiry Date 
The Contract expires 14/03/2029 or when the Contract ceiling of EUR 149,999 is reached. However, the Contract shall remain in force and effect until the end of the warranty liability period as defined in article 15 in the General Terms and Conditions for Service Contracts – Ver3 2020. 


B.2. Terms and Termination 
The Contract is valid for a period of 36 months or until the Contract ceiling of EUR 149,999 is reached and commences on the commencement date and expires at midnight on the expiry date, unless earlier termination in accordance with the General Terms and Conditions of this contract.

The Contracting Authority shall be entitled to renegotiate the contract for a further period of 12+12 months on similar terms and conditions, by giving the Contractor written notice of its intention to renegotiate the contract not less than 30 days prior to the expiry date, provided however that in the event of a breach of the Agreement by one of the Parties, the other party may for valid cause terminate the Contract as per General Terms and Conditions article 26 and 27. 

B.3. Delivery of Services
The Contracting Authority will issue contracts to the Contractor, during the term of this Contract, marking reference to this Contract, and setting out the services required, the location and timing and other instructions for the delivery of Services. 

The Contractor agrees to deliver Services to the Contracting Authority pursuant to the Contract, which shall conform with the Terms of References, Annex 1, Organisation and Methodology, Annex 2 and the price specified in this Contract. 

In the event of the Contracting Authority placing a contract, which the Contractor considers it cannot substantially meet because of unavailability of staff or inability to meet the Terms of References, before proceeding to make a partial delivery of the services, the Contractor shall seek further written instructions from the Contracting Authority.

The Contractor shall cover all costs related to the remedy of an unacceptable Service.

The Contractor shall be responsible for providing all the necessary personnel, equipment, materials and supplies and for making all necessary arrangement for the performance of its obligations under this Contract.


B.4. Remuneration
In consideration for his/her services, the Contractor shall receive a global remuneration amount as agreed in the price list in Annex 3 Proposal Submission Form. This global remuneration covers the Contractor’s fee rate, including overhead, profit, all his/her obligations, leave, sick leave, overtime and holiday pay, taxes, social charges, etc. and all expenses (such as transport, accommodation, food, office expenses, etc) to be incurred for the performance of the Contract. The global remuneration covers all obligations of the Contractor under the Contract (without depending on actual time spent on the assignment) and all matters and things necessary for the proper execution and completion of the services and the remedying of any deficiencies therein.

Costs and expenses which are not mentioned above shall be deemed covered by the contractor alone.

The Contracting Authority shall pay the Contractor for each contract issued and Services made in accordance with the terms of this Contract, a sum which shall be based on the services ordered by the Contracting Authority and delivered by the Contractor, at the price specified in this Contract.

The Contractor guarantees that the price specified in this Contract, are the maximum price that shall remain firm and shall not be increased during the entire term of this Contract, provided however, that if the Contractor is able to offer the Contracting Authority a discounted price on placement of bulk contracts, the unit price shall be reduced for specific contracts.

By signing this Contract, the Contractor certifies that the Contracting Authority, for transactions resulting from this Contract is not being charged more than other clients for similar Services and similar bulk of Services and within similar circumstances. 

Additional language pairs
The Contracting Authority reserves the right to request the inclusion of additional language pairs during the contract period. Bidders are required to submit a pricing framework for such potential additions upon request. The pricing for any new language pairs shall be based on the same principles and proportionality as the pricing submitted for the language pairs in annex 3.



B.5. Payment 
Payments shall be made in EUR by bank transfer to the following account:

Account Number:	(To be completed at time of Contract)	 
Name of Bank:	(To be completed at time of Contract)			 
Address:		(To be completed at time of Contract)			 
Account name:	(To be completed at time of Contract)		 
Swift Code: 		(To be completed at time of Contract)

Payment will be made by the Contracting Authority within 30 days from approval by the Contracting Authority and receipt of the Contractor’s invoice.

B.6. Tax and social contributions 
The Contracting Authority will comply with the national law in connection with taxes or levies payable for this Contract in its country of establishment.

B.7. Order of precedence of contract documents
The Contract is made up of the following documents, in order of precedence:

1. This Contract 
2. Terms of Reference (Annex 1)
3. Organisation and Methodology (Annex 2)
4. Proposal Submission Form (Annex 3) 
5. Data Processing agreement (Annex 4)
6. General Terms and Conditions for Service Contracts – Ver3 2020 (Annex 4) 
7. Code of Conduct for Contractors (Annex 5)

The various documents making up the Contract shall be deemed to be mutually explanatory; in cases of ambiguity or divergence, they should be read in the order in which they appear above. 

B.8. Language
The language of this Contract, and subsequent contracts issued and of all written communications between the Contractor and the Contracting Authority shall be English. 

B.9. Entry into force and duration
The Contract shall enter into force and effect after signature by both parties of this Contract. The Contract shall remain into force and effect until the end of the liability period as defined in the General Terms and Conditions for Service Contracts – Ver3 2020.

B.10. Notices 
Any written communication relating to this contract between the Contracting Authority and the Contractor must state the Contract title and Contract number and must be sent by email to the address identified in this Contract.

B.11. General Terms and Conditions
The Contracting Authorities’ General Terms and Conditions attached shall apply to this contract and all contracts subsequently issued pursuant to this contract. In the case of any inconsistencies, the following order of precedence shall prevail:
a) a contract subsequently issued pursuant to this contract 
b) this contract 

B.12. Data Protection
If DanChurchAid CVR No. 36980214 is recording and processing personal data (such as names, addresses, emails, telephone number and CVs), the data will be processed solely for the purposes of the management and monitoring of the Quotation and the Contract by the Contracting Authority without prejudice to possible transmission to the bodies in charge of monitoring or inspection tasks in application of EU law. In addition, as and when the contract relates to the Contracting Authority’s work outside the EU, transmission of personal data may occur to countries outside of the EU, solely for the purpose of implementing the procurement procedure and the Contract. According to the EU data protection regulation the Candidate has rights related to the information the Contracting Authority processes. Details concerning processing of the Contractor’s personal data and rights are available in the Privacy Policy on https://www.danchurchaid.org/privacy-policy 



ANNEX 1: TERMS OF REFERENCE

1. Introduction
The Contracting Authority is a Danish humanitarian and development NGO working with local partners, international networks, churches, and non‑religious civil organisations to assist the world’s poorest and most marginalised communities. Guided by its vision of a world without hunger, poverty, and oppression, the Contracting Authority operates across 18 country offices and supports humanitarian relief, long‑term development, and peacebuilding efforts.

To ensure inclusive and effective communication across its global offices and partner network, the Contracting Authority increasingly conducts virtual and hybrid meetings, trainings, and events involving multilingual participants. To support these needs, the organisation requires a reliable Simultaneous interpretation solution that enables staff and partners to communicate seamlessly across English, French, Arabic, Swahili, Amharic, Burmese and Ukrainian.

The Contracting Authority therefore seeks to establish a Framework Agreement with a qualified service provider capable of delivering Simultaneous interpretation via either:
· a fully integrated solution within Microsoft Teams, or
· a standalone interpretation platform delivered by the successful Contractor.

The Framework Agreement shall ensure consistent service levels, predictable pricing, and high professional quality across all departments and country offices.

2. Contract Purpose
The purpose of this contract is to ensure timely, secure, and high‑quality Simultaneous interpretation services that support multilingual participation in virtual and hybrid meetings across the organisation’s global structure.

The agreement shall:
· Enable staff, partners, and stakeholders to engage meaningfully regardless of linguistic background.
· Ensure accurate Simultaneous interpretation with low latency.
· Provide a stable solution compatible with the organisation’s existing digital platforms or as a standalone solution.
· Maintain high standards of confidentiality, data protection, and technical reliability.

2.1. Results to Be Achieved by the Contractor
The Contractor shall deliver the following outputs under the Framework Agreement:

A. Simultaneous interpretation Platform
A stable, secure, and user‑friendly interpretation solution, either standalone or integrated with Microsoft Teams, enabling multilingual participation in virtual and hybrid meetings.

B. Language Coverage
The Contractor shall, as a minimum, provide two‑way simultaneous interpretation for the following language pairs:

· English ↔ French
· English ↔ Arabic (Iraqi, Lebanese, Libyan, Palestine, Syria, Sudanese & South Sudanese dialects required)

In addition, the Contractor may optionally offer one, several, or all of the following language pairs:
· English ↔ Swahili
· English ↔ Amharic
· English ↔ Burmese
· English ↔ Ukrainian

The Contracting Authority reserves the right to request the inclusion of additional language pairs during the contract period. Bidders are required to submit a pricing framework for such potential additions upon request. The pricing for any new language pairs shall be based on the same principles and proportionality as the pricing submitted for the language pairs included in in annex 3.

C. Pricing
The Contractor shall provide:
· a pricing model based on AI‑based interpretation, and/or
· a pricing model based on human interpreter services.

D. Translation Functions
· Subtitles: Automated subtitles in the same languages offered for simultaneous interpretation.
· Recordings: Secure recording of the original spoken languages, to be made available within 24 hours.
· Transcription: Transcription of spoken content across all channels.
· Chat Translation: translation of chat messages.
· Multilingual Polling: Polling functionality fully usable in multilingual settings, including display of questions and responses in all languages offered for simultaneous interpretation.
· Breakout Room Interpretation: Full support for interpretation within breakout rooms, covering all required languages

3. Scope of Services

3.1. Expected Use
Currently, interpretation is required for approximately 2–10 meetings per quarter. Demand may increase as additional departments and country offices begin using the service. The Contracting Authority provides no guarantee regarding minimum usage volumes. 

3.2. Platform Requirements
The solution must support:
· Up to 100 participants per meeting
· No licence required for participants
· Hybrid participation (in‑room + remote)
· Polling functionality
· Breakout room functionality
· Screen sharing and simultaneous viewing
· Moderator dashboard
· Chat functionality
· Subtitles synchronised with speech in the same languages offered for interpretation
· Browser‑based access without installation
· Mobile access (iOS/Android), including speaking via mobile device
· Reliable performance in low‑bandwidth environments with stable interpretation channels
· Clear, continuous audio
· Simultaneous multi language operation - participants must be able to select their preferred language channel independently.

3.3. Integration Options
The solution may be:
· a standalone interpretation platform, or
· an integration/plugin for Microsoft Teams.

3.4. Environmental Requirements
A. Hosting on Renewable Energy: 
· The platform shall be hosted in data centres that utilises renewable energy and the provider shall inform of the minimum percentage of utilization. 
B. Energy‑Efficient Datacentre Operations: 
· The Provider shall be able to document the energy efficiency of the data centre infrastructure (e.g., PUE values)
· Datacentre operations and server infrastructure shall be optimised for low energy consumption, including during periods of high load such as interpretation streaming.
C. Optimised Streaming Efficiency
· The solution shall be technically optimised to minimise energy consumption associated with simultaneous interpretation streams.
The platform shall support low‑bandwidth operation without compromising the clarity and continuity of audio

4. Qualification Requirements

4.1. General Quality Assurance
The Provider must have a quality assurance process applicable to the simultaneous interpretation method offered (AI‑based and/or human), covering:
· Meaning accuracy
· Terminology control
· Technical performance and stability
· Error monitoring and continuous improvement


	4.2. AI‑Based Interpretation Requirements
	4.3. Human Interpreter Requirements


	· Model trained on large, documented multilingual datasets
· End‑to‑end latency below 2 seconds
· Robust performance with accents, dialects, fast speech, and non‑native speakers
· Output must preserve meaning and avoid hallucinations

	· Experience in simultaneous interpretation
· Interpreter training or certification (e.g., conference interpreting qualification)
· Professional fluency in required language pairs
· Ability to operate in multi‑speaker digital environments
· Minimum 5 years of experience





4.4 Thematic Understanding
The Contractor shall ensure that Human or AI‑based interpreters demonstrate strong thematic understanding of terminology and concepts commonly used in humanitarian, development, and NGO contexts.

4.5 Support Requirements
· Immediate access to live support in case any issues arise during scheduled interpreted meetings
· Troubleshooting support for connectivity and channels
· Staff proficient in spoken and written English
· User support materials (guides, manuals, online tutorials)
· Onboarding programme including system setup, staff training, and all required activities for successful implementation of simultaneous interpretation

5. Logistics
All 18 country offices and all offices in Denmark may purchase directly under the Framework Agreement.
The ordering office will receive the invoice and handle payment.

6. Collaboration
Following contract signature, the Contracting Authority will call for a start‑up meeting at which the Contractor will present their services to users, and the Contracting Authority will outline the Contract Management set‑up.

In addition, the Contracting Authority will invite the Contractor to annual status meetings to discuss matters relevant to successful implementation of the contract. The collaboration will be managed through the Purchase Request / Contract document to be shared with the successful bidder.

7. Data Processing Agreement 
The Contractor shall comply with all applicable data protection legislation, including the General Data Protection Regulation (GDPR) and relevant national requirements. The Contracting Authority requires that personal data are processed under a written Data Processing Agreement (DPA).The Contracting Authority strongly prefers that the Contractor signs the Contracting Authority’s own Data Processing Agreement, provided in Annex 4, without amendments.

If the Contractor is unable to sign the Data Processing Agreement in Annex 4, the Contractor may submit its own Data Processing Agreement for review. Any alternative DPA will be subject to a legal and technical assessment and must receive approval of the Contracting Authority.

8. Pricing Format 
Bidders shall use the provided pricing template for Lot 1, indicating language‑pair pricing per one hour, two hours, as well as the provided pricing template for Lot 2, indicating platform services and features.

9. Sample Task 
All candidates shall submit one demonstration video (maximum 3 minutes) showing the core functionality of the proposed interpretation solution. The video may be an existing demo and does not need to be created specifically for this tender, if it includes the requirements listed below.

The video must include:
· Simultaneous interpretation in one language pair
· Subtitles and chat translation
· A short demonstration of breakout rooms or similar multi‑channel functionality
· Evidence of stable audio, speaker change handling, and screen sharing
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Annex 2: Organisation and methodology

	Organisation and methodology


	The Service provider shall describe the below key issues related to achieving the Contract objectives and expected results


	Translation functionality

	Requirements
	The Candidates offer

	How are the following translation related features supported across the same languages:
· Automated subtitles
· Chat translation
· Transcription
· Multilingual polling
· Simultaneous multi language operation.
	

	How is interpretation supported within breakout rooms, including any limitations.
	

	How do you ensure that human or AI‑based interpreters are properly prepared for meetings?
	

	How do you structure and account for interpreter break periods during live assignments (human interpreters), including how break time is reflected in your pricing model?
	

	Technical Quality of the Platform

	Requirements
	The Candidates offer

	How does the platform ensure high technical performance, including:
· Low latency interpretation
· Clear and continuous audio
· Stable operation in low bandwidth environments
	

	How does the solution support all the required meeting functions:
· Up to 100 participants
· Hybrid participation 
· Browser-based access without installation‑based access without installation
· Mobile access (iOS/Android), including speaking from mobile
· Screen sharing and simultaneous viewing
· Moderator dashboard
· Chat functionality
· Simultaneous multi language operation.
	

	Are there any technical prerequisites for users (e.g. device, OS, browser, network).
	

	How can the platform allow online or hybrid meetings to start up to 10 minutes before and continue up to 10 minutes beyond the scheduled meeting time at no additional cost (platform only, not interpreters)?

	

	Quality Assurance Process

	Requirements
	The Candidates offer

	How is the quality assurance approach for:
· AI based interpretation
· Human interpretation 
	

	How are the processes covering:
· Meaning accuracy
· Terminology consistency
· Handling of accents, dialects, fast speech, and multi-speaker environments
· Avoidance of errors and hallucinations in AI models
	

	How is monitoring and improvement mechanisms:
· Real‑time monitoring during meetings
· Error logging and reporting
· Continuous improvement routines
	

	Support Model

	Requirements
	The Candidates offer

	How will live support be provided in case any issues arise during scheduled interpreted, including:
· Support team roles
· Response times
· Troubleshooting procedures (audio, channels, connectivity)
	

	Describe the availability of general support services:
· Helpdesk operating hours
· Languages spoken (minimum: English)
· Ticketing or escalation system
	

	Describe the onboarding programme, including:
· System set up
· Staff training
· User support materials (guides, manuals, tutorials)
	

	Process for delivering interpretation for a typical meeting

	Requirements
	The Candidates offer

	Outline the end‑to‑end process for delivering interpretation for a typical meeting:
· Planning & scheduling
· Pre‑meeting testing
· Live delivery
· Post meeting 
· follow-up and improvements

	

	Data Processing Agreement

	Requirements
	The Candidates offer

	Please describe your approach to entering into a Data Processing Agreement with the Contracting Authority (DPA). In your response, please outline whether you would propose to use the Contracting Authority’s DPA (Annex 4) or an alternative DPA of your own, and explain the reasoning and process behind your preferred approach.

	

	Environment Focus

	Requirements
	The Candidates offer

	How will the proposed solution ensure compliance with the environmental hosting requirement, including:
· Use of data centres that utilises renewable energy and the provider shall inform of the minimum percentage of utilization. 
· Documentation and monitoring of the minimum percentage of utilization.
	

	How are the data centre infrastructure and operations designed to support energy‑efficient performance, including:
· Energy‑efficiency measures (e.g., PUE values).
· Optimisation of server and infrastructure performance during high‑load activities such as Simultaneous interpretation streaming.
	

	How does the platform minimise energy consumption associated with streaming, including:
· Technical optimisation of interpretation streams.
· Support for low‑bandwidth operation without compromising audio clarity and continuity.
	





Annex 3: proposal submission form
	
Basis for the chosen evaluation approach
The chosen financial evaluation method is designed to ensure comparability, fairness, and proportional weighting across different language pairs. By basing the evaluation solely on the 2‑hour price, the model reflects a realistic meeting duration for the Contracting Authority’s operational needs while reducing complexity for tenderers. Using fixed language weights ensures that the most frequently used and essential
language pairs have the best influence on the final score. This approach enables a transparent and consistent comparison of offers, regardless of how many optional language pairs a tenderer chooses to include.

Financial Evaluation Method
The financial evaluation is based on the total 2‑hour price, consisting of the weighted interpretation price and all platform and feature costs. Only the language pairs for which prices are submitted will be included in the financial evaluation.

• English ↔ French
• English ↔ Arabic (Iraqi, Lebanese, Libyan, Palestinian, and Syrian dialects)


	Language weights
	English ↔
French 30%
	English ↔
Arabic 
30%
	English↔
Swahili 
10%
	English ↔
Amharic 
10%
	English ↔
Burmese 
10%
	English ↔
Ukrainian 10%



For each language pair, the evaluation uses the submitted 2‑hour price, multiplied by the applicable language weight. The sum of all weighted amounts constitutes the weighted interpretation price.
Platform and feature costs are added directly. Items offered at no additional cost must be listed as EUR 0.
Total Price = Weighted Interpretation Price + Platform & Feature Costs
The tenderer with the lowest total price receives the maximum points allocated to price. All other tenderers receive proportionally lower scores according to:
Price Score = (Lowest Total Price / Tenderer’s Total Price) × Maximum Price Points
Example of calculation
Assume the tenderer submits prices for the following language pairs:

· English - French: EUR 200 (2‑hour price)
· English - Arabic: EUR 240 (2‑hour price)
· English - Swahili: EUR 150 (2‑hour price)

Apply language weights:
· English - French: 200 × 30% = EUR 60
· English - Arabic: 240 × 30% = EUR 72
· English - Swahili: 150 × 10% = EUR 15

Weighted Interpretation Price:
60 + 72 + 15 = EUR 147
Add platform & feature costs:
Example: Platform & feature costs = EUR 50
Total Price:
147 + 50 = EUR 197
This total price is then used in the price‑scoring formula:
Price Score = (Lowest Total Price / Tenderer’s Total Price) × Maximum Points
My financial proposal for my services is as follows:
	Lots 1 Simultaneous interpretation languages

	Language Pair
	AI
	HUMAN

	Global price (EUR) excl. VAT* 
	One Hour
	Two Hours
	One Hour
	Two Hours

	Lot 1.1 English ↔ French
	
	
	
	

	Lot 1.2 English ↔ Arabic
	
	
	
	

	Lot 1.3 English ↔ Swahili
	
	
	
	

	Lot 1.4 English ↔ Amharic

	
	
	
	

	Lot 1.5 English ↔ Burmese
	
	
	
	

	Lot 1.6 English ↔ Ukrainian

	
	
	
	





	Lots 2 Simultaneous Interpretation services/features

	Services/features
	Global prise (EUR) excl. VAT* 
(Items offered at no additional cost must be listed as EUR 0)

	Comply (Y/N) If deviations, service provider please describe

	Subtitles
	
	

	Monthly platform licence (required for the host of the meetings)
	
	

	Recordings
	
	

	Polling functionality

	
	

	Transcription
	
	

	Chat translation

	
	

	Multilingual Polling
	
	

	Breakout Room Interpretation
	
	

	Other
	
	








	
	CANDIDATE OR COMPANY INFORMATION

	Company (legal name)
	

	Street name and no.
	

	City 
	

	Postal code
	

	Country 
	

	Phone no.
	

	Email
	

	Website
	

	Director (name)
	



	GENERAL COMPANY INFORMATION

	Year of establishment
	

	Number of full-time employees
	

	Licence number (VAT no./TAX id)
	

	Countries with registered office
	

	Does the company have CSR related policies in place – e.g. Health, Safety, HR, Energy or Climate policy or is a member of Global Compact? Please state which policies.
	



	REFERENCES

	Name and country of customer
	Type of contract
	Value
	Contact name
	Phone and email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Include details of the experience and past performance on contracts of a similar nature for three companies and information on other contracts in hand and/or future commitments including details of the actual and effective participation in each of such contracts, description of the Candidate’s assignments and periods of engagement. Additional documents can be attached to the above form.

The proposal is valid for a period of days after the closing date in accordance with the article A.8 Validity. 
						
After having read the Request for Proposal no. 1967 for Simultaneous interpretation dated 25/02/2026, and after having examined the Request for Proposal, I/we hereby offer to execute and complete the services in conformity with all conditions in the Request for Proposal for the sum indicated in our financial proposal.

Further, I/we hereby:

· Accept, without restrictions, all the provisions in the Request for Proposal including the General Terms and Conditions for Service Contracts – Ver3 2020 and the draft Service Contract including all annexes.

· Certify that I/we do not support terrorists or terrorism activities, and do not condone the use of terrorism.

· Provided that a contract is issued by the Contracting Authority I/we hereby commit to perform all services described in the Terms of Reference, Annex 1 

· Certify and attest compliance with eligibility criteria of article 33 of the General Terms and Conditions for Service – Ver3 2020. 

· Certify and attest compliance with the Code of Conduct for Contractors in Annex 5.
 
The above declarations will become an integrated part of the Contract and misrepresentation will be regarded as grounds for termination.


Signature and stamp:


Date and signed by: 


	The Candidate
	

	Name of the company
	

	Address 
	

	Telephone no. 
	

	Email
	

	Name of contact person
	





ANNEX 4: DATA PROCESSING AGREEMENT
	Data processing agreement


Standard Contractual Clauses

For the purposes of Article 28(3) of Regulation 2016/679 (the GDPR) 

between

DanChurchAid
DK Company number: 10631203
Meldahlsgade 3
1613 Copenhagen V
Denmark

(the data controller)

and


[INTERNATIONAL COMPANY REG. NO.]




(the data processor)

each a ‘party’; together ‘the parties’

HAVE AGREED on the following Contractual Clauses (the Clauses) in order to meet the requirements of the GDPR and to ensure the protection of the rights of the data subject.
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[bookmark: _Toc25857815]Preamble

1. These Contractual Clauses (the Clauses) set out the rights and obligations of the data controller and the data processor, when processing personal data on behalf of the data controller.

2. The Clauses have been designed to ensure the parties’ compliance with Article 28(3) of Regulation 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data and repealing Directive 95/46/EC (General Data Protection Regulation).

3. In the context of the provision of [NAME OF SERVICE], the data processor will process personal data on behalf of the data controller in accordance with the Clauses.

4. The Clauses shall take priority over any similar provisions contained in other agreements between the parties.

5. Four appendices are attached to the Clauses and form an integral part of the Clauses.

6. Appendix A contains details about the processing of personal data, including the purpose and nature of the processing, type of personal data, categories of data subject and duration of the processing.

7. Appendix B contains the data controller’s conditions for the data processor’s use of sub-processors and a list of sub-processors authorised by the data controller.

8. Appendix C contains the data controller’s instructions with regards to the processing of personal data, the minimum security measures to be implemented by the data processor and how audits of the data processor and any sub-processors are to be performed.

9. Appendix D contains provisions for other activities which are not covered by the Clauses. 

10. The Clauses along with appendices shall be retained in writing, including electronically, by both parties.

11. The Clauses shall not exempt the data processor from obligations to which the data processor is subject pursuant to the General Data Protection Regulation (the GDPR) or other legislation.
[bookmark: _Toc14435418][bookmark: _Toc25857816]The rights and obligations of the data controller

1. The data controller is responsible for ensuring that the processing of personal data takes place in compliance with the GDPR (see Article 24 GDPR), the applicable EU or Member State[footnoteRef:1] data protection provisions and the Clauses. [1:  References to ”Member States” made throughout the Clauses shall be understood as references to “EEA Member States”.] 


2. The data controller has the right and obligation to make decisions about the purposes and means of the processing of personal data.

3. The data controller shall be responsible, among other, for ensuring that the processing of personal data, which the data processor is instructed to perform, has a legal basis. 
[bookmark: _Toc14435419][bookmark: _Toc25857817]The data processor acts according to instructions

1. The data processor shall process personal data only on documented instructions from the data controller, unless required to do so by Union or Member State law to which the processor is subject. Such instructions shall be specified in appendices A and C. Subsequent instructions can also be given by the data controller throughout the duration of the processing of personal data, but such instructions shall always be documented and kept in writing, including electronically, in connection with the Clauses. 

2. The data processor shall immediately inform the data controller if instructions given by the data controller, in the opinion of the data processor, contravene the GDPR or the applicable EU or Member State data protection provisions.

[bookmark: _Toc14435420][bookmark: _Toc25857818]Confidentiality

1. The data processor shall only grant access to the personal data being processed on behalf of the data controller to persons under the data processor’s authority who have committed themselves to confidentiality or are under an appropriate statutory obligation of confidentiality and only on a need to know basis. The list of persons to whom access has been granted shall be kept under periodic review. On the basis of this review, such access to personal data can be withdrawn, if access is no longer necessary, and personal data shall consequently not be accessible anymore to those persons.

2. The data processor shall at the request of the data controller demonstrate that the concerned persons under the data processor’s authority are subject to the abovementioned confidentiality.
[bookmark: _Toc14435421][bookmark: _Toc25857819]Security of processing 

1. Article 32 GDPR stipulates that, taking into account the state of the art, the costs of implementation and the nature, scope, context and purposes of processing as well as the risk of varying likelihood and severity for the rights and freedoms of natural persons, the data controller and data processor shall implement appropriate technical and organisational measures to ensure a level of security appropriate to the risk.

The data controller shall evaluate the risks to the rights and freedoms of natural persons inherent in the processing and implement measures to mitigate those risks. Depending on their relevance, the measures may include the following:
a. Pseudonymisation and encryption of personal data;

b. the ability to ensure ongoing confidentiality, integrity, availability and resilience of processing systems and services;

c. the ability to restore the availability and access to personal data in a timely manner in the event of a physical or technical incident;

d. a process for regularly testing, assessing and evaluating the effectiveness of technical and organisational measures for ensuring the security of the processing.

2. According to Article 32 GDPR, the data processor shall also – independently from the data controller – evaluate the risks to the rights and freedoms of natural persons inherent in the processing and implement measures to mitigate those risks. To this effect, the data controller shall provide the data processor with all information necessary to identify and evaluate such risks.

3. Furthermore, the data processor shall assist the data controller in ensuring compliance with the data controller’s obligations pursuant to Articles 32 GDPR, by inter alia providing the data controller with information concerning the technical and organisational measures already implemented by the data processor pursuant to Article 32 GDPR along with all other information necessary for the data controller to comply with the data controller’s obligation under Article 32 GDPR.

If subsequently – in the assessment of the data controller – mitigation of the identified risks require further measures to be implemented by the data processor, than those already implemented by the data processor pursuant to Article 32 GDPR, the data controller shall specify these additional  measures to be implemented in Appendix C.
[bookmark: _Toc14435422][bookmark: _Toc25857820]Use of sub-processors

1. The data processor shall meet the requirements specified in Article 28(2) and (4) GDPR in order to engage another processor (a sub-processor).

2. The data processor shall therefore not engage another processor (sub-processor) for the fulfilment of the Clauses without the prior general written authorisation of the data controller.

3. The data processor has the data controller’s general authorisation for the engagement of sub-processors. The data processor shall inform in writing the data controller of any intended changes concerning the addition or replacement of sub-processors at least 30 days in advance, thereby giving the data controller the opportunity to object to such changes prior to the engagement of the concerned sub-processor(s). Longer time periods of prior notice for specific sub-processing services can be provided in Appendix B. The list of sub-processors already authorised by the data controller can be found in Appendix B.
 
4. Where the data processor engages a sub-processor for carrying out specific processing activities on behalf of the data controller, the same data protection obligations as set out in the Clauses shall be imposed on that sub-processor by way of a contract or other legal act under EU or Member State law, in particular providing sufficient guarantees to implement appropriate technical and organisational measures in such a manner that the processing will meet the requirements of the Clauses and the GDPR.

The data processor shall therefore be responsible for requiring that the sub-processor at least complies with the obligations to which the data processor is subject pursuant to the Clauses and the GDPR.

5. A copy of such a sub-processor agreement and subsequent amendments shall – at the data controller’s request – be submitted to the data controller, thereby giving the data controller the opportunity to ensure that the same data protection obligations as set out in the Clauses are imposed on the sub-processor. Clauses on business related issues that do not affect the legal data protection content of the sub-processor agreement, shall not require submission to the data controller.  

6. The data processor shall agree a third-party beneficiary clause with the sub-processor where – in the event of bankruptcy of the data processor – the data controller shall be a third-party beneficiary to the sub-processor agreement and shall have the right to enforce the agreement against the sub-processor engaged by the data processor, e.g. enabling the data controller to instruct the sub-processor to delete or return the personal data.

7. If the sub-processor does not fulfil his data protection obligations, the data processor shall remain fully liable to the data controller as regards the fulfilment of the obligations of the sub-processor. This does not affect the rights of the data subjects under the GDPR – in particular those foreseen in Articles 79 and 82 GDPR – against the data controller and the data processor, including the sub-processor.
[bookmark: _Toc14435423][bookmark: _Toc25857821]Transfer of data to third countries or international organisations

1. Any transfer of personal data to third countries or international organisations by the data processor shall only occur on the basis of documented instructions from the data controller and shall always take place in compliance with Chapter V GDPR. 

2. In case transfers to third countries or international organisations, which the data processor has not been instructed to perform by the data controller, is required under EU or Member State law to which the data processor is subject, the data processor shall inform the data controller of that legal requirement prior to processing unless that law prohibits such information on important grounds of public interest.

3. Without documented instructions from the data controller, the data processor therefore cannot within the framework of the Clauses:

a. transfer personal data to a data controller or a data processor in a third country or in an international organization

b. transfer the processing of personal data to a sub-processor in a third country 

c. have the personal data processed in by the data processor in a third country

4. The data controller’s instructions regarding the transfer of personal data to a third country including, if applicable, the transfer tool under Chapter V GDPR on which they are based, shall be set out in Appendix C.6.

5. The Clauses shall not be confused with standard data protection clauses within the meaning of Article 46(2)(c) and (d) GDPR, and the Clauses cannot be relied upon by the parties as a transfer tool under Chapter V GDPR.
[bookmark: _Toc14435424][bookmark: _Toc25857822]Assistance to the data controller

1. Taking into account the nature of the processing, the data processor shall assist the data controller by appropriate technical and organisational measures, insofar as this is possible, in the fulfilment of the data controller’s obligations to respond to requests for exercising the data subject’s rights laid down in Chapter III GDPR.

This entails that the data processor shall, insofar as this is possible, assist the data controller in the data controller’s compliance with:

a. the right to be informed when collecting personal data from the data subject
b. the right to be informed when personal data have not been obtained from the data subject
c. the right of access by the data subject
d. the right to rectification
e. the right to erasure (‘the right to be forgotten’)
f. the right to restriction of processing
g. notification obligation regarding rectification or erasure of personal data or restriction of processing
h. the right to data portability
i. the right to object 
j. the right not to be subject to a decision based solely on automated processing, including profiling

2. In addition to the data processor’s obligation to assist the data controller pursuant to Clause 6.3., the data processor shall furthermore, taking into account the nature of the processing and the information available to the data processor, assist the data controller in ensuring compliance with:

a. The data controller’s obligation to without undue delay and, where feasible, not later than 72 hours after having become aware of it, notify the personal data breach to the competent supervisory authority, Datatilsynet, unless the personal data breach is unlikely to result in a risk to the rights and freedoms of natural persons;

b. the data controller’s obligation to without undue delay communicate the personal data breach to the data subject, when the personal data breach is likely to result in a high risk to the rights and freedoms of natural persons;

c. the data controller’s obligation to carry out an assessment of the impact of the envisaged processing operations on the protection of personal data (a data protection impact assessment);

d. the data controller’s obligation to consult the competent supervisory authority, Datatilsynet, prior to processing where a data protection impact assessment indicates that the processing would result in a high risk in the absence of measures taken by the data controller to mitigate the risk.

3. The parties shall define in Appendix C the appropriate technical and organisational measures by which the data processor is required to assist the data controller as well as the scope and the extent of the assistance required. This applies to the obligations foreseen in Clause 9.1. and 9.2.
[bookmark: _Toc14435425][bookmark: _Toc25857823]Notification of personal data breach

1. In case of any personal data breach, the data processor shall, without undue delay after having become aware of it, notify the data controller of the personal data breach.

2. The data processor’s notification to the data controller shall, if possible, take place within 48 hours after the data processor has become aware of the personal data breach to enable the data controller to comply with the data controller’s obligation to notify the personal data breach to the competent supervisory authority, cf. Article 33 GDPR.

3. In accordance with Clause 9(2)(a), the data processor shall assist the data controller in notifying the personal data breach to the competent supervisory authority, meaning that the data processor is required to assist in obtaining the information listed below which, pursuant to Article 33(3)GDPR, shall be stated in the data controller’s notification to the competent supervisory authority:  

a. The nature of the personal data including where possible, the categories and approximate number of data subjects concerned and the categories and approximate number of personal data records concerned; 

b. the likely consequences of the personal data breach;

c. the measures taken or proposed to be taken by the controller to address the personal data breach, including, where appropriate, measures to mitigate its possible adverse effects. 

4. The parties shall define in Appendix C all the elements to be provided by the data processor when assisting the data controller in the notification of a personal data breach to the competent supervisory authority.
[bookmark: _Toc14435426][bookmark: _Toc25857824]Erasure and return of data

1. On termination of the provision of personal data processing services, the data processor shall be under obligation to return all the personal data to the data controller and delete existing copies unless Union or Member State law requires storage of the personal data.

[bookmark: _Toc14435427][bookmark: _Toc25857825]Audit and inspection

1. The data processor shall make available to the data controller all information necessary to demonstrate compliance with the obligations laid down in Article 28 and the Clauses and allow for and contribute to audits, including inspections, conducted by the data controller or another auditor mandated by the data controller.

2. Procedures applicable to the data controller’s audits, including inspections, of the data processor and sub-processors are specified in appendices C.7. and C.8.    

3. The data processor shall be required to provide the supervisory authorities, which pursuant to applicable legislation have access to the data controller’s and data processor’s facilities, or representatives acting on behalf of such supervisory authorities, with access to the data processor’s physical facilities on presentation of appropriate identification. 
[bookmark: _Toc14435428][bookmark: _Toc25857826]The parties’ agreement on other terms 

1. The parties may agree other clauses concerning the provision of the personal data processing service specifying e.g. liability, as long as they do not contradict directly or indirectly the Clauses or prejudice the fundamental rights or freedoms of the data subject and the protection afforded by the GDPR.
[bookmark: _Toc14435429][bookmark: _Toc25857827]Commencement and termination

1. The Clauses shall become effective on the date of both parties’ signature.

2. Both parties shall be entitled to require the Clauses renegotiated if changes to the law or inexpediency of the Clauses should give rise to such renegotiation. 

3. The Clauses shall apply for the duration of the provision of personal data processing services. For the duration of the provision of personal data processing services, the Clauses cannot be terminated unless other Clauses governing the provision of personal data processing services have been agreed between the parties.

4. If the provision of personal data processing services is terminated, and the personal data is deleted or returned to the data controller pursuant to Clause 11.1. and Appendix C.4., the Clauses may be terminated by written notice by either party.

5. Signature

On behalf of the data controller

Name		Kianoush Yazdanyar
Position	Data Protection Lawyer
Date		2023.09.11
Signature	



On behalf of the data processor

Name		
Position	
Date		
Signature	


[bookmark: _Toc14435430][bookmark: _Toc25857828]Data controller and data processor contacts/contact points

1. The parties may contact each other using the following contacts/contact points:

2. The parties shall be under obligation continuously to inform each other of changes to contacts/contact points.

Name		Kianoush Yazdanyar
Position	Data Protection Lawyer
Telephone	+45 60198890
E-mail		dataprotection@dca.dk



Name		
Position	
Telephone	
E-mail		


[bookmark: _Ref501111138][bookmark: _Toc14435431][bookmark: _Toc25857829]Appendix A	Information about the processing 

[NOTE: IN CASE OF SEVERAL PROCESSING ACTIVITIES, THESE ELEMENTS MUST BE COMPLETED FOR EACH OF THE PROCESSING ACTIVITIES.]

A.1. The purpose of the data processor’s processing of personal data on behalf of the data controller is:

[DESCRIBE THE PURPOSE OF THE PROCESSING].

A.2. The data processor’s processing of personal data on behalf of the data controller shall mainly pertain to (the nature of the processing):

[DESCRIBE THE NATURE OF THE PROCESSING].

A.3. The processing includes the following types of personal data about data subjects:

[DESCRIBE THE TYPE OF PERSONAL DATA BEING PROCESSED].

[FOR EXAMPLE]

“Name, e-mail address, telephone number, address, national identification number, payment details, membership number, type of membership, attendance at fitness centre and registration for specific fitness classes.” 

[NOTE: DESCRIPTION SHOULD BE MADE IN THE MOST DETAILED POSSIBLE MANNER AND, IN ANY CIRCUMSTANCE, THE TYPES OF PERSONAL DATA MUST BE SPECIFIED FURTHER THAN MERELY “PERSONAL DATA AS DEFINED IN ARTICLE 4(1) GDPR” OR STATING WHICH CATEGORY (“ARTICLE 6, 9 OG 10 GDPR”) OF PERSONAL DATA IS SUBJECT TO PROCESSING.] 

A.4. Processing includes the following categories of data subject:

[DESCRIBE CATEGORY OF DATA SUBJECT].

A.5. The data processor’s processing of personal data on behalf of the data controller may be performed when the Clauses commence. Processing has the following duration:

[DESCRIBE THE DURATION OF THE PROCESSING].
[bookmark: _Ref501111172][bookmark: _Toc14435432][bookmark: _Toc25857830]
Appendix B	Authorised sub-processors 

Appendix A [bookmark: _Toc14271711][bookmark: _Toc14271915][bookmark: _Toc14391524][bookmark: _Toc14391607][bookmark: _Toc14391843][bookmark: _Toc14435433][bookmark: _Toc501369808][bookmark: _Toc505602987][bookmark: _Toc505780020][bookmark: _Toc506305864][bookmark: _Toc511035884]
[bookmark: _Toc14271712][bookmark: _Toc14271916][bookmark: _Toc14271713][bookmark: _Toc14271917][bookmark: _Toc14271714][bookmark: _Toc14271918][bookmark: _Toc14271715][bookmark: _Toc14271919][bookmark: _Toc14271716][bookmark: _Toc14271920][bookmark: _Toc14271717][bookmark: _Toc14271921][bookmark: _Toc14271718][bookmark: _Toc14271922][bookmark: _Toc14271719][bookmark: _Toc14271923][bookmark: _Toc14271720][bookmark: _Toc14271924][bookmark: _Toc501369809][bookmark: _Toc505602988][bookmark: _Toc505780021][bookmark: _Toc506305865][bookmark: _Toc511035885][bookmark: _Toc14435434]B.1. Approved sub-processors
On commencement of the Clauses, the data controller authorises the engagement of the following sub-processors:

	NAME
	CVR
	ADDRESS
	DESCRIPTION OF PROCESSING

	[NAME]
	[INT. REG. NO.]
	[ADDRESS]
	[DESCR. OF PROCESSING]

	
	
	
	

	
	
	
	

	
	
	
	



The data controller shall on the commencement of the Clauses authorise the use of the abovementioned sub-processors for the processing described for that party. The data processor shall not be entitled – without the data controller’s explicit written authorisation – to engage a sub-processor for a ‘different’ processing than the one which has been agreed upon or have another sub-processor perform the described processing.

[bookmark: _Toc14435435]B.2. Prior notice for the authorisation of sub-processors

30 days in accordance with Clause 7(3). Any deviations shall be reflected in this Clause. 


[bookmark: _Ref501111183][bookmark: _Toc14435436][bookmark: _Toc25857831]Appendix C	Instruction pertaining to the use of personal data 

Appendix B [bookmark: _Toc14271725][bookmark: _Toc14271929][bookmark: _Toc14391529][bookmark: _Toc14391611][bookmark: _Toc14391847][bookmark: _Toc14435437][bookmark: _Toc501369811][bookmark: _Toc505602990][bookmark: _Toc505780023][bookmark: _Toc506305867][bookmark: _Toc511035887]
[bookmark: _Toc14435438]C.1. The subject of/instruction for the processing

The data processor’s processing of personal data on behalf of the data controller shall be carried out by the data processor performing the following:

[DESCRIBE THE PROCESSING THAT THE DATA PROCESSOR HAS BEEN INSTRUCTED TO PERFORM].

[bookmark: _Toc501369813][bookmark: _Toc505602991][bookmark: _Toc505780024][bookmark: _Toc506305868][bookmark: _Toc511035888][bookmark: _Toc14435439]C.2. Security of processing
The level of security shall take into account:

[TAKING INTO ACCOUNT THE NATURE, SCOPE, CONTEXT AND PURPOSES OF THE PROCESSING ACTIVITY AS WELL AS THE RISK FOR THE RIGHTS AND FREEDOMS OF NATURAL PERSONS, DESCRIBE ELEMENTS THAT ARE ESSENTIAL TO THE LEVEL OF SECURITY]

For example:

“That the processing involves a large volume of personal data which are subject to Article 9 GDPR on ‘special categories of personal data’ which is why a ‘high’ level of security should be established.”

[DESCRIBE REQUIREMENTS FOR PSEUDONYMISATION AND ENCRYPTION OF PERSONAL DATA]

[DESCRIBE REQUIREMENTS FOR ENSURING ONGOING CONFIDENTIALITY, INTEGRITY, AVAILABILITY AND RESILIENCE OF PROCESSING SYSTEMS AND SERVICES]

For Example: 

“The data processor shall ensure that all personnel have signed confidentiality
agreements as part of their employment contracts”.

“The data processor shall provide appropriate awareness training and access to
information, so that the data processor's users understand their IT Security responsibilities,
in relation to the data controller's information and personal data”.

[DESCRIBE REQUIREMENTS FOR THE ABILITY TO RESTORE THE AVAILABILITY AND ACCESS TO PERSONAL DATA IN A TIMELY MANNER IN THE EVENT OF A PHYSICAL OR TECHNICAL INCIDENT]

For example:

“The data processor shall prepare and maintain an incident response plan and
program, containing procedures and directions to follow in the event of an incident related to
the security of the data processor's computing infrastructure, documenting the necessary
steps and channels of communication to be followed”.

“The data processor shall ensure that the directions incorporate appropriate
procedures for notifying the data processor's clients, and other necessary stakeholders,
promptly if any security incident is determined to have caused a security breach involving
personal data”.

[DESCRIBE REQUIREMENTS FOR PROCESSES FOR REGULARLY TESTING, ASSESSING AND EVALUATING THE EFFECTIVENESS OF TECHNICAL AND ORGANISATIONAL MEASURES FOR ENSURING THE SECURITY OF THE PROCESSING]



[DESCRIBE REQUIREMENTS FOR ACCESS TO DATA ONLINE]

For example:

“The data processor shall implement controls designed to safeguard access to the
personal data processed on behalf of the data controller”.

“User access to data processor's systems and applications storing or allowing access
to Personal data must be controlled by a secure login procedure”.

[DESCRIBE REQUIREMENTS FOR THE PROTECTION OF DATA DURING TRANSMISSION]

For example:

“The data processor shall ensure that personal data processed on behalf of the data
controller shall be protected at rest and in transit using strong encryption. Said encryption
shall reflect generally accepted industry standards and shall be implemented in line with the
data processor's Encryption standard (e.g. forced TLS v. 1.2 or newer, or end-to-end
encryption)”.

[DESCRIBE REQUIREMENTS FOR THE PROTECTION OF DATA DURING STORAGE]


[DESCRIBE REQUIREMENTS FOR PHYSICAL SECURITY OF LOCATIONS AT WHICH PERSONAL DATA ARE PROCESSED]

For example:

“The data processor shall implement physical security controls designed to protect
the confidentiality, integrity and availability of the personal data processed on behalf of the
data controller, at the data processors facilitates, client sites or third part locations. Those
controls shall be periodically reviewed to ensure their effectiveness”.

“The data processor shall, at a minimum, apply the following physical security
controls at its offices:
· a. Physical access controls for buildings and sensitive areas;
· b. Reception areas supervised by reception staff or security guard;
· c. CCTV monitoring of the external building perimeter and access points;
· d. Logging of physical access events”.

[DESCRIBE REQUIREMENTS FOR THE USE OF HOME/REMOTE WORKING] 

For example: 

“The data processor shall deploy a secure Virtual Private Network (VPN) connection
for its staff accessing its internal network remotely. Users shall use a two-factor
authentication in order to enable the VPN connection.

“The data processor shall deploy advanced firewalls to protect its network, including
protection against malicious software and advanced intrusion techniques, as well as to
segment its network to ensure resilience”.

“The data processor shall deploy solutions designed to monitor and log the activity on
its network. The logs shall be continuously monitored to timely identify and remedy security
incidents and shall be retained in accordance with the data processor's formal policies and
procedures”.

[DESCRIBE REQUIREMENTS FOR LOGGING]

For example:

“The data processor's hardware, software, and service procurement process shall
be documented and include identification and evaluation of information security risks.

“The data processor shall implement formal, documented change control
procedures to manage changes to information systems, supporting infrastructure, and
facilities”.


[bookmark: _Toc14435440][bookmark: _Toc501369819][bookmark: _Toc505602992][bookmark: _Toc505780025][bookmark: _Toc506305869][bookmark: _Toc511035889]C.3. Assistance to the data controller

The data processor shall insofar as this is possible – within the scope and the extent of the assistance specified below – assist the data controller in accordance with Clause 9.1. and 9.2. by implementing the following technical and organisational measures:

[DESCRIBE THE SCOPE AND THE EXTENT OF THE ASSISTANCE TO BE PROVIDED BY THE DATA PROCESSOR]

[DESCRIBE THE SPECIFIC TECHNICAL AND ORGANISATIONAL MEASURES TO BE TAKEN BY THE DATA PROCESSOR TO PROVIDE ASSISTANCE TO THE DATA CONTROLLER]

For example

“The data processor shall insofar as this is possible — within the scope and the extent of the
assistance specified below — assist the data controller in accordance with Clause 9.1. and
9.2. by implementing the following technical and organisational measures:

Rights of the data subjects

If the data controller receives a request to the exercise of a data subject's rights laid down in
Chapter lll of the GDPR and such request requires the data processor's assistance, the data
processer shall assist the data controller by providing the necessary information and
documentation.

If the data controller requests the assistance of the data processor to respond to a data
subject request, the data controller shall request so in writing and the data processor shall
answer such a request with the relevant and necessary information and documentation
without undue delay, and no later than 7 calendar days after the receipt of a request.

If the data processor receives a request directly from a data subject, the data processor shall
without undue delay, and no later than 7 calendar days after the receipt of a request, forward
the request to the data controller and must refrain from responding to the data subject
directly.

The data processor has implemented procedures to ensure the data processors assistance
to the data controller, as well as a Single Point of Contact (SPOC) to the data subjects in
order to manage the data subject's rights.

Notification of personal data breach
In case of any personal data breach, the data processor shall assist the data controller in
accordance with Clause 10.

Data protection impact assessments and prior consultation

If the data processor's assistance is necessary and relevant, the data processor shall assist
the data controller in preparing data protection impact assessments in accordance with
article 35 of the GDPR along with prior consultation in accordance with article 36 of the
GDPR”.

[bookmark: _Toc14435441]C.4. Storage period/erasure procedures 

[STATE STORAGE PERIOD/ERASURE PROCEDURES FOR THE DATA PROCESSOR, IF APPLICABLE]

For example:

“Upon termination of the provision of personal data processing services, the data processor
shall delete the personal data in accordance with Clause 11.1., unless the data controller —
after the signature of the contract — has modified the data controller's original choice. Such
modification shall be documented and kept in writing, including electronically, in connection
with the Clauses.

With reference to Clause 11, the Parties acknowledge that data processor, as an
independent data controller, is entitled to keep data retained, to the extent necessary, for a
minimum period of five years, counted from the end of the calendar year after termination of
the Agreement, for professional obligations or in order to document the data processors
performance of the services in accordance with the Agreement to defend against any legal
claim.

The Parties furthermore acknowledges that data processor may keep data retained at least
one year for back-up purposes pursuant to data processor's document retention and
business continuity policies, provided that the security and secrecy provisions as included in
these Clauses continue to apply to them”.

[bookmark: _Toc501369818][bookmark: _Toc505602993][bookmark: _Toc505780026][bookmark: _Toc506305870][bookmark: _Toc511035890][bookmark: _Toc14435442]C.5. Processing location

Processing of the personal data under the Clauses cannot be performed at other locations than the following without the data controller’s prior written authorisation:

[STATE WHERE PROCESSING TAKES PLACE] [STATE THE DATA PROCESSOR OR SUB-PROCESSOR USING THE ADDRESS] 

[bookmark: _Toc501369820][bookmark: _Toc505602994][bookmark: _Toc505780027][bookmark: _Toc506305871][bookmark: _Toc511035891][bookmark: _Toc14435443]C.6. Instruction on the transfer of personal data to third countries 

The data controller has not in the Clauses provided documented instructions pertaining to
the transfer of personal data to a third country, and the data processor shall therefore not be
entitled within the framework of the Clauses to perform such transfer.

The data processor will only transfer personal data to a third country, if the data controller subsequently provides a documented instruction pertaining to the transfer of personal data to
a third country.

[bookmark: _Toc501369821][bookmark: _Toc505602995][bookmark: _Toc505780028][bookmark: _Toc506305872][bookmark: _Toc511035892][bookmark: _Toc14435444]C.7. Procedures for the data controller’s audits, including inspections, of the processing of personal data being performed by the data processor

The data processor shall once a year at the data processor's expense obtain an auditor's
report from an independent third party concerning the data processor's compliance with the
GDPR, the applicable EU or Member State data protection provisions and the Clauses.

The parties have agreed that the following types of auditor's report may be used in
compliance with the Clauses:

ISAE 3000 Type I or II report or any other report based on comparable or stricter standards.

Upon the data controller's written request, the auditor's report shall without undue delay be
submitted to the data controller for information. The data controller may contest the scope
and/or methodology of the repart and may in such cases request a new audit/inspection
under a revised scope and/or agreed methodology. All costs relating to a new audit shall be
defrayed by the data controller.

To the extent the results of such an audit/inspection show that the security measures as
agreed upon by the Parties in Clause C.2 and implemented by the data processor are
insufficient, the data controller may request further measures to be taken to ensure
compliance with the GDPR, the applicable EU or Member State data protection provisions
and the Clauses.
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1. DEFINITIONSANNEX 5: GENERAL TERMS AND CONDITIONS FOR SERVICE CONTRACTS – VER3 2020


In these general terms and conditions:
a)  “contract” is the agreement entered into by the Contracting Authority and the Contractor for the performance of the services described in the terms of reference, to which these general terms and conditions are made applicable; the contract is constituted of the documents listed in the Service Contract.
b) The Contracting Authority’s “partners” are the organisations to which the Contracting Authority is associated or linked;
c) “personnel” is any person assigned by the Contractor to the performance of the services or any part hereof, whether through employment, sub-contracting or any other agreement; and “key experts” are those members of the personnel whose involvement is considered instrumental in the achievement of the contract objectives;
d) “beneficiary country” is the country where the services are to be performed, or where the project to which the services relate is located.

2. RELATIONS BETWEEN THE PARTIES
Nothing contained in the contract shall be construed as establishing a relation of master and servant or of agent and principal as between the Contracting Authority and the Contractor. Except if otherwise provided in the contract, the Contractor shall under no circumstances act as the representative of the Contracting Authority or give the impression that the Contractor has been given such authority. The Contractor has complete charge of the personnel and shall be fully responsible for the services performed by them.

3. SCOPE OF SERVICES
The scope of the services including the methods and means to be used by the Contractor, the results to be achieved by him and the verifiable indicators are specified in the Terms of Reference. The Contractor shall be responsible for everything which is required for the performance of the services in accordance with what is specified in the contract, or which must otherwise be regarded as forming part of the services.

4. COMPLIANCE WITH LAWS AND RESPECT OF TRADITIONS
The Contractor shall respect and abide by all laws and regulations in force in the beneficiary country and shall ensure that its personnel, their dependants, and its local employees also respect and abide by all such laws and regulations. The Contractor shall indemnify the Contracting Authority against any claims and proceedings arising from any infringement by the Contractor, its personnel and their dependants of such laws and regulations.

The Contractor, its personnel and their dependents shall respect human rights and undertake not to offend the political, cultural and religious practices prevailing in the beneficiary country.

5. CODE OF CONDUCT
The Contractor shall at all times act loyally and impartially and as a faithful adviser to the Contracting Authority and shall perform the services with due care, efficiency and diligence, in accordance with the best professional practice.

6. DISCRETION AND CONFIDENTIALITY
The Contractor shall treat all documents and information received in connection with the contract as private and confidential, and shall not, save in so far as may be necessary for the purposes of the performance thereof, publish or disclose any particulars of the contract without the prior consent in writing of the Contracting Authority. It shall, in particular, refrain from making any public statements concerning the project or the services without the prior approval of the Contracting Authority,

7. CONFLICT OF INTEREST
The Contractor shall refrain from engaging in any activity which conflicts with his obligations towards the Contracting Authority under the contract.

The Contractor shall take all necessary measures to prevent or end any situation that could compromise the impartial and objective performance of the Contract. Such conflict of interests could arise in particular as a result of economic interest, political or national affinity, family or emotional ties, or any other relevant connection or shared interest. Any conflict of interests which could arise during performance of the Contract must be notified in writing to the Contracting Authority without delay. The Contractor shall replace, immediately and without compensation from the Contracting Authority, any member of its personnel exposed to such a situation.

8. CORRUPT PRACTICES  
The Contractor and the personnel shall refrain from performing, condoning or tolerating any corrupt, fraudulent, collusive or coercive practices, whether such practices are in relation with the performance of the contract or not. “Corrupt practice” means the offering, giving, receiving, or soliciting, directly or indirectly, of anything of value as an inducement or reward for doing or forbearing to do any act in relation to the contract or any other contract with the Contracting Authority, or for showing favour or disfavour to any person in relation to the contract or any other contract with the Contracting Authority. 

The payments to the Contractor under the contract shall constitute the only income or benefit it may derive in connection with the contract and neither it nor its personnel shall accept any commission, discount, allowance, indirect payment or other consideration in connection with, or in relation to, or in discharge of, its obligations under the contract.

The execution of the contract shall not give rise to unusual commercial expenses. Unusual commercial expenses are commissions not mentioned in the contract or not stemming from a properly concluded contract referring to the contract, commissions not paid in return for any actual and legitimate service, commissions remitted to a tax haven, commissions paid to a recipient who is not clearly identified or commission paid to a company which has every appearance of being a front company.

The Contractor further warrants that no official of the Contracting Authority and/or their partner has received or will be offered by the Contractor any direct or indirect benefit arising from this Contract.

9. JOINT VENTURE OR CONSORTIUM
If the Contractor is a joint venture or a consortium of two or more legal persons, all such persons shall be jointly and severally bound to fulfil the terms of the contract. The person designated by the joint venture or consortium to act on its behalf for the purposes of this contract shall have the authority to bind the joint venture or consortium.

For the purposes of performance of the contract, the joint venture or consortium shall act as, and be considered, a single person and in particular, shall have bank account opened in its name, shall submit to the Contracting Authority single guarantees if required, and shall submit single invoices and single reports.

The composition of the joint venture or a consortium shall not be altered without the prior written consent of the Contracting Authority.

10. SPECIFICATIONS AND DESIGNS
The Contractor shall prepare all specifications and designs using accepted and generally recognised systems acceptable to the Contracting Authority and taking into account the latest design criteria.

11. INFORMATION
The Contractor shall furnish the Contracting Authority, or any person authorised by the Contracting Authority with any information relating to the services and the project as the Contracting Authority may at any time request.

12. REPORTS
The frequency, deadlines, format and contents of the reports to be drawn up by the Contractor in relation to the performance of the contract shall be described in the Terms of Reference.
 
13. CONTRACTOR’S PERSONNEL
13.1. The Contractor shall employ and provide such qualified and experienced personnel as are required to carry out the services, and the Contractor shall be responsible for the quality of the personnel.

The names, outputs, duties and CVs of key experts and the titles, job descriptions, minimum qualifications, estimated periods of engagement in the carrying out of the services of each of the personnel and key experts are described in the Organisation and Methodology part of the contract. The Contractor must inform the Contracting Authority of all non-expert personnel it intends to use for the implementation of the contract. The Contracting Authority shall have the right to oppose the Contractor’s choice of personnel.
13.2. No changes shall be made in the personnel without the prior consent of the Contracting Authority. The Contractor shall provide a replacement with at least equivalent qualifications and experience and acceptable to the Contracting Authority if:

a)  on account of death, sickness or accident, a member of the Personnel is unable to continue providing his services,

b)  any member of the personnel is found by the Contracting Authority to be incompetent in discharging or unsuitable for the performance of his duties under the Contract,

c) for any reasons beyond the control of the Contractor, it becomes necessary to replace any member of the Personnel.

The request for replacement must be made in writing and state the reason therefore. The Contractor shall proceed swiftly with the request and propose a replacement with at least equivalent qualifications and experience. The remuneration to be paid to the replacement cannot exceed that received by the replaced member of the personnel.

Failure by the Contractor to propose a replacement for a key expert satisfactory to the Contracting Authority, shall give the right to the Contracting Authority to terminate the contract.

Additional costs arising out of a replacement shall be borne by the Contractor.

13.3. Working hours
The days and hours of work of the Contractor or/and its personnel in the beneficiary country shall be fixed on the basis of the laws, regulations and customs of the beneficiary country and the requirements of the services.

13.4. Leave entitlement
Any taking of holiday leave by the personnel during the period of implementation of the contract must be at a time approved by the Contracting Authority.

Overtime, sick leave, pay and holidays leave pay are deemed to be covered by the Contractor’s remuneration.

14. SUB-CONTRACTING
Except from the subcontractors listed in the contract, the Consultant shall not subcontract to nor engage another independent contractor to perform any part of the services without the prior written consent of the Contracting Authority.  Subcontractors must satisfy the eligibility criteria applicable for the award of the contract.

The Contracting Authority shall have no contractual relations with the subcontractors. The provisions of the contract, including these general terms and conditions, and in particular article 13.2 shall, where practicable, apply to the subcontractors and their personnel.

15. LIABILITY
At its own expense, the Contractor shall indemnify, protect and defend, the Contracting Authority, its agents and employees, from and against all actions, claims, losses or damages arising from any act or omission by the Contractor in the performance of the services, including any violation of any legal provisions, or rights of third parties, in respect of patents, trademarks and other forms of intellectual property such as copyrights.

Approval by the Contracting Authority of the Contractor’s reports and issue of Completion Certificate shall not relieve the Contractor of its liability and shall not prevent the Contracting Authority from claiming damages.

The Contractor shall remain liable for any breach of its obligations under the contract for such period after the services have been performed as may be determined by the law governing the contract (the “liability period”). This time limit does not however apply when the damage arises from gross negligence or wilful misconduct of the Contractor.

During the liability period, or as soon as practicable after its expiration, the Contractor shall, at its expense, upon instruction of the Contracting Authority, remedy any deficiencies in the performance of the services. In case of default on the part of the Contractor to carry out such instructions, the Contracting Authority shall be entitled to hire another contractor to carry out the same, at the Contractor’s expense.

16. INSURANCE 
Within 20 days of signing the contract, the Contractor shall take out and maintain, at its own cost, a full indemnity insurance policy covering its professional liability under the contract and article 15 above, from the commencement date and until the end of the liability period.

Within 20 days of signing the contract, the Contractor shall take out and maintain a full indemnity insurance policy for a sum up to the higher of the maximum amount foreseen by the legislation of the country of the Contracting Authority and the amount foreseen by the legislation of the country in which the Contractor has its headquarters and covering, during the period of implementation of the contract, the following risks:

a)	loss of or damage to property purchased with funds provided under the contract, or produced by the Contractor;
b)	loss or damage to equipment, material and office facilities made available to the Contractor by the Contracting Authority;
c)	civil liability for accidents caused to third parties arising out of acts performed by the Contractor, its personnel and their dependents;

d)	employer’s liability and workers’ compensation in respect of the personnel as well as sickness, accident or death affecting the personnel and their dependents, including the cost of repatriation on health grounds;
e)	such other insurance as required by the laws in force in the beneficiary country.

Prior to the commencement date, the Contractor shall provide evidence to the Contracting Authority that the above insurances have been effectuated. During execution of the contract, the Contractor shall, when required, provide the Contracting Authority with copies of the insurance policies and the receipts for payment of premiums.

17. INTELLECTUAL AND INDUSTRIAL PROPERTY RIGHTS
All reports and data such as maps, diagrams, drawings, specifications, plans, statistics, calculations, databases, software and supporting records or materials acquired, compiled or prepared by the Contractor in the performance of the contract shall, with the copyright thereto, be the absolute property of the Contracting Authority. The Contractor shall, upon completion of the contract, deliver all such documents and data to the Contracting Authority. The Contractor may not retain copies of such documents and data and shall not use them for purposes unrelated to the contract without the prior written consent of the Contracting Authority.

The Contractor shall not publish articles relating to the services or refer to them when carrying out any services for others, or divulge information obtained from the Contracting Authority, without the prior written consent of the Contracting Authority.

18. RECORDS 
The Contractor shall keep separate, accurate and systematic records and accounts in respect of the services in such form and detail as is customary in the profession and sufficient to establish accurately that the number of working days and the actual reimbursable expenditure identified in the Contractor's invoice(s) have been duly incurred for the performance of the services.

For a fee-based contract, timesheets recording the days worked by the Contractor's personnel must be maintained by the Contractor. The timesheets must be approved by the Contracting Authority or any person authorised by the Contracting Authority or the Contracting Authority itself on a monthly basis. The amounts invoiced by the Contractor must correspond to these timesheets. In the case of long-term experts, these timesheets must record the number of days worked.  In the case of short-term experts, these timesheets must record the number of hours worked.  Time spent travelling exclusively and necessarily for the purpose of the Contract may be included in the numbers of days or hours, as appropriate, recorded in these timesheets.

Such records must be kept for a 7-year period after the final payment made under the contract. These documents comprise any documentation concerning income and expenditure and any inventory, necessary for the checking of supporting documents, including timesheets, plane and transport tickets, pay slips for the remuneration paid to the experts and invoices or receipts for reimbursable expenditure. Failure to maintain such records constitutes a breach of contract and will result in the termination of the contract.

19. OBLIGATIONS OF CONTRACTING AUTHORITY
19.1. The Contracting Authority shall provide the Contractor as soon as possible with any information and/or documentation at its disposal which may be relevant to the performance of the contract.
On all matters properly referred to it in writing by the Contractor, the Contracting Authority shall give its decisions so as not to delay the services, and within a reasonable time.

19.2. The contract shall specify whether the Contracting Authority is to provide the Contractor with equipment, facilities, counterpart personnel or specific assistance, and shall detail under which conditions. If the provision of such agreed counterpart personnel, equipment, facilities and assistance is delayed or not forthcoming, the Contractor shall endeavour to perform the Services as far as is possible. The parties shall agree on how the affected parts of the services shall be carried out, and the additional payments, if any is due, to be made by the Contracting Authority to the Contractor as a result of additional expenditures.

20. CONTRACT PRICE AND PAYMENTS
Contracts are either “global price” or “fee-based”.
20.1. Fee-based contract
In consideration of the services performed by the Contractor under the contract, the Contracting Authority shall make to the Contractor such payments of fees and such reimbursement of costs as provided in the contract.

Fees shall be determined based on time actually spent by the key experts in the performance of services at the fee rates specified in the contract. Fee rates are deemed to remunerate all the activities of the Contractor in the performance of the services and to cover all expenses and costs incurred by the Contractor which are not included in the agreed reimbursable costs.

The Contracting Authority shall reimburse to the Contractor the reimbursable costs and expenses specified in the contract, actually and reasonably incurred in the performance of the services.

Costs and expenses which are not mentioned in the contract shall be deemed covered by the overhead of profit included in the fees.

The currency of payments of fees and reimbursable costs and applicable exchange rates are set out in the contract.

20.2. Global price contract
The global price covers both the Contractor’s and its personnel’s fees and all expenses to be incurred for the performance of the contract. The global price is in consideration for all obligations of the Contractor under the contract and all matters and things necessary for the proper execution and completion of the services and the remedying of any deficiencies therein.

20.3. Revision
Unless otherwise stipulated in the contract, the global price of a global price contract and the fee rates of a fee-based contract shall not be revised.

20.4. Guarantees
In the case an advance payment for fees and for reimbursable costs (fee-based contract) or a pre-financing payment (global price contract) is agreed in the contract, its payment by the Contracting Authority shall be subject to the prior presentation by the Contractor to the Contracting Authority of an approved performance security, advance payment or pre-financing guarantee, if so agreed and under the conditions specified in the Service Contract. 

20.5. Conditions of Payment
Payments will be made by the Contracting Authority with the frequency, instalments, time limits, amounts and currencies, and under the conditions, in particular on the contents of invoices, specified in the special conditions of the contract. Payment of the final balance shall be subject to performance by the Contractor of all its obligations under the contract and the issue by the Contracting Authority of the completion certificate described in article 25.

20.6. Late payment
If the time periods laid down for payments by the Contracting Authority have been exceeded by more than two months and where the Contracting Authority cannot invoke a case of suspension or withholding of payments provided for in these terms and conditions, the Contractor may claim interest calculated on any amount due, prorata on the number of days of delay at the official bank rate of the beneficiary country (if amounts due are in the currency of that country), or at the rate applied by the European central bank (where amounts due are in Euro),  plus 2% per year.

21. DELAYS IN PERFORMANCE
If the Contractor does not perform the services within the period of implementation specified in the contract, the Contracting Authority shall, without formal notice and without prejudice to its other remedies under the contract, be entitled to liquidated damages for every day, or part thereof, which shall elapse between the end of the period of implementation specified in the contract and the actual end of the period of implementation.

The daily rate for liquidated damages is calculated by dividing the contract value by the number of days of the period of implementation. 
If these liquidated damages exceed more than 15% of the contract value, the Contracting Authority may, after giving notice to the Contractor:

a)	terminate the contract; and
b)          complete the services at the Contractor's own expense

22. BREACH OF CONTRACT
Either party commits a breach of contract where it fails to discharge any of its obligations under the contract.

Where a breach of contract occurs, the party injured by the breach shall be entitled to the following remedies:
a)	liquidated damages; and/or
b)	termination of the contract.

In any case where the Contracting Authority is entitled to damages, it may deduct such damages from any sums due to the Contractor or call on the appropriate guarantee.

The Contracting Authority shall be entitled to compensation for any damage which comes to light after the contract is completed in accordance with the law governing the contract.

23. SUSPENSION OF PERFORMANCE
The Contractor shall, on the request of the Contracting Authority, suspend the performance of the services or any part thereof for such time and in such manner as the Contracting Authority may consider necessary.

In such event of suspension, the Contractor shall take immediate action to reduce the costs incident to the suspension to a minimum. During the period of suspension, and except where the suspension is due to any default of the Contractor, the Contractor shall be reimbursed for additional costs reasonably and necessarily incurred by it as a result of the suspension.

24. AMENDMENT OF THE CONTRACT
Substantial modifications to the contract, including modifications to the total contract amount, must be made by means of an addendum. 

25. Completion Certificate
Upon completion of the services, and once (a) the Contracting Authority has approved the Contractor’s completion report, (b) the Contracting Authority has approved the Contractor’s final invoice and final audited statement, the Contracting Authority shall deliver a completion certificate to the Contractor.

26. TERMINATION BY THE CONTRACTING AUTHORITY
26.1 The Contracting Authority may terminate the contract after giving a 7 days' notice to the Contractor in any of the following cases:

a)	the Contractor is in breach of its obligations under the contract and/or fails to carry out the services substantially in accordance with the contract;
b)	the Contractor fails to comply within a reasonable time with the notice given by the Contracting Authority requiring it to make good the neglect or failure to perform its obligations under the contract which seriously affects the proper and timely performance of the services;
c)	the Contractor refuses or neglects to carry out instructions given by the Contracting Authority;
d)	the Contractor’s declarations in respect if its eligibility (article 33) and/or in respect of article 31 and article 32, appear to have been untrue, or cease to be true;
e)	the Contractor takes some action without requesting or obtaining the prior consent of the Contracting Authority in any case where such consent is required under the contract;
f)	any of the key experts is no longer available, and the Contractor fails to propose a replacement satisfactory to the Contracting Authority;
g)	any organisational modification occurs involving a change in the legal personality, nature or control of the Contractor or the joint venture or consortium, unless such modification is recorded in an addendum to the contract;
h)	the Contractor fails to provide the required guarantees or insurance, or the person providing the underlying guarantee or insurance is not able to abide by its commitments.

26.2 Termination by Contracting Authority for convenience
The Contracting Authority may terminate the contract in whole or in part for its convenience, upon not less than 14 days’ notice. The Contracting Authority shall not use this right of termination in order to arrange for the services to be executed by another contractor, or to avoid a termination of the contract by the Contractor.

27. TERMINATION BY THE CONTRACTOR
The Contractor may terminate the contract after giving a 7 days’ notice to the Contracting Authority in any of the following cases:

a)       the Contractor has not received payment of that part of any invoice which is not contested by the Contracting Authority, within 90 days of the due payment date,
b) 	the period of suspension of the performance of the contract under article 23 has exceeded six months;
c)	the Contracting Authority is in material breach of its obligations under the Contract and has not taken any actions to remedy the same within 30 days following the receipt by the Contracting Authority of the Contractor’s notice specifying such breach.

If the Contractor is a natural person, the contract shall be automatically terminated if that person dies.

28. RIGHTS AND OBLIGATIONS UPON TERMINATION
28.1. Upon termination of the contract by notice of either party to the other, the Contractor shall take immediate steps to bring the services to a close in a prompt and orderly manner and in such a way as to keep costs to a minimum.

28.2. If the Contracting Authority terminates the contract in accordance with article 26.1 it may, thereafter, complete the services itself, or conclude any other contract with a third party, at the Contractor’s expense. 

The Contracting Authority shall, as soon as is possible after termination, certify the value of the services and all sums due to the Contractor as at the date of termination. It shall, subject to article 28.1 and 28.3, make the following payments to the Contractor:
(a)    	remuneration pursuant to the contract for services satisfactorily performed prior to the effective date of termination;
(b) 	reimbursable costs (if fee-based contract) for costs actually incurred prior to the effective date of termination; 
(c)	except in the case of termination pursuant to article 26.1 reimbursement of any reasonable cost incident to the prompt and orderly termination of the contract;
(d)   	in case of termination under article 26.2 and 27, reimbursement for the actual and reasonable costs incurred by the Contractor as a direct result of such termination and which could not be avoided or reduced by appropriate mitigation measures. 
The Contractor shall not be entitled to claim, in addition to the above sums, compensation for any loss or injury suffered.

28.3. In case of termination of the contract for any reason whatsoever, any pre-financing guarantee which might have been granted to the Contracting Authority under article 20.4, may be invoked forthwith by the Contracting Authority in order to repay any balance still owed to the Contracting Authority by the Contractor, and the guarantor shall not delay payment or raise objection for any reason whatever.

28.4. If the Contracting Authority terminates the contract under article 26.1, it shall be entitled to recover from the Contractor any loss it has suffered up to that part of the contract value which corresponds to that part of the services which has not, by reason of the Contractor’s default, been satisfactorily completed.

29. FORCE MAJEURE
Neither party shall be considered to be in breach of its obligations under the contract if the performance of such obligations is prevented by any circumstances of force majeure which arise after the date of signature of the contract by both parties.

The term "force majeure", as used herein shall mean acts of God, strikes, lock-outs or other industrial disturbances, acts of the public enemy, wars, whether declared or not, blockades, insurrection, riots, epidemics, landslides, earthquakes, storms, lightning, floods, washouts, civil disturbances, explosions, and any other similar unforeseeable events, beyond the control of either party and which by the exercise of due diligence neither party is able to overcome.
A party affected by an event of force majeure shall take all reasonable measures to remove such party's inability to fulfil its obligations hereunder with a minimum of delay.
If either party considers that any circumstances of force majeure have occurred which may affect performance of its obligations it shall notify the other party immediately giving details of the nature, the probable duration and likely effect of the circumstances. Unless otherwise directed by the Contracting Authority in writing, the Contractor shall continue to perform its obligations under the contract as far as is reasonably practicable and shall seek all reasonable alternative means for performance of its obligations which are not prevented by the force majeure event. The Contractor shall not put into effect such alternative means unless directed so to do by the Contracting Authority.

30. APPLICABLE LAW AND DISPUTES
The contract is governed by and shall be construed in accordance with the laws of the Contracting Authority’s country.

Any dispute or breach of contract arising under this contract shall be solved amicably if at all possible. If not possible and unless provided in the Service Contract, it shall be settled finally by court decision, which shall be held under the law of the Contracting Authority’s country. Any ruling by the court will be final and directly executable in the country of the Contractor.

31. HUMAN RIGHTS AND LABOUR RIGHTS 
The Contractor warrants that it, and its affiliates, respect and uphold Human- and Labour Rights defined in national law and in the UN Universal Declaration of Human Rights (1948) and the International Labour Organization Declaration on Fundamental Principles and Rights at Work (1998). Furthermore, the Contractor (and each member of a joint venture or a consortium) warrants that it and its affiliates comply with the UN Convention on the Rights of the Child - UNGA Doc A/RES/44/25 (12 December 1989) with Annex – and that it or its affiliates has not made or will not make use of forced or compulsory labour as described in the Forced Labour Convention C29 and in the Abolition of Forced Labour Convention C105 of the International Labour Organization. Furthermore, the Contractor warrants that it, and its affiliates, respect and uphold basic social rights and working conditions for its employees. Any breach of this representation and warranty, in the past or during the performance of the contract, shall entitle the Contracting Authority to terminate this contract immediately upon notice to the Contractor, at no cost or liability for the Contracting Authority. 

32. MINES AND OTHER WEAPONS 
The Contractor (and each member of the joint venture or a consortium) warrants that it and its affiliates is NOT engaged in any development, sale, manufacture or transport of anti-personnel mines and/or cluster bombs or components utilized in the manufacture of anti-personnel mines and/or cluster bombs. Furthermore, the Contractor warrants that it and its affiliates are NOT involved in the sale and/or production of weapons which feed into violations of International Humanitarian Law covered by the Geneva Conventions I-IV and Additional Protocols; and the UN Convention on Certain Conventional Weapons (1980). Any breach of this representation and warranty shall entitle the Contracting Authority to terminate this contract immediately upon notice.

33. INELIGIBILITY 
By signing the purchase order, the Contractor (or, if a joint venture or a consortium, any member thereof) certifies that they are NOT in one of the situations listed below: 
(a) They are bankrupt or being wound up, are having their affairs administrated by courts, have entered into an agreement with creditors, have suspended business activities, are the subject of proceedings concerning house matters, or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations; 
(b) They have been convicted of an offence concerning their professional conduct by a judgement that has the force of res judicata;
(c) They have been guilty of grave professional misconduct proven by any means that the Contracting Authority can justify;
(d) They have not fulfilled obligations relating to the payment of social security contributions or 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 have been the subject of a judgement that has the force of res judicata for fraud, corruption, involvement in a criminal organisation or any other illegal activity detrimental to the Contracting Authority or the European Communities’ financial interests;
(f) Following another procurement procedure or grant award procedure financed by the European Community budget or following another procurement procedure carried out by the Contracting Authority or one of their partners, they have been declared to be in serious breach of contract for failure to comply with their contractual obligations.
(g) He has been guilty of creating an entity under a different jurisdiction with the intent to circumvent fiscal, social or any other legal obligations of mandatory application in the jurisdiction of his registered office, central administration or principal place of business.
(h) They are involved in terrorism activities, providing support to individuals or organizations that support terrorism activities, condone the use of terrorism or involved in the provision of arms to individuals or organizations involved in terrorism. 
(i) They are on a list of sanctioned parties issued by United States government, UN, EU or other government issued terrorism and sanction lists.

34. CHECKS AND AUDITS
The Contractor shall permit the Contracting Authority or its representative to inspect, at any time, records including financial and accounting documents and to make copies thereof and shall permit the Contracting Authority or any person authorized by it, including the European Commission, the European Anti-Fraud Office and the Court of Auditors in case the contract is financed by the European Community budget, at any time, to have access to its financial accounting documents and to audit such records and accounts both during and after the provision of the services. In particular, it may carry out whatever documentary or on-the-spot checks it deems necessary to find evidence in case of suspected unusual commercial expenses

35. LIABILITY
Under no circumstances or for no reason whatsoever will the Back donor entertain any request for indemnity or payment directly submitted by the (Contracting Authority’s) Contractors. 

36. DATA PROTECTION
If the Contracting Authority is subject to EU Directive 95/46/EC (General Data Protection Regulation) and the Contractor is processing personal data in the context of submitting an offer (e.g. CVs of both key and technical experts) and/or implementation of a contract (e.g. replacement of experts) the Contractor shall do so accordingly to EU Directive 95/46/EC (General Data Protection Regulation) and inform the data subjects of the details of the processing and communicate the Contracting Authority’s Privacy Policy to them.
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By this Code of Conduct, the Contracting Authority outlines the ethical principles and standards which contractors are required to follow and uphold. The Contracting Authority is a rights-based organisation that works for people’s rights to a dignified life and equality and we expect our contractors to act in a socially responsible manner, with respect for human and Labour rights and the environment. 
This Code of Conduct are aligned with recommendations from the Danish Ethical Trading Initiative (DIEH)[footnoteRef:2], the UN Global Compact principles[footnoteRef:3] and ECHO’s Humanitarian Aid Guidelines for Procurement 2011[footnoteRef:4]. [2:   https://www.dieh.dk/om-dieh/etisk-handel/hvordan-etisk-handel/dieh-guidelines/]  [3:  https://www.unglobalcompact.org/what-is-gc/mission/principles]  [4: http://ec.europa.eu/echo/files/partners/humanitarian_aid/Procurement_Guidelines_en.pdf] 

General Conditions
The Code of Conduct is applicable for all contractors who supply goods, services and works to our operations and projects. It defines the expectations to contractors to act in accordance with applicable law and to conduct themselves responsibly, ethically and with integrity. This includes taking appropriate due diligence measures towards minimising adverse impacts on human- and labour rights, environment and anti-corruption principles. By signing the Code of Conduct contractors agree to ensure due diligence and placing ethics central to their business. 
The provision of the ethical standards constitutes minimum rather than maximum standards. International and national laws shall be complied with, and where the provisions of law and the Contracting Authority’s standards address the same subject, the highest standard shall apply.
It is the responsibility of the contractor to assure that their contractors and subcontractors comply with the ethical requirements and standards set forth in this Code of Conduct. 
The Contracting Authority acknowledge that implementing ethical standards and ensuring ethical behaviour in our supply chain is a continuous process and a long-term commitment for which we also have a responsibility. To achieve high ethical standards, we are willing to engage in dialogue and collaboration with our contractors. In addition, we expect our contractors to be open and willing to engage in dialogue.
Unwillingness to co-operate or serious violations of the Code of Conduct will lead to rejection of bids or termination of contracts.
Human Rights and Labour Rights 
Contractors must protect and promote human- and labour rights and work actively to address issues of concern as they arise. As a minimum they are required to comply with national laws and actively work to secure alignment to international Human and Labour Rights standards and frameworks: 
[bookmark: _Hlk3532675][bookmark: _Hlk3532735]Respect for Human- and Labour Rights (The International Bill of Human Rights, ILO Declaration on Fundamental Principles and Rights at Work and the UN Guiding Principles on Business and Human Rights):
The basic principles of the International Bill of Human Rights are that all human beings are born free and equal in dignity and in rights within all spheres of life. Everyone has the right to life, liberty, dignity, freedom and security of the person. Contractors must not flaunt their responsibility to uphold and promote such rights toward employees, contractors, sub-contractors and the community in which they operate. 
Non-exploitation of Child Labour (UN Child Convention on the Rights of the Child, and ILO C138 & C182):  
Contractors must not engage in the exploitation of child labour[footnoteRef:5] and contractors must take the necessary steps to prevent the employment of child labour. A child is defined as a person under the age of 18 and children shall not be engaged in labour that compromise their health, safety, mental and social development, and schooling. Children under the age of 15 (in developing countries 14) may not be engaged in regular work, but children above the age of 13 (in developing countries 12) can be engaged in light work if it does not interfere with compulsory schooling and is not harmful to their health and development.  [5:  The definition of Child Labour can be found at: https://www.unglobalcompact.org/what-is-gc/mission/principles/principle-5 and https://www.ilo.org/dyn/normlex/en/f?p=NORMLEXPUB:12100:0::NO::P12100_ILO_CODE:C138] 

Employment is freely chosen (ILO C29 & C105):
Contractors must not make use of forced or bonded labour and must respect workers freedom to leave their employer.
Freedom of association and the right to collective bargaining (ILO C87, C98 & C154):
Contractors must recognise workers right to join or form trade unions and bargain collectively and should adopt an open attitude towards the activities of trade unions (even if this is restricted under national law).
Living wages are paid (ILO C131):
As a minimum, national minimum wage standards or ILO wage standards must be met by contractors. Additionally, a living wage must be provided. A living wage is contextual, but must always meet basic needs such as food, shelter, clothing, health care and schooling, and provide a discretionary income[footnoteRef:6].  [6:  Discretionary income is the amount of an individual's income that is left for spending, investing, or saving after taxes and personal necessities (such as food, shelter, and clothing) have been paid.] 

Non-discrimination in employment (ILO C100 & C111 and the UN Convention on Discrimination against Women):
Contractors must not practice discrimination in hiring, salaries, job termination, retiring, and access to training or promotion - based on race, national origin, caste, gender, sexual orientation, political affiliation, disability, marital status, or HIV/AIDS status. 
No harsh or inhumane treatment of employees (ILO C105):
The use of physical abuse, disciplinary punishment, sexual abuse, the threat of sexual and physical abuse, and other forms of intimidation and abuse may never be practiced by contractors.
Working conditions are safe and hygienic (ILO C155 & C168):
Contractors shall provide safe and hygienic working conditions for its employees and put in place adequate measure to prevent accidents and injury to health associated with or occurring in the course of work.
Working hours are not excessive (ILO C1, C14, C30 &, C106):
Contractors must ensure that working hours comply with national law and international standards. A working week of 7 days should not exceed 48 hours and employees must have one day off per week. Overtime shall be compensated, limited and voluntary.
Regular and contractual employment (ILO C143, C183 & C132):
All work performed must be on the basis of a recognised employment relationship via written contracts, established through international conventions and national laws. Contractors shall provide leave, benefit and employment protection, and protect vulnerable group’s regular employment under these laws and conventions. 
International Humanitarian Law
Contractors linked to armed conflicts or operating in armed conflict settings shall respect civilian’s rights under International Humanitarian Law and not be engaged in activities which directly or indirectly initiate, sustain, and/or exacerbate armed conflicts and violations of International Humanitarian Law[footnoteRef:7] as defined in the Geneva Conventions I-IV and Additional Protocols. Contractors are expected to take a ‘do no harm’ approach to people affected by armed conflict. [7:  This includes pillage/looting which is the unlawful taking of private property for personal or private gain based on force, threats, intimidation, pressure and through a position of power accomplished due to the surrounding conflict.] 

Non-Involvement in Weapon- and Criminal Activities
[bookmark: _Hlk3534760]The Contracting Authority advocates for the Ottawa Convention against landmines and the Convention on Cluster Munitions. Contractors shall not engage in any development, sale, manufacturing or transport of anti-personnel mines, cluster bombs or components, or any other weapon which feed into violations of International Humanitarian Law covered by the Geneva Conventions and Protocols.
Contractors shall not be engaged in any illegal or criminal activity and must never be associated with, provide support to or be involved in any terrorist activities. 
Protection of the Environment
The Contracting Authority wishes to minimise the environmental damages applied to nature via our procurement activities and we expect our suppliers and contractors to act in an environmentally responsible manner. This involves respecting applicable national and international environmental legislation and acting in accordance with the Rio Declaration on Environment and Development. As a minimum, contractors must never support or be involved in illegal foresting and shall actively address issues related to proper waste management, ensuring recycling, conservation of scarce resources and efficient energy use.   
Anti-Corruption
Corruption is by the Contracting Authority defined as the misuse of entrusted power for private gain and it includes bribery, fraud, embezzlement and extortion. The Contracting Authority holds a great responsibility to avoid corruption and ensure high standards of integrity, accountability, fairness and professional conduct in our business relations. Contractors are expected to have the same approach by undertaking good and fair business ethics and practices, take action to prevent and fight corruption, and abide by international conventions as well as international and national laws. 
Complaints
Contractors and contractor’s employees who are confronted with corrupt practices, violations of human- or labour rights, or any of the standards laid down in this Code of Conduct, are encouraged to file a complaint with the Contracting Authority[footnoteRef:8].  [8:  DCA’s Complaint Handling System is accessed on our website.] 
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