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ANNEX II: TERMS OF REFERENCE / PRILOGA II: TEHNIČNE SPECIFIKACIJE
How to complete these standard Terms of Reference: The elements within <> brackets must be completed with the information indicated, as appropriate for each tender procedure. The phrases within [ ] brackets should only be included if appropriate. All other text should only need to be amended in exceptional cases, depending on the requirements of particular tender procedures. In the final version of each set of Terms of Reference, please remember to delete this paragraph, any other text with yellow highlighting and all such brackets. /Navodila za izpolnjevanje standardnih tehničnih specifikacij: v prostor med znakoma <> je treba vstaviti zahtevane podatke, kot to zahteva posamezni razpisni postopek. V prostor med znakoma [ ] se podatke vstavi samo, če je to potrebno. Preostalo besedilo se spremeni le v izjemnih primerih, odvisno od zahtev določenih razpisnih postopkov. V končni verziji vsakega kompleta tehničnih specifikacij je treba izbrisati ta odstavek, celotno preostalo rumeno označeno besedilo ter vse omenjene oklepaje.

21.
BACKGROUND INFORMATION / OSNOVNI PODATKI

1.1.
Beneficiary country / Država upravičenka
2
1.2.
Contracting Authority / Naročnik
2
1.3.
Relevant country background / Pomembni podatki o državi
2
1.4.
Current state of affairs in the relevant sector / Trenutno stanje v 

relevantnem sektorju
2
1.5.
Related programmes and other donor activities / Sorodni programi 

in druge donatorske dejavnosti:
3
2.
OBJECTIVE, PURPOSE & EXPECTED RESULTS / CILJ, NAMEN & PRIČAKOVANI REZULTATI
3
2.1.
Overall objective / Splošni cilj
3
2.2.
Purpose / Namen
3
2.3.
Results to be achieved by the Consultant / Rezultati, ki jih mora doseči svetovalec
4
3.
ASSUMPTIONS & RISKS / PREDVIDEVANJA & TVEGANJA
4
3.1.
Assumptions underlying the project intervention / Predvidevanja, ki so 

podlaga za projektno delo
4
3.2.
Risks / Tveganja
4
4.
SCOPE OF THE WORK / OBSEG STORITEV
4
4.1.
General / Splošno
4
4.2.
Specific activities / Posebne aktivnosti
5
4.3.
Project management / Vodenje projekta
6
5.
LOGISTICS AND TIMING / LOGISTIKA IN ČASOVNA RAZMEJITEV RAZPORED
6
5.1.
Location / Kraj izvedbe projekta
6
5.2.
Commencement date & Period of implementation / Datum začetka 

& trajanje izvedbe
6
6.
REQUIREMENTS / ZAHTEVE
7
6.1.
Personnel /Osebje
7
6.2.
Office accommodation /Pisarniški prostori
11
6.3.
Facilities to be provided by the Consultant / Zmogljivosti, ki jih mora 

zagotoviti svetovalec
12
6.4.
Equipment / Oprema
12
6.5.
Incidental expenditure / Postranski izdatki
12
6.6.
Expenditure verification / Revizija izdatkov
14
7.
REPORTS / POROČANJE
14
7.1.
Reporting requirements / Zahteve glede poročanja
14
7.2.
Submission & approval of progress reports / Oddaja & potrditev vmesnih poročil
15
8.
MONITORING AND EVALUATION / NADZOR IN VREDNOTENJE
15
8.1.
Definition of indicators / Določitev kazalnikov
15
8.2.
Special requirements / Posebne zahteve
15
1. 
BACKGROUND INFORMATION / OSNOVNI PODATKI
1.1. Beneficiary country / Država upravičenka
< Name > / < Ime države > 
1.2. Contracting Authority / Naročnik
< Name > / < Ime naročnika >
1.3. Relevant country background / Pomembni podatki o državi
< Provide an overview of the particular characteristics of the country which are relevant to the operation of the proposed project. This should include any global and national economic and social factors which may affect the proposed project. > / < Pregled posebnih značilnosti države, ki so pomembne za izvedbo predlaganega projekta. Vsebuje naj vse globalne in nacionalne gospodarske in socialne faktorje, ki lahko vplivajo na predlagani projekt. >

1.4. Current state of affairs in the relevant sector / Trenutno stanje v relevantnem sektorju 
< Describe the current situation in the sector or institutional area in which the proposed project will operate. This section should be no longer than half a page. Include: / < Opis trenutnega stanja v sektorju ali na institucionalnem področju, na katerem bo potekal predlagani projekt. Opis naj obsega največ pol strani. Vključuje naj:

· national/local policies and strategies and/or economic data for the sector or institutional area; / nacionalno/lokalno politiko in strategije in/ali ekonomske podatke za sektor ali institucionalno področje;
· the origin and immediate history of present organisational structures, institutions and operating systems in the sector or institutional area; / izvor in nedavno zgodovino obstoječih organizacijskih struktur, institucij in operativnih sistemov v sektorju ali na institucionalnem področju;
and, if appropriate and not covered elsewhere in these Terms of Reference / ter po potrebi in če niso vključene nikjer drugje v teh tehničnih specifikacijah:
· responsibilities and mandate of institutions / naloge in mandat institucij;

· human resource capacity and constraints / kapacitete in omejitve glede človeških virov;

· infrastructure development / razvoj infrastrukture;

· market development / razvoj trga;

· information systems and flows / informacijske sisteme in pretok informacij;

· priority setting and decision making / določanje prednostnih nalog in sprejemanje odločitev;

· access to identified, priority social groups / dostop do identificiranih, prednostnih družbenih skupin;

· financial structures and flows / finančne strukture in tokove. >

1.5. Related programmes and other donor activities / Sorodni programi in druge donatorske dejavnosti:

< Identify and describe the link, if any, between the proposed contract and the activities and programmes of other sources of external assistance in the same sector > / < Navedite in opišite povezavo, če obstaja, med ponujenim naročilom in aktivnostmi ter programi iz drugih virov zunanje pomoči v istem sektorju >

2. OBJECTIVE, PURPOSE & EXPECTED RESULTS / CILJ, NAMEN & PRIČAKOVANI REZULTATI
2.1. Overall objective / Splošni cilj
The overall objective of the project of which this contract will be a part is as follows / Splošni cilj projekta, katerega del bo to naročilo, je naslednji:

< objective > / < cilj > 
2.2. Purpose / Namen
The purpose(s) of this contract] is/are as follows / Namen(i) tega naročila] je/so naslednji:

· < purpose 1 > / < namen 1 >
· < purpose 2, etc > / < namen 2, itd. >
For larger/complex projects there can be more than one purpose (i.e. one per project component) / Večji/bolj zapleteni projekti lahko imajo več namenov (npr. enega za vsak element projekta)
2.3. Results to be achieved by the Consultant / Rezultati, ki jih mora doseči svetovalec
< These may be presented either in order of importance or in chronological order, as appropriate > / < Te je mogoče navesti bodisi po vrstnem redu glede pomembnosti ali po kronološkem vrstnem redu, odvisno od primera. >
· < result 1 > / < rezultat 1 > 
· < result 2, etc > / < rezultat 2, itd. >
3. ASSUMPTIONS & RISKS / PREDVIDEVANJA & TVEGANJA
3.1. Assumptions underlying the project intervention / Predvidevanja, ki so podlaga za projektno delo
< Insert elements from the Logical Framework prepared for the project as part of the Financing Proposal > / < Navedite elemente iz logističnega okvirja projekta, ki je del finančnega predloga >
3.2. Risks / Tveganja
< Insert elements from the Logical Framework prepared for the project as part of the Financing Proposal > / < Navedite elemente iz logističnega okvirja projekta, ki je del finančnega predloga >
4. SCOPE OF THE WORK / OBSEG STORITEV
4.1. General / Splošno
4.1.1. Project description / Opis projekta
< As appropriate but with a recommended maximum of 2 pages > / < Odvisno od primera, vendar je priporočena dolžina največ 2 strani. >
4.1.2. Geographical area to be covered / Geografsko območje projekta
< As appropriate > / < če je primerno > 
4.1.3. Target groups / Ciljne skupine
< As appropriate > / < če je primerno >
4.2. Specific activities / Posebne aktivnosti

< A clear and detailed list of tasks to be undertaken in order to achieve the contract objective and/or consultant's job description. The tasks should be listed either in order of importance or in chronological order. They should include any reports which the Consultant must prepare (in addition to the interim and final reports referred to in Section 7.1 of these Terms of Reference). Any tasks requiring specific expertise should be clearly identified. If appropriate, the time schedule for completion of the various activities should be stipulated here. / < Jasen in podroben seznam nalog, ki jih je treba opraviti za izpolnitev cilja naročila in/ali opisanih nalog svetovalca. Naloge je mogoče navesti bodisi po vrstnem redu glede pomembnosti ali po kronološkem vrstnem redu. Vsebujejo naj vsa poročila, ki jih mora pripraviti svetovalec (poleg vmesnih in zaključnih poročil iz Poglavja 7.1 teh tehničnih specifikacij). Razločno je treba navesti vse naloge, ki zahtevajo posebna strokovna znanja. Če je to primerno, se tukaj navede tudi časovni okvir za zaključek različnih aktivnosti.
This section should contain only major managerial, economic, institutional, and technical requirements (+criteria) regarding this project’s activities. It may address the question of phasing of the project, or its organisation into distinct components. It should not be too prescriptive. It is up to tenderers to prepare their own detailed organisation and methodology and technical proposals such that they fulfil the general requirements described in these Terms of Reference. / V tej točki so navedene samo glavne vodstvene, ekonomske, institucionalne in tehnične zahteve (+merila) glede projektnih aktivnosti. Lahko vključuje delitev projekta na posamezne faze ali njegovo delitev na različne elemente. Opis naj ne bo preveč določevalen. Ponudniki naj sami pripravijo lastno podrobno organizacijo in metodologijo ter tehnične predloge, ki izpolnjujejo splošne zahteve teh tehničnih specifikacij.
For contracts which include an element of supervision of progress of contractors on other contracts (e.g., works or supplies), the tasks of the supervisor should include a description of the types of control which he/she must carry out. When the supervisor issues a certificate, he/she must be satisfied that relevant, reliable and sufficient evidence exists that: / Pri naročilih, ki vsebujejo nadzor napredka izvajalcev pri drugih naročilih (npr. delih ali dobavah), morajo naloge nadzornika vključevati opis vrst nadzora, ki ji mora ta izvajati. Če nadzornik izda potrdilo, se mora prepričati o tem, da obstajajo relevantni, zanesljivi in zadostni dokazi o tem, da:

· the tasks have been properly performed; and / so bile naloge ustrezno opravljene in

· the amounts claimed by the contractor(s) have actually and necessarily been incurred in accordance with the requirements of the contract he/she is supervising / so bili zneski, ki jih terja(jo) izvajalec(izvajalci), dejansko porabljeni in potrebni v skladu z zahtevami naročila, ki je predmet nadzora.

In preparing this section, particular attention should be given to ensuring the sustainability and dissemination of project results. The Consultant must also observe the latest Communication and Visibility Manual for EU External Actions concerning acknowledgement of EU financing of the project (see http://ec.europa.eu/europeaid/work/visibility/index_en.htm. / Pri pripravi te točke je treba posebno pozornost nameniti zagotovitvi trajnosti in obveščanja o rezultatih projekta. Svetovalec mora upoštevati tudi zadnjo verzijo Priročnika o obveščanju in preglednosti naročil zunanjih ukrepov EU glede potrditve financiranja projekta s strani EU (glej http://ec.europa.eu/europeaid/work/visibility/index_en.htm. />
4.3. Project management / Vodenje projekta
4.3.1. Responsible body / Nosilec programa
< Identity of the specific department of the Contracting Authority / beneficiary country (or its relevant agent, if appropriate) which will be responsible for managing the contract / project > / < Navedite določeno službo naročnika / države upravičenke (ali njenega zastopnika, če je to primerno), ki bo odgovorna za vodenje naročila / projekta > 

4.3.2. Management structure / Vodstvena struktura
< Describe the management structure of the Contracting Authority / beneficiary country administration, including all relevant decision-making processes which may be involved in managing this project. Include information on the basic management structure of the project (e.g., Project Management Unit, Steering Group) and project planning. Identify those decisions which may be taken by the Project Manager alone (as identified in Article 8 of the Special Conditions) and those which he/she must refer, for example, to a more senior colleague or project steering committee > / < Opišite vodstvene strukture naročnika / uprave države upravičenke, vključno z vsemi relevantnimi postopki sprejemanja odločitev, ki so lahko pomembni pri vodenju tega projekta. Navesti je treba tudi podatke o osnovni vodstveni strukturi projekta (npr. enota za vodenje projekta, usmerjevalna skupina) in načrtovanju projekta. Omeniti je treba odločitve, ki jih lahko samostojno sprejme vodja projekta (kot so določene v 8. členu Posebnih pogojev) ter tiste, pri katerih potrebuje soglasje, npr. nadrejene osebe ali odbora za usmerjanje projekta. >
4.3.3. Facilities to be provided by the Contracting Authority and/or other parties / Zmogljivosti, ki jih mora zagotoviti naročnik in/ali druge osebe
< As appropriate > / < če je primerno >
5. LOGISTICS AND TIMING / LOGISTIKA IN ČASOVNA RAZMEJITEV
5.1. Location / Kraj izvedbe projekta
< Identify the location (i.e., city/town) of the operational base for the project, any other location(s) where it may be appropriate for short-term inputs to be provided and/or where pilot projects may be established (e.g., regions or neighbouring countries with which cross-border co-operation is encouraged) > < Navedite lokacijo (npr. kraj/mesto) operativnega sedeža projekta ter drugo(druge) lokacijo(lokacije), ki bi lahko bile primerne za krajši čas in/ali, kjer bi se lahko pripravljalo pilotske projekte (npr. regije ali sosednje države, kjer se spodbuja čezmejno sodelovanje) >

5.2. Commencement date & Period of implementation / Datum začetka & trajanje izvedbe
The intended commencement date is <date> and the period of implementation of the contract will be < number > months from this date. Please refer to Articles 4 and 5 of the Special Conditions for the actual commencement date and period of implementation. / Datum začetka izvedbe je <datum>, izvedba naročila pa bo trajala < številka > mesecev od datuma začetka izvedbe. Pri dejanskem datumu začetka in trajanju izvedbe je treba upoštevati 4. in 5. člen Posebnih pogojev.
< If the intention is to award a contract for additional services depending on the outcome of the initial contract, such as for the second phase of a study or operation, this must be stated here. The possibility of additional services being procured by negotiated procedure and their estimated cost must be clearly indicated, if appropriate. > / < Če nameravate oddati naročilo za dodatne storitve, kar je odvisno od rezultata prvotnega naročila, kot je na primer druga faza študije ali operacije, je to treba tukaj navesti. Možnost dodatnih storitev, oddanih na podlagi postopka s pogajanji, ter oceno njihove vrednosti je treba jasno navesti, če bo do njih prišlo. >  

6. REQUIREMENTS / ZAHTEVE
6.1. Personnel /Osebje
6.1.1. Key experts / Ključni strokovnjaki
All experts who have a crucial role in implementing the contract are referred to as key experts. The profiles of the key experts for this contract are as follows: / Vsi strokovnjaki, ki so ključnega pomena za izvedbo naročila, štejejo za ključne strokovnjake. Profili ključnih strokovnjakov v tem naročilu so naslednji:

Identify the profiles sought for all key experts up to a recommended maximum of 4 key experts - otherwise the maximum scores will be negligible and evaluation will be difficult. The skills required may include professional technical skills, team management skills, communication skills, and/or language skills as appropriate. While it is not necessary to identify all key positions in detail, it is recommended to be as clear as possible to guarantee a fair technical evaluation. Remember to set the scores in the evaluation grid accordingly. It is recommended that the precise time inputs of the experts be left to the discretion of tenderers. However, it may be useful to identify some absolute minima for the contribution of key experts to be considered appropriate. / Navedite iskane profile za vse ključne strokovnjake in sicer do najvišjega  priporočenega števila 4 ključnih strokovnjakov – sicer bodo maksimalni rezultati zanemarljivi, vrednotenje pa bo težko. Zahtevane sposobnosti lahko vključujejo tehnične izkušnje, vodstvene sposobnosti, sposobnosti komuniciranja in/ali znanje jezika, odvisno od potreb. Čeprav ni treba podrobno navajati vseh ključnih položajev, pa je za pravično tehnično oceno priporočljiv kar najbolj jasen opis. V preglednico za vrednotenje ne pozabite vpisati ustreznih rezultatov. Odločitev o času sodelovanja strokovnjakov je priporočljivo prepustiti ponudnikom. Kljub temu pa je lahko primerno določiti najkrajši potrebni čas sodelovanja ključnih strokovnjakov.
When deciding on the profiles, equal access must be guaranteed and that they do not create unjustified obstacles to competitive tendering. Furthermore, the profiles should be clear and non-discriminatory. As an example, "local expertise" may be required but not a "local expert" (i.e. a national/resident of a country). Remember that participation in tendering procedures shall be open on equal terms to all eligible persons (see point 11 in Procurement Notice). The minimum percentage of time which each expert should work in the beneficiary country could be specified, e.g. 75%, to limit the possibility that experts spend a large proportion of their time outside the beneficiary country to which they are supposedly giving technical advice. / Pri odločanju o profilih je treba zagotoviti enako dostopnost, konkurenčnim ponudnikom pa se ne sme postavljati neupravičenih ovir. Poleg tega morajo biti profili jasno določeni ter nediskriminatorni. Na primer, zahtevajo se lahko »izkušnje s področja države« in ne »domači strokovnjak« (se pravi državljan/prebivalec države). Ne pozabite, da mora biti sodelovanje v razpisnih postopkih omogočeno vsem upravičenim osebam (glej 11. točko obvestila o naročilu). Določi se lahko najnižji odstotek časa, ko mora vsak strokovnjak delati v državi upravičenki, npr. 75%, s čimer omejimo možnost, da bi strokovnjaki porabili veliko svojega časa zunaj države upravičenke, kateri naj bi zagotavljali tehnično svetovanje.
The profile of the "ideal expert" should not be described as it sets the threshold for acceptance of the offer. Due consideration should be taken to the real minimum requirements and the existence of such experts on the market when choosing the criteria. The criteria should be as broad as possible. Quantifiable criteria should be drafted with vigilance. It is good practise to - where appropriate - add expressions such as "a University degree in Economics or equivalent" in order not to automatically disqualify offers with experts who have 40 years relevant experience but which lacks the formal university degree; or "preferably 10 years experience…but a minimum of 5 years required. The required years of experience should be decided with due care and not be inflated and focus should rather be on quality than on quantitative aspects. Please specify carefully what minimum requirement is and what preferred requirement is. It should be born in mind that in case an expert does not meet the minimum requirements he/she should be rejected. This has the consequence that the entire tender is rejected. / Ne sme se navajati profila »idealnega strokovnjaka«, saj to postavlja omejitve za sprejemanje ponudb. Ko postavljamo merila, je treba razmisliti o dejanskih najnižjih zahtevah in prisotnosti takšnih strokovnjakov na trgu. Merila morajo biti čimbolj široka. Količinsko določena merila je treba oblikovati pazljivo. Dobro je – kjer je to primerno – navesti izraze, kot je »univerzitetna diploma iz ekonomije ali podobno«, da avtomatično ne izključimo strokovnjakov, ki imajo 40 let ustreznih izkušenj, a nimajo formalne univerzitetne izobrazbe; ali »po možnosti 10 let izkušenj…ter vsaj 5 let izkušenj. O letih zahtevanih izkušenj je treba odločati zelo previdno in ni treba pretiravati, bolje se je osredotočiti na kakovost kot na količinske vidike. Skrbno je treba navesti najnižjo zahtevo in preference pri zahtevi. Zavedati se je treba, da nekega strokovnjaka, ki ne izpolnjuje najnižjih zahtev, ni treba nujno zavrniti. Zavrnitev mora biti posledica zavrnitve celotne ponudbe.
Consider carefully the possible consequences of the drafting of the profiles as the more precise and challenging the profiles are the fewer experts will meet the minimum requirements and the result is that competition will be restricted. / Pomislite na možne posledice pri pripravi profilov, kot so preveč natančno postavljeni in izključujoči profili, saj bo manj strokovnjakov izpolnjevalo minimalne zahteve, rezultat pa bo omejena konkurenca.
Key expert 1: Team Leader / Ključni strokovnjak 1: vodja ekipe
Qualifications and skills / Izobrazba in usposobljenost
< As appropriate. Please differentiate between minimum requirement and preferred requirement if applicable. > / < Glede na potrebe. Če je to primerno, razlikujte med najnižjo zahtevo in preferencami pri zahtevi.>

General professional experience / Splošne strokovne izkušnje
< As appropriate. Please differentiate between minimum requirement and preferred requirement if applicable.  > / < Glede na potrebe. Če je to primerno, razlikujte med najnižjo zahtevo in preferencami pri zahtevi.>

Specific professional experience / Posebne strokovne izkušnje
< As appropriate. Please differentiate between minimum requirement and preferred requirement if applicable.  > / < Glede na potrebe. Če je to primerno, razlikujte med najnižjo zahtevo in preferencami pri zahtevi.>

Key expert 2: < e.g. Senior legal expert > / Ključni strokovnjak 2: : < npr. priznani pravni strokovnjak > 
Qualifications and skills / Izobrazba in sposobnosti
< As appropriate. Please differentiate between minimum requirement and preferred requirement if applicable.  > / < Glede na potrebe. Če je to primerno, razlikujte med najnižjo zahtevo in preferencami pri zahtevi.>

General professional experience / Splošne strokovne izkušnje
< As appropriate. Please differentiate between minimum requirement and preferred requirement if applicable.  > / < Glede na potrebe. Če je to primerno, razlikujte med najnižjo zahtevo in preferencami pri zahtevi.>

Specific professional experience / Posebne strokovne izkušnje
< As appropriate. Please differentiate between minimum requirement and preferred requirement if applicable.  > / < Glede na potrebe. Če je to primerno, razlikujte med najnižjo zahtevo in preferencami pri zahtevi.>

Key expert 3: < etc > / Ključni strokovnjak 3: < itd. > 
Guidance notes on expert inputs / Navodila za določanje obveznosti in pravic strokovnjakov
1) Working days: performance of the contract (and therefore payment) is based on working days only. The Consultant will only be paid for days actually worked on the basis of the daily fee rate contained in the budget breakdown (annex V). Tenderers must annex the 'Estimated number of working days' worksheet contained in the spreadsheet for Annex V to their Organisation and Methodology (Annex III) to demonstrate the correspondence between the proposed methodology and the expert inputs. / Delovni dnevi: izvajanje naročila (in plačilo) temelji le na delovnih dneh. Svetovalec bo plačan samo za tiste dni, ko je dejansko delal, po tarifi, navedeni v specifikaciji proračuna (priloga V). Ponudniki morajo Organizaciji in Metodologiji (Priloga III) priložiti »Oceno števila delovnih dni« na posebnem listu, ki je del preglednice iz Priloge V, s čimer dokažejo usklajenost med predlagano metodologijo in sodelovanjem strokovnjakov.

It is unnecessary to stipulate what the holiday provision for the experts will be. This is for the tenderer to decide. See further article 22 in the General Conditions. / Za strokovnjake je treba določiti število dni dopusta. O tem odloči ponudnik. Glej 22. člen Splošnih pogojev.

A fee-based/technical assistance contract is, by definition, one in which the actual days worked each month for each category of experts may differ from the number of working days estimated for each month in the organisation and methodology and the budget breakdown. The actual input required for the tasks specified in the Terms of Reference can only be determined in the course of the contract. / Pogodba, ki temelji na honorarjih/pogodba o tehnični pomoči je po definiciji te vrste, pri kateri se dejansko število opravljenih dni vsak mesec za vsako kategorijo strokovnjakov lahko razlikuje od ocene števila delovnih dni za vsak mesec v organizaciji in metodologiji ter specifikaciji proračuna. Dejansko število porabljenih dni za izvedbo nalog iz tehničnih specifikacij je mogoče ugotoviti med izvedbo naročila.
During the technical evaluation, the only aspect that should be considered for the non-key experts is whether the number of working days estimated for each month for each type of expert proposed in the Organisation and Methodology (Annex III) are sufficient for the requirements of the Terms of Reference to be achieved. This is judged on the basis of the profiles identified in the Terms of Reference and/or the Organisation and Methodology. / Pri tehnični oceni je treba za neključne strokovnjake razmisliti samo o tem, ali je število pričakovanih delovnih dni za vsak mesec in vsako vrsto strokovnjaka iz Organizacije in metodologije (Priloga III) zadostno za izpolnitev zahtev iz teh tehničnih specifikacij. To se presodi na podlagi profilov, določenih v tehničnih specifikacijah in/ali Organizaciji in metodologiji.

2) The annual leave entitlement of the experts employed by a service provider is determined by their employment contract with the service provider and not by the service contract between the Contracting Authority and the Consultant. However, the Contracting Authority is able to determine when experts take their annual leave since this is subject to approval by the Project Manager, who will assess any such request according to the needs of the project while the contract is in progress. For obvious reasons, a day of annual leave is not considered to be a working day. All this is clearly stated in the General Conditions, Articles 21 and 22. / Pravica strokovnjakov, ki jih zaposluje ponudnik storitev, do letnega dopusta je določena v njihovih pogodbah o zaposlitvah, sklenjenih s ponudnikom storitev in ne v pogodbi med naročnikom in svetovalcem. Vendar pa lahko naročnik ugotovi, kdaj so strokovnjaki na dopustu, saj mora to odobriti vodja projekta, ki bo vsako tovrstno zahtevo presodil na podlagi potreb projekta med izvedbo naročila. Iz očitnih razlogov letni dopust ne šteje v delovne dni. Vse to je jasno določeno v Splošnih pogojih, 21. in 22. člen.
Everything is based on working days to avoid getting involved in identifying when working weeks, national holidays, etc are in the beneficiary country of a given contract. / Vse temelji na delovnih dneh, s čimer se izognemo ugotavljanju glede delovnih tednov, državnih praznikov, itd. v državi upravičenki, kateri je bilo naročilo dodeljeno.

The fee rates for all experts must include all the "administrative costs of employing the relevant experts, such as relocation and repatriation expenses [including flights to and from the beneficiary country upon mobilisation and demobilisation], accommodation, expatriation allowances, leave, medical insurance and other employment benefits accorded to the experts by the Consultant". This is why no further precision of annual leave entitlement must be mentioned in the service contract. / Honorarji vseh strokovnjakov morajo vključevati vse »administrativne stroške najemanja ustreznih strokovnjakov, kot so potni stroški in stroški bivanja [vključno s poleti v in iz države upravičenke na začetku in koncu vsakokratnega angažmaja], stroški nastanitve, dodatek za delo v tujini, dopust, zdravstveno zavarovanje in drugi dodatki, ki jih je strokovnjakom odobril svetovalec«. Zato v pogodbi o oddaji naročila ni treba posebej določiti pravice do letnega dopusta.

It is important, though, to establish how many times each expert is to be mobilised (since travel is included in the fee rate, the number of flights will have an impact on that fee rate). /
Kljub temu pa je treba vedeti, kolikokrat bo treba najeti posameznega strokovnjaka (ker so potni stroški vključeni v honorar, bo število letov vplivalo na višino honorarja).

3) The schedule of estimated numbers of working days which must be attached to Annex III provides a direct basis for calculating the maximum contract value. This estimation may be updated by the Consultant during the implementation of the project. The Project Manager can use this when monitoring the actual numbers of working days submitted in invoices and to check that the contract is progressing within budget, which is very useful from a financial management perspective. / Razpored pričakovanega števila delovnih dni, ki mora biti priložen Prilogi III, predstavlja neposredno podlago za izračun najvišje vrednosti naročila. Med izvedbo projekta lahko svetovalec oceno usklajuje. Te podatke lahko uporabi vodja projekta, ko spremlja dejansko število delovnih dni, navedeno na računih ter za to, da preveri, ali se naročilo izvaja v mejah proračuna, kar pa je zelo uporabno z vidika finančnega vodenja.

Since the estimated working days are on a monthly basis, the spreadsheet can be used to provide an early indication of any problems during contract implementation, especially since it automatically calculates variances from the original estimates. Usually, the Project Manager should be able to see and explain why variations have occurred but, if not, he/she can investigate further. This is basic management accounting. / Ker se število pričakovanih delovnih dni določa mesečno, je mogoče preglednico uporabiti za pravočasno opozarjanje na težave med izvedbo naročila, saj avtomatično izračuna odstopanja od prvotnih ocen. Vodja projekta bi po navadi moral videti in ugotoviti, zakaj je prišlo do odstopanj, če to ni mogoče, pa lahko raziskuje naprej. To je osnovno poslovodno računovodstvo.

Note that civil servants and other staff of the public administration of the beneficiary country cannot be recruited as experts, unless prior written approval has been obtained from the European Commission./ Upoštevajte, da državni uradniki in drugi uslužbenci javne uprave države upravičenke, ne morejo sodelovati kot strokovnjaki, razen če je bila predhodno pridobljena pisna odobritev s strain Evropske komisije.
6.1.2. Other experts / Drugi strokovnjaki
CVs for experts other than the key experts are not examined prior to the signature of the contract. They should not have been included in tenders. / Življenjepisov strokovnjakov razen življenjepisov ključnih strokovnjakov se ne bo preučevalo pred podpisom pogodbe. Tako jih ni treba priložiti ponudbi.

The Consultant shall select and hire other experts as required according to the profiles identified in the Organisation & Methodology <and/or these Terms of Reference>. They must indicate clearly which profile they have so it is clear which fee rate in the budget breakdown will apply.  All experts must be independent and free from conflicts of interest in the responsibilities accorded to them. / Svetovalec glede na potrebe izbere in najame druge strokovnjake v skladu s profili iz Organizacije & metodologije <in/ali temi tehničnimi specifikacijami>. Navesti je treba njihov profil, da se jasno ve, katera višina honorarja velja za njih. Vsi strokovnjaki morajo biti neodvisni, pri nalogah, ki jih imajo, pa ne sme priti do navzkrižja interesov.
The selection procedures used by the Consultant to select these other experts shall be transparent, and shall be based on pre-defined criteria, including professional qualifications, language skills and work experience. The findings of the selection panel shall be recorded. The selection of experts shall be subject to approval by the Contracting Authority. / Izbirni postopki, ki jih svetovalec uporabi za izbiro drugih strokovnjakov, morajo biti pregledni, temeljiti pa morajo na vnaprej določenih merilih, vključno z izobrazbo, znanjem jezika in delovnimi izkušnjami. Zabeležiti je treba ugotovitve izbirne komisije. Izbrane strokovnjake potrdi naročnik.
Note that civil servants and other staff of the public administration of the beneficiary country cannot be recruited as experts, unless prior written approval has been obtained from the European Commission. / Upoštevajte, da državni uradniki in drugi uslužbenci javne uprave države upravičenke, ne morejo sodelovati kot strokovnjaki, razen če je bila predhodno pridobljena pisna odobritev s strain Evropske komisije.
6.1.3. Support staff & backstopping / Podporno osebje & tehnična podpora
< As appropriate. > / < Glede na potrebe. >
Backstopping and support staff costs must be included in the fee rates of the experts. / Stroške tehnične podpore in podpornega osebja je treba vključiti v honorarje strokovnjakov.
6.2. Office accommodation /Pisarniški prostori
Office accommodation of a reasonable standard and of approximately 10 square metres for each expert working on the contract is to be provided by < the Consultant / the beneficiary country / the Contracting Authority >. / Pisarniške prostore primernega standarda v velikosti približno 10 kvadratnih metrov na strokovnjaka, ki sodeluje pri naročilu, zagotovi < svetovalec / država upravičenka / naročnik >.
If the office accommodation is to be provided by the Consultant / Če pisarniške prostore zagotovi svetovalec:

Option 1 / 1. možnost:

[The costs of the office accommodation are to be covered by the fee rates of the experts. / Stroški pisarniških prostorov so vključeni v honorarje strokovnjakov.]
Option 2 / 2. možnost:

[The costs of the office accommodation are to be covered by the provision for incidental expenditure. The cost per square metre must be in line with the prevailing local market rate for office accommodation of a reasonable standard. / Stroški pisarniških prostorov so vključeni v rezerve za postranske izdatke. Cena na kvadratni meter mora ustrezati veljavnim cenam na lokalnem trgu za pisarniške prostore primerne kvalitete.]
6.3. Facilities to be provided by the Consultant / Zmogljivosti, ki jih mora zagotoviti svetovalec
The Consultant shall ensure that experts are adequately supported and equipped. In particular it shall ensure that there is sufficient administrative, secretarial and interpreting provision to enable experts to concentrate on their primary responsibilities. It must also transfer funds as necessary to support its activities under the contract and to ensure that its employees are paid regularly and in a timely fashion. / Svetovalec zagotovi, da dobijo strokovnjaki ustrezno podporo in opremo. Zagotoviti mora zlasti zadostno administrativno pomoč, tajnice in prevajalce, da se lahko strokovnjaki osredotočijo na svoje primarne naloge. Prenesti mora tudi sredstva, ki so potrebna za podporo aktivnosti po pogodbi in zagotoviti redno in pravočasno plačevanje svojih delavcev. 

< State what will be required in terms of supplies, services, documentation, logistical support, etc for the success of the contract, indicating the source (ie, Consultant / beneficiary country / Contracting Authority / … ). The maximum detail should be provided, especially for those elements which are to be provided by the Consultant within the fee rates of its experts.  / Navedite potrebni material, storitve, dokumentacijo, logistično podporo, itd. za uspešno izvedbo naročila, vključno z virom (npr. svetovalec / država upravičenka / naročnik / …). Opisati je treba čimveč podrobnosti, zlasti za tiste elemente, ki jih bo v okviru honorarjev strokovnjakov zagotovil svetovalec. >

If the Consultant is a consortium, the arrangements should allow for the maximum flexibility in project implementation. Arrangements offering each consortium member a fixed percentage of the work to be undertaken under the contract should be avoided. / Če je svetovalec konzorcij, mora  dogovor dopuščati čimvečjo prožnost pri izvedbi projekta. Izogibati se je treba dogovorom, po katerih član konzorcija dobi točno določen odstotek dela, ki mora biti opravljeno v okviru naročila.
6.4. Equipment / Oprema
No equipment is to be purchased on behalf of the Contracting Authority / beneficiary country as part of this service contract or transferred to the Contracting Authority / beneficiary country at the end of this contract. Any equipment related to this contract which is to be acquired by the beneficiary country must be purchased by means of a separate supply tender procedure. / V imenu naročnika / države upravičenke ne sme biti kupljena nobena oprema za namene tega naročila oziroma biti prenesena na naročnika / državo upravičenko po izteku pogodbe. Država upravičenka mora vso opremo, povezano s tem naročilom, kupiti na podlagi ločenega razpisnega postopka.
6.5. Incidental expenditure / Postranski izdatki
The Provision for incidental expenditure covers the ancillary and exceptional eligible expenditure incurred under this contract. It cannot be used for costs which should be covered by the Consultant as part of its fee rates, as defined above. Its use is governed by the provisions in the General Conditions and the notes in Annex V of the contract. It covers: / Rezerva za postranske izdatke vključuje druge in izredne upravičene izdatke, ki so nastali po tej pogodbi. Nanašati se ne morejo na stroške, ki jih mora plačati svetovalec v okviru honorarjev, kot je to določeno zgoraj. Te izdatke urejajo določbe Splošnih pogojev in navodila iz Priloge V k pogodbi. Med te stroške spadajo:

· Travel costs and subsistence allowances for missions, outside the normal place of posting, to be undertaken as part of this contract. If applicable, indicate if the provision includes costs for environmental measures, for example C02 offsetting. Do not give any financial estimates.  / potni stroški in dnevnice za misije izven običajnega kraja opravljanja naloge, ki je del naročila. Če je potrebno, navedite, ali rezerve vključujejo stroške okoljskih ukrepov, na primer znižanja izpustov CO2. Ne navajajte finančnih ocen.
· < Item 2, etc Do not give any financial estimates / 2. točka, itd. Ne navajajte finančnih ocen. >

The Provision for incidental expenditure for this contract is EUR <amount>. This amount must be included without modification in the Budget breakdown. / Rezerve za postranske izdatke pri naročilu znašajo <znesek> EUR. Ta znesek je treba nespremenjen vključiti v specifikacijo proračuna.
Any subsistence allowances to be paid for missions undertaken as part of this contract must not exceed the per diem rates published on the Web site: 
http://ec.europa.eu/europeaid/work/procedures/index_en.htm at the start of each such mission. / Morebitne dnevnice, izplačane za misije, ki so del naročila, ne smejo preseči dnevnih tarif, ki so objavljene na spletni strani: http://ec.europa.eu/europeaid/work/procedures/index_en.htm 

Guidance notes on estimating the Provision for incidental expenditure / Navodila za pripravo ocene glede rezerv za postranske izdatke:
All costs relating to the provision of experts (including travel to/from the beneficiary country and subsistence once there, apart from missions specified in these terms of reference) must be included in the fee rates. The explicit explanation in the notes to the budget breakdown is as follows: / Vsi stroški, ki se nanašajo na najemanje strokovnjakov (vključno s potovanjem v/iz države upravičenke ter dnevnice v tej državi, razen misij, določenih v tej projektni nalogi) morajo biti vključeni v honorar. Izrecna razlaga iz navodil za specifikacijo proračuna se glasi:
-
the provision for incidental expenditure does not cover travel to/from the beneficiary country for experts (other than for missions within the contract) / rezerve za postranske izdatke ne vključujejo potovanja strokovnjakov v/iz države upravičenke (razen misij iz naročila)
These mobilisation and demobilisation costs are included in the fee rates. In this respect there is no distinction to be made between key/non key experts. The only per diem rates and travel costs which should be covered by the provision for incidental expenditure are those relating to missions which are required by these Terms of Reference. / Stroški prihoda in odhoda so vključeni v honorar. S tem v zvezi ni nobene razlike med ključnimi in drugimi strokovnjaki. Edine dnevnice in potni stroški, ki so lahko zajeti v rezerve za postranske izdatke, so tisti, ki so povezani z misijami, ki so navedene v teh tehničnih specifikacijah.
-
the subsistence paid to experts on missions requiring an overnight stay outside the normal place of posting must not exceed the per diem rate published on the Web site: http://ec.europa.eu/europeaid/work/procedures/index_en.htm for each night away from the base of operations / dnevnice, izplačane strokovnjakom na misijah, ki zahtevajo prenočitev izven običajnega kraja opravljanja naloge, ne smejo na noč, preživeto izven baze operacij, preseči dnevne tarife, objavljene na spletni strani: http://ec.europa.eu/europeaid/work/procedures/index_en.htm
Remember that the amount determined in the Terms of Reference as the Provision for incidental expenditure is simply an upper limit on the incidental costs. It need not be estimated exactly and it does not matter that the actual costs are more or less than the estimated amounts of the components, provided that a reasonable margin of error has been allowed. / Ne pozabite, da znesek, določen v tehničnih specifikacijah kot rezerva za postranske izdatke, predstavlja zgornjo mejo postranskih izdatkov. Ni ga treba točno predvideti in ni pomembno, ali so dejanski stroški več ali manj enaki pričakovanim zneskom, pod pogojem dovoljenega razumnega odstopanja. 
No detailed calculation of the provision for incidental expenditure must appear anywhere in the Terms of reference or in the tender dossier, otherwise the amounts identified become legally binding. / Nikjer v tehničnih specifikacijah ali v razpisni dokumentaciji se ne sme pojaviti natančni izračun rezerve za postranske izdatke, sicer postanejo navedeni zneski pravno zavezujoči.
6.6. Please note that if the contract is to be implemented in high risk or particularly dangerous countries, the budget for the incidental expenditures must be increased with the cost for specific security measures such as extra insurance, training or extra security activities. The responsibility for the specific security measures is with the contractor through the signed contract which contains funds in the incidental expenditures which is outside of competition in the tender procedure. Please specify the security under point 6.5 above/Prosimo upoštevajte, da se mora, če se pogodba izvaja v državi, kjer je tveganje veliko ali v posebno nevarnih državah, da se mora proračun za naključne izdatke povečati za stroške za dodatno varovanje. Odgovornost za posebne varnostne ukrepe, se dogovori v pogodbi podpisani z izvajalcem, v kateri se vključijo sredstva za plačilo teh stroškov, ki pa se ne upoštevajo pri ocenjevanju ponudb. Navedite pogoje v zvezi z varnostjo zgoraj pod točko 6.5.   Expenditure verification / Revizija izdatkov
The Provision for expenditure verification relates to the fees of the auditor who has been charged with the expenditure verification of this contract in order to proceed with the payment of further pre-financing instalments if any and/or interim payments if any. / Rezerva za preverjanje izdatkov se nanaša na honorar revizorja, ki je zadolžen za revizijo izdatkov naročila, da bi prišlo do plačila ali nakazila nadaljnjih morebitnih obrokov predfinanciranja in/ali morebitnih vmesnih plačil.
The Provision for expenditure verification for this contract is EUR < amount >. This amount must be included without modification in the Budget breakdown. / Rezerva za revizijo izdatkov za to naročilo znaša < znesek > EUR. Ta znesek je treba nespremenjen vključiti v specifikacijo proračuna.
This provision cannot be decreased but can be increased during the execution of the contract. / Te rezerve ni mogoče zmanjšati, lahko pa se jo med izvedbo naročila poviša.
7. REPORTS / POROČANJE
7.1. Reporting requirements / Zahteve glede poročanja
Please refer to Article 26 of the General Conditions. Not obligatory for contracts of less than 12 months: < Interim reports must be prepared every six months during the period of implementation of the tasks. They must be provided along with the corresponding invoice, the financial report and an expenditure verification report defined in Article 28 of the General Conditions.> There must be a final report, a final invoice and the financial report accompanied by an expenditure verification report at the end of the period of implementation of the tasks. The draft final report must be submitted at least one month before the end of the period of implementation of the tasks. Note that these interim and final reports are additional to any required in Section 4.2 of these Terms of Reference. / Glej 26. člen Splošnih pogojev. Neobvezno za pogodbe, ki trajajo manj kot 12 mesecev: < Med izvajanjem nalog je treba vsakih šest mesecev pripraviti vmesna poročila. Oddati jih je treba skupaj s pripadajočim računom, finančnim poročilom in poročilom o reviziji izdatkov, ki ga določa 28. člen Splošnih pogojev. > Na koncu izvajanja nalog je treba oddati zaključno poročilo, zaključni račun in finančno poročilo, skupaj s poročilom o reviziji izdaktov. Osnutek zaključnega poročila je treba predložiti najmanj mesec dni pred zaključkom nalog. Omeniti je treba, da je treba vmesna in zaključna poročila pripraviti poleg vseh zahtevanih poročil iz poglavja 4.2 teh tehničnih specifikacij.
Each report shall consist of a narrative section and a financial section. The financial section must contain details of the time inputs of the experts, of the incidental expenditure and of the provision for expenditure verification. / Vsako poročilo mora vsebovati tekstovni in finančni del. Finančni del mora vsebovati podrobnosti o porabljenem času strokovnjakov, postranskih izdatkih in rezervi za revizijo izdatkov.
[Adapt as necessary: To summarise, in addition to the documents, reports and output which could be specified under the duties and responsibilities of each key expert above the Consultant shall provide the following reports: / Po potrebi prilagoditi: Če povzamemo, se poleg dokumentov, poročil in izdelkov, ki so lahko določeni med dolžnostmi in odgovornostmi vsakega ključnega strokovnjaka, svetovalec predloži naslednja poročila: 

	Name of report / Naziv poročila
	Content / Vsebina
	Time of submission /Čas predložitve

	Inception Report / Začetno poročilo
	Analysis of existing situation and plan of work for the project / Analiza obstoječega stanja in načrt dela za projekt
	No later than 1 month after the start of the implementation / Najpozneje 1 mesec po začetku izvajanja

	6 month Progress Report / 6-mesečno poročilo o napredku
	Short description of progress (technical and financial) including problems encountered; planned activities for the ensuing 6 months accompanied by an invoice and the expenditure verification report. / Kratek opis napredka (tehnična in finančna), vključno s težavami, ki so se pojavila; načrtovane dejavnosti za naslednjih 6 mesecev, priložen račun in poročilo o preverjanju izdatkov.
	No later than 1 month after the end of each 6 month implementation period / Ne pozneje kot 1 mesec po zaključku 6 mesečnega obdobja izvajanja

	Draft Final Report / Osnutek končnega poročila
	Short description of achievements including problems encountered and recommendations / Kratek opis dosežkov, vključno s težavami in priporočili
	No later than 1 month before the end of the implementation period.  / Ne pozneje kot 1 mesec pred zaključkom projekta

	Final Report / Končno poročilo
	Short description of achievements including problems encountered and recommendations; a final invoice and the financial report accompanied by the  expenditure verification report. / Kratek opis dosežkov, vključno s težavami in priporočili, končni račun in finančno poročilo skupaj s poročilom o preverjanju izdatkov.
	Within 1 month of receiving comments on the draft final report from the Project Manager identified in the contract. / V roku 1 meseca po prejemu pripomb na osnutek končnega poročila s strani vodje projekta, opredeljenega v pogodbi v pogodbi.


]

7.2. Submission & approval of progress reports / Oddaja & potrditev vmesnih poročil
< Number (in view of environmental considerations, as few paper copies as possible should be requested > copies of the progress reports referred to above must be submitted to the Project Manager identified in the contract. The progress reports must be written in English. The Project Manager is responsible for approving the progress reports. / < Število (zaradi spoštovanja okolja je treba zahtevati kar najmanjše možno število izvodov) > izvodov zgoraj omenjenih vmesnih poročil je treba predložiti vodji projekta, ki je naveden v pogodbi. Vmesna poročila morajo biti v angleškem jeziku. Vodja projekta mora vmesna poročila potrditi.

< Please specify here any other specific requirements. In centralised procedures as a standard practice the Beneficiary country needs to be involved in the comments and the approval of the reports. In the absence of comments or approval by the Beneficiary country within the set deadline, the reports are deemed to be approved. > / < Tukaj navedite vse preostale posebne zahteve. Pri centraliziranih postopkih je ustaljena praksa, da država upravičenka sodeluje pri dajanju pripomb in potrjevanju poročil. Če država upravičenka do določenega roka ne da nobenih pripomb, to pomeni, da so bila poročila potrjena. >
8. MONITORING AND EVALUATION / NADZOR IN VREDNOTENJE
8.1. Definition of indicators / Določitev kazalnikov
< Specific performance measures chosen because they provide valid, useful, practical and comparable measures of progress towards achieving expected results. Can be quantitative: measures of quantity, including statistical statements; or qualitative: judgements and perception derived from subjective analysis. > / < Izbrati je treba posebna merila za spremljanje rezultatov, ki zagotavljajo veljavno, uporabno, praktično in primerljivo merjenje napredka na poti do želenih rezultatov. Lahko so količinska: merjenje količine, vključno s statističnimi podatki; ali kakovostna: presoje in opažanja, ki izhajajo iz subjektivne analize. > 
8.2. Special requirements / Posebne zahteve
< As appropriate.> / < Glede na potrebe. >
* * *
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