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3.5 Project management
Each translation project shall be supervised by a project manager (see 5.2) who shall be responsible for

carrying out the project in accordance with the TSP's procedures and the client-TSP agreement (see 4.4).

4 Client-TSP relationship

4.1 General
The TSP shall have documented procedures in place for handling and analysing enquiries, determining

project feasibility, preparing quotations, entering into an agreement with the client, invoicing and recording
payment.

4.2 Enquiry and feasibility

The TSP shall analyse the client's enquiry with regard to the service requirements. The TSP shall determine
whether all the required human and technical resources are available.

4.3 Quotation

Unless otherwise agreed with the client, the TSP shall submit a quotation to the client indicating at least price
and delivery details.

4.4 Client-TSP agreement

For the provision of the service, the TSP shall have an agreement with the client. The commercial terms and
service specifications under that agreement shall be recorded. The agreement can also cover the following
points:

— copyright;

— liability;

— confidentiality;

— settlement of disputes;

— quality assurance.

Any and all subsequent deviations from the original agreement shall be agreed by all parties and documented.
4.5 Handling of project-related client information

The TSP shall endeavour to obtain supplementary information and clarification of ambiguities in the source
text by contacting the client.

All information and material received from the client shall be handled in accordance with the provisions
contained in the TSP's quality management system (see 3.4).

4.6 Project conclusion

The TSP shall have documented procedures in place for final verification, archiving, traceability, follow up and
the assessment of client satisfaction.
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3.5 YnpaeneHue 3aka3om
Ka)K,CLbIVI 3aka3 Ha nepeBof OCyuleCcTBAdeTCs noa HaﬁJ‘IIOJJ,eHMeM pykoBoauTens OTBETCTBEHHOrO 3a BbiNOJIHEHME 3aKa3a

(cMm.. . 5.2), KOTOpbIVi HECET OTBETCTBEHHOCTb 32 BbIMONHEHWE B COOTBETCTBUM C METOAMKAMM NOCTaBLLMKA YCAYr MO
MMCbMEHHOMY NMepeBoAYy U JOrOBOPOM MEXAY 3aKa34uKOM 1 MOCTABLUMKOM YCAYr N0 MMCbMEHHOMY NepeeBoAy (CM. n. 4.4).

4 OTHOLWEHUsA MeXay 3aKka34MkKom U NoCcTaBLUKOM yCciyr no NMCbMEHHOMY nepeBoAy

4.1 06wmMenonoxeHus
nOCTaBLLLVIK ycnyr no NMCbMEHHOMY nepesoay A0/IXXEeH UMEeTb LOKYMEHTUPOBAHHbIE METOAUKN MO 06p860TKB n aHanmay

3anpocoB, Mo ONpenesieHuIo OCYLLECTBMMOCTM 3aKasa, Mo NpeasapuTeNbHOMY ONpeaeneHuio CMETHOM CTOUMOCTH, Mo
3aK/IO4YeHnt0 4oroeopa ¢ 3aka3ynkom, Nno BbICTABJIEHUIO CHETOB U perncrpauunmn nnaTexen.

4.2 3anpoc Ha pa3melleHne 3akasa M aHann3 oCyLecTBMMOCTHY 3akasa
nOCTaBUJ,VIK yCcnyr no nMCbMeHHOMY nepeBoay A0JIXKeH NpoaHanM3npoBaTb 3anpoc 3akad4yuka C y4eTom TDEGOBaHWZ K

BbIMONHEHUIO MMCbMEHHOr0 nepesoaa. MocTaBLmk yCcnyr oonxeH onpenenntb, OCTYMHbI 1 BCE HeobXoAMMblE YenoBeyeckune
n TexHn4eckne pecypcobl Ans BbiINOJIHEHUA 3aKa3a Ha NepeBoa.

4.3 MNpep/ioxeHue NO BbINOSHEHUIO 3aKa3a

Ecnun vHoe ¢ 3aka34ynMkom He cornacosaHo, NOCTaBLWMK yCcnyr N0 NMCbMEHHOMY nepeBoay A0/XEH NpeacTaBnTb 3aKka3qyuky
pac4yeT cToumocTn rage, no KpaVIHeVI mMepe, I'IO,ELDO6HO onncaHa cgaya 3akasa un LLeHOOﬁpa(iOBaHVIS.

4.4 [loroop mMexay 3aKa34MKOM 1 NMOCTaBLUMKOM YCTYT N0 NUCbMEHHOMY NepeBoay

[lns NpefloCTaBNEHNS YCYTU, NOCTaBLLMK YCAYT LOKEH UMETL A0rOBOP C 3aKa34yMkoM. B pamkax 9Toro 4orosopa AosiXHb!
GbITb 3aVKCMPOBaHBLI KOMMEPUYECKUE YCOBYS 1 TEXHUYECKOE 3aAaHve Ha NepeBoa. JoroBop MOXETTakKe BKIo4aTh Cledylowme
MYHKTbI:

—  aBTOPCKOE Mpaso;
— OTBETCTBEHHOCTb;

— KOHPUAEHUMANbHOCTb;
— yperynupoBaHue Cropos;
— obecneyeHne kayecTsa.

Niob6ble n BCe nocnepyoouwme OTKIIOHEHUA OT NepBOHa4YaNbHOro 4Orosopa AOJIXKHbI 6bITb COrnacoBaHbl BCEMU CTOpOHaMu,
n OOKYMEHTaslbHO NOATBEPXAEHb

4.5 OGpalueHue ¢ uipopMaLmeii CBSI3aHHOM C BbINOSIHEHMEM 3aKa3a MoJTy4aemoii OT 3aKasumka

MOCTaBLMK YCAYT MO NMCbMEHHOMY NEPEBOAY AOMKEH CTPEMUTLCS MONYYUTL AOMOMHUTENBHYIO MHPOPMALMIO N PasbACHEHWS
[IBYCMbICNIEHHBIX BbIPAXEHUI B TEKCTE OPUTUHANa, CBS3aBLUNCh C 3aKa34nKOM.

Co BceW UHpOPMaLMEN U MaTepuanamm, noayyeHHbIMM OT 3akasumnka, HeobxoAMMo 06palaTbCs B COOTBETCTBUN
C MONOXEHUSAMU, COAEPXKALLMMUCS B CUCTEME YNPABAEHNS KAYECTBOM NOCTABLiMKA YCAYT MO NUCbMEHHOMY MEPEBOAY
(cm. n. 3.4).

4.6 3aBepLueHue BbINOHEHVs 3aKa3a

nOCTaBU_LVIK ycnyr no nMCbMeHHOMY nepesoay A0/1KEH UMETb AOKYMEHTUPOBAHHbIE METOANKWN ONng OKOHYaTeNbHON
npoBepkKe, XpPaHEHUI0, OTCIEXNBAHUIO, 3aBEPLLUEHUIO 3aKa3a 1 OueHKe yA0BAEeTBOPEHHOCTUN 3aka34ynka.
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