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TECHNICAL SPECIFICATION SHEET FOR THE CONTRACT FOR THE PROVISION OF ADVISORY AND LEGAL ASSISTANCE SERVICES TO THE DELEGATION OF THE GOVERNMENT OF CATALONIA IN JAPAN TO OBTAIN IN THE COUNTRY A LEGAL STATUS THAT ALLOWS IT TO OPERATE.

1. OBJECT OF THE CONTRACT

The object of this contract is the provision of an advisory and legal assistance service for the Government Delegation in Japan in order to obtain a legal status in the country that allows it to operate in an ordinary way and allows the Delegation to rent space, hire staff, hire to obtain goods and services and allow the development of the functions set out in Decree 95/2022, of 10 May, of the network of delegations of the Government of the Generalitat of Catalonia abroad and in the Decree 61/2017, of June 13, of the Government's institutional representation units abroad.


2. SERVICES TO BE PERFORMED

2.1. DESCRIPTION OF THE DELEGATION

The Delegation of the Government of the Generalitat of Catalonia in Japan is regulated by Decree 95/2022, of 10 May, of the network of delegations of the Government of the Generalitat of Catalonia abroad.

So that the Delegation can operate in Japan and carry out the functions entrusted to it in accordance with the aforementioned Decree 95/2022 and Decree 61/2017, of June 13, of the Government's institutional representation units in abroad, it must have the necessary legal status in the country of location.

The Delegation to Japan is a dependent unit of the Department of Foreign Action and European Union of Generalitat de Catalunya. Generalitat de Catalunya is an autonomous community within the Spanish state and it has recognized legal personality in accordance with the Spanish Constitution of 1978 and the Statute of Autonomy of Catalonia of 2006.

Within this constitutional framework and within the powers granted to the Generalitat of Catalonia, Generalitat of Catalonia has deployed a network of Government delegations abroad with functions to promote the culture and interests of Catalonia and are a reference for Catalan people displaced in the country.

The delegations are dependent units of the Department of Foreign Affairs and European Union of the Generalitat and, therefore, are part of the Public Administration. So, their operation is through an annual budget allocated for their activity that is transferred from Catalonia and they cannot have any type of lucrative economic activity or generate income in the country.

The budget transferred from Catalonia must be used to cover office rental costs, the hiring of local staff and the costs derived from the regular activity involving representative relations.

As a head of the Delegation, there is a delegate, who is a staff member of Generalitat de Catalunya with a management contract and, as such, her remuneration is paid directly by the Generalitat.

2.2. DESCRIPTION OF THE SERVICES TO PERFORM

The services to perform by the contractor are detailed below:

· Determination of the most appropriate legal form, according to Japanese regulations for the establishment of the Delegation.

· Roadmap with the essential administrative and legal steps for this establishment

· Details of documents that will need to be provided to the relevant authorities, as well as preparing models and reviewing provided documentation.

· Make inquiries with the competent authorities in the country about documentation and requirements, about the status of the processing and act as liaison with the corresponding bodies.

· Carry out the procedures on behalf of the Delegation and present the documentation, requests and amendments that are mandatory.

· Advice and assistance on banking and tax matters to get the new Delegation up and running

· Completion of the procedures to register the Delegation for tax purposes

· Advice and assistance in the matter of visas for the delegate herself and for starting personnel selection procedures.

2.3. RELATIONSHIP BETWEEN THE CONTRACTING COMPANY AND THE DELEGATION

The relationship between business advice and the Delegation will be as follows:

i. The contracting company will assign the delegation a contact person to proactively follow up on the delegation's dossier. The work team at the service of the execution of this contract will be the one that the awarded company has proposed in its offer.

ii. Once the contract has been formalized, a first contact will be made to clarify those aspects about the nature of the Delegation and the Generalitat de Catalunya that are needed and to plan the next steps.

iii. The contractor must propose the most convenient legal form with the justification of its choice within a maximum period of 7 calendar days from the first contact.

iv. Once has been agreed the legal form to be achieved, the company will present a roadmap with the expected steps and approximate deadlines within a maximum period of 3 weeks.

v. As the contractor becomes aware of the requirements and documents that are necessary, it will communicate this to the Delegation as soon as possible and, whenever it can, will provide pre-filled models and forms.

vi. In the event that the status of the processing or of specific inquiries that may be made, whether verbal or sent by e-mail, is requested, the inquiry must be resolved within a maximum period of 72 hours. In the event that the query requires the issuance of a report, the deadline for responding will be 10 working days.

3. CONDITIONS OF PROVISION OF THE SERVICE

3.1. Obligations of the contractor company

· The contracting company must provide the legal advisory service in full subjection to the legal regulations that apply to it, as well as to the technical specifications contained in these Specifications.
· Must comply with the contractual conditions provided for in this specification, being also responsible for the technical quality of the work and the consequences that may arise, for the Public Administration or for third parties, from omissions, errors, inadequate methods or conclusions incorrect in the execution of the contract, the Delegation reserving the right to monitor its execution.
· Have at all times sufficient and technically qualified personnel to provide a satisfactory service.
· Provide all information, of any type, requested by the delegated person or other personnel on their behalf.

3.2. Control and monitoring of the execution of the contract

The contractor must keep the Delegation informed of the actions taken and the status of processing before the Japanese authorities in order to be able to monitor, control and provide information on the provision of the service, by means of periodic emails, with a minimum frequency monthly

Face-to-face meetings may be held, or through telematics tools if this is not possible, with a minimum periodicity of 3 months.

However, there may be other additional meetings at the request of the person responsible for the contract if necessary.

4. DATA CONFIDENTIALITY

The contractor must keep secret about the data known due to the contract and which are not public. Likewise, the contractor undertakes to adopt the necessary measures for the good conservation of information and material of any kind supplied or belonging to the Government delegation.

The contractor will have access to personal data, therfore is expressly obliged to comply with current European regulations on the protection of personal data and must sign the corresponding data access contract as responsible for data processing with all the obligations arising from it.

Under no circumstances may the contractor copy or use personal data contained in the Delegation's files for purposes other than those established in this specification, nor may they transfer them to third parties.

[bookmark: _GoBack]The ownership of the information, in any form, is exclusive to the Delegation. Consequently, the contractor must hand over the documents he has to the representative when the contract ends without being able to keep any originals or copies of the information.





Mònica Castellà Pujadó
Delegate of the Government of the Generalitat of Catalonia in Japan
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