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TECHNICAL SPECIFICATIONS RULING THE CONTRACT WITH THE OBJECT OF PROVISION OF CONSULTANCY AND MANAGEMENT SERVICES IN POLAND IN THE AREA OF TAX AND LABOUR LAW TO THE DELEGATION OF THE GOVERNMENT OF CATALONIA TO CENTRAL EUROPE 

1. OBJECT OF THE CONTRACT
The purpose of this contract is to provide consultancy and management services in Poland in the area of tax and labour law for the Delegation of the Government of Catalonia to Central Europe.
2. SERVICES TO BE PROVIDED
The consultancy and management service in Poland will include the tasks listed below:
1. [bookmark: _Hlk76478898][bookmark: _Hlk76480659]Advice on all matters relating to Polish taxation affecting the day-to-day running of the Delegation in Poland.
1. Advice on the application of Polish labour law.
1. Calculation of the salaries to be paid by the Delegation, as well as the calculation of the taxes to be paid by the employees of the Delegation.
1. Preparation of reports, if requested by the Delegation, on matters related to Polish taxation or Polish labour matters.
1. Assistance in the event of labour claims.
1. Assistance in the event of tax and/or administrative charges.
1. Advice on the termination of employment contracts (individual or collective dismissals).
1. Drafting of employment contracts and registration with the Polish social security system.
1. Drafting and presenting contributions twith the Social Security.
1. Communication and declarations of work accident reports.
1. Management and processing of sick leave reports for temporary or permanent incapacity, discharges and confirmation reports.

The relationship between the tax consultancy and the Delegation will be adjusted as follows:
i) The successful tenderer will answer any questions that may be raised by e-mail (or by telephone with a support e-mail) with the specific details of the issue to be raised.
ii) At the moment that the assessor's office receives the question or request, it will have to clarify any possible points that may give rise to misunderstandings (if any) and then proceed to deal with the consultation or request that has been entrusted to them.
iii) In the event of needing assistance from the Delegation for labour, tax and/or administrative requests, the consultancy will start coordinating (in person, by telephone or e-mail) with the Delegation within a maximum of one day.
iv) The contracting company must address any type of query that may arise and that is within the scope of this contract, regardless of its complexity. It is for this reason that the company must have the necessary resources at all times to be able to carry out the tasks entrusted to it.
v) With regard to the calculation of payroll and taxes regarding the employees of the Delegation, the consultancy will carry out its tasks on a regular basis without the need for the Delegation to send them a monthly report.
Response timeline
· In those verbal queries or questions sent by e-mail which are the subject of this contract and which require a substantiated response or a search for information by the successful tenderer, the query must be resolved within a maximum of 72 hours. In the event that the consultation requires the issuing of a report, the deadline for providing a response will be 7 working days.
· With regard to the drafting of employment contracts, the deadline for receiving the documentation will be a maximum of 5 working days.
· With regard to the preparation of payrolls, procedures and presentation of taxes, these tasks will be carried out sufficiently in advance to ensure that they are done within the maximum time limit established for each procedure and in any case 5 days before the date of payment. 
Characteristics of the Delegation to Poland
The contracted service will be carried out taking into account that the headquarters of the Government Delegation to Central Europe is located in Austria and that in Poland, at the moment of the formalisation of this contract, the staff of the Delegation consists of only one person.
In the case of new incorporations, the extension of services required would also be included in the contract.

3. MEANS OF TRANSPORT TO BE ASSIGNED TO THE CONTRACT
The contracting company must assign the following means to the execution of the contract:
3.1. COMPUTER RESOURCES AND MONITORING CONTROL
- The contractor shall place at the Delegation's disposal all the computer systems at its disposal to carry out the Delegation's consultancy and management tasks, as well as to share with the Delegation all the information related to tax, labour or accounting matters immediately. 
- The contracting company must have the necessary IT resources to carry out the necessary procedures with the Polish authorities. 
3.2. PERSONAL RESOURCES ASSIGNED TO THE PROVISION OF THE SERVICE
- The contracted consultancy firm must have sufficient staff to carry out its activities efficiently and effectively. Likewise, the professionals assigned to provide these services must have the necessary qualifications to carry out the tasks contracted in Poland. 
- The professionals to be assigned to the provision of these services must be integrated into the organisational structure of the tenderer. 
- The company awarded the contract will assign to the Delegation a manager to work with on a regular basis. In the absence of this regular contact, the tenderer must make it possible for another person trained within the company's structure to take charge of the orders required from the Delegation.
- The contracting company is responsible for the execution of the contract and the personnel who carry out the tasks that are the object of the contract are, in any case, its employees, but this will in no way imply an employment relationship between these personnel and the Delegation. In this regard, the power to control and direct the work and the workers corresponds to the contractor company, insofar as it has independent ownership and an autonomous organisation and, therefore, everything related to the control of timetables, Therefore, all matters relating to the control of working hours, the granting of leave and holidays, disciplinary rules and work orders will be the responsibility of the contractor company, without prejudice to the powers of the Delegation with regard to the control and supervision of the execution of the contract. 


3.3. MATERIAL MEANS ASSIGNED TO THE PROVISION OF SERVICE

· Tenderers must have sufficient structural capacity to carry out all the professional activities involved in consultancy and management related to Polish taxation, accounting, Polish labour law and the calculation of salaries and taxes for the employees of the Delegation posted to Poland. 

4. OBLIGATION TO INFORM
The contractor must:
· Keep the Delegation informed of all the procedures and issues that have been generated on behalf of and in the name of the Delegation. 
· The Delegation will have access to all the information related to the contracted services.  
· Place at the Delegation's disposal systems that guarantee that it is aware, at any time, of any tax, labour, payroll or accounting issues that have arisen. 

5. CONFIDENTIALITY OF DATA
The contractor must maintain secrecy regarding the data that is known to him as a result of the contract and that is not public. Likewise, the contractor undertakes to adopt the necessary measures for the proper conservation of the information and material of any type supplied or belonging to the Government delegation. 

Likewise, the successful tenderer, insofar as in the provision of its services it will have access to personal data, will have to sign the corresponding data access contract as data processor with all the obligations arising therefrom.
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