DeciIsION OF THE MANAGEMENT BOARD
OF THE TRANSLATION CENTRE FOR THE BODIES OF THE EUROPEAN UNION
ADOPTING THE AMENDED WORK PROGRAMME 2016 - CT/CA-040/2015/02eN

THE MANAGEMENT BOARD OF THE TRANSLATION CENTRE FOR THE BODIES OF THE EUROPEAN UNION,

Having regard to Council Regulation (EC) No 2965/94 of 28 November 1994 setting up a Translation
Centre for the Bodies of the European Union (the Translation Centre'), as last amended by Council
Regulation (EC) No 1645/2003 of 18 June 2003,

Having regard to the Financial Regulation of 2 January 2014 applicable to the Translation Centre for the
Bodies of the European Union (Ref. CT/CA-051/2013€N),

Whereas:

(1) The Management Board should adopt the annual work programme on the basis of a draft prepared by
the Director,

(2) Any substantial amendment to the annual work programme shall be adopted by the same procedure
as the initial work programme;

HAS ADOPTED AS FOLLOWS:

Article 1

The amended work programme 2016 for the Translation Centre, as annexed to this decision, is hereby
adopted.

Article 2
This decision shall enter into force on the date of its adoption.

Done at Luxembourg, 18 March 2016,

For the Management Board,

—

R. Martikonis L\/(

Chairman

Annex: Amended work programme 2016 of the Translation Centre
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Introduction

Under its founding regulation, the Translation Centre for the Bodies of the European Union is tasked
with providing translation services to a large number of EU agencies and offices, and contributing to
rationalising resources and harmonising procedures in the field of EU translation through interinstitutional
cooperation.

The Centre works for its clients who are its raison d'étre and whose satisfaction and loyalty the Centre
strives to foster. To this end, the Centre focuses on three ‘cornerstones’: high-quality services, delivery
within deadlines and fair prices.

Under the Centre’s ‘Strategy 2016-2018: Moving Forward’, the vision for 2016-2018 is based on a
strong ambition to move forward and to address successfully future challenges. The Centre plans its
long-term activities in accordance with this vision which is encapsulated in four strategic objectives,
namely to:

be a trusted client-oriented service provider;

achieve excellence by enhancing the Centre’s business model;
be an attractive employer and business partner;

support the creation of interinstitutional synergies.

The Centre’s operations are based on annual work programmes which break down the strategic
objectives into the practical activities, actions and projects which are set out in greater detail in the work
programmes of the various departments.

This amended work programme 2016 presents a summary of the Centre’'s planned activities and
objectives with their corresponding performance indicators, taking into account the results from 2015. It
lists key milestones to be reached in 2016 and shows how they relate to the strategic actions set out in
the Centre’s ‘Strategy 2016-2018: Moving Forward'. It also outlines the human and financial resources
necessary for the proper implementation of each activity.

The risks associated with the Centre’s priorities for 2016 are set out in Annex 1. The procurement planned
for 2016 is set out in Annex 2.



Activities for 2016 — Key milestones to be reached by the end of 2016

In support of its primary mission of providing translation services, the Centre, an autonomous EU body,
must have appropriate governance, risk management and compliance systems in place. Administrative
and technical support functions for human resources, public procurement, accurate and reliable
accounting, infrastructure and logistics are equally necessary. In the context of its second mission, the
Centre participates actively in interinstitutional cooperation by the EU’s language services. Providing
information to all stakeholders and ensuring good communication with them are key factors that enable
the Centre to fulfil its missions successfully. The Centre has therefore identified four areas of activity:

1. Core operational activity: language services

2. Support activities

3. External outreach and communication activities
4. Management and supervision activities

For each area of activity, the Centre has identified the key milestones to be reached by the end of the
year.

1. Core operational activity: language services

The Centre’s core operational activity is the provision of language services, which consist mainly
in the translation, modification, editing and revision of documents, as well as translation of
Community Trade Marks and designs, in accordance with agreed quality criteria and delivery
deadlines.

Key milestones to be reached by the end of 2016

In line with the first objective of the Centre’s ‘Strategy 2016-2018: Moving Forward’, the Centre will
continue its efforts to maintain a high level of service and quality for its clients. It will strive to maintain its
current level of activity for documents and Community Trade Marks (CTMs), term lists and terminology
work, in line with agreed quality criteria. It will consolidate its activities on the subtitling service launched
in 2015 and will continue to invest in developing its services, not only to satisfy clients’ needs but also to
facilitate their interactions with the Centre at an operational level.

In order to ensure consistent high quality and achieve client satisfaction, the Centre will implement fully
the actions set out in the Translation Quality Assurance Action Plan 2015-2016" and will continue to
identify a new series of measures in the ‘Translation Quality Assurance Action Plan 2017-2018". Similarly,
the Centre will continue to carry out ex post quality checks (EPQC) on translated CTMs and on documents
translated in-house. As the availability of reference material is a key factor for achieving consistent, high-
quality translations, the Centre will invest further in client and subject-specific terminology resources, in
maintaining translation memories, and in improving aligned text corpora. The Centre will review its client
satisfaction system with a view to developing a more effective process for engaging with clients. In order
to reflect changes resulting from new workflows and tools implemented in 2015, the Centre will review
and update its processes, including quality processes, related to the core business.

Following the implementation of SDL Trados Studio in 2015, the Centre will develop CdT-approved
customised templates (i.e. linguistic and technical templates for press releases, for example), the use of
which will guarantee that these standardised documents are more easily pre-processed in the context of
the use of translation memories by the Centre.



As of the launch of the Online Dispute Resolution platform on 15 February 2016, the Centre will be ready
to cater for the translation requests linked to the outcome of the Online Dispute Resolution procedure
managed by DG JUST. The Centre will provide a tailored service comprising a specific translation process
with specific linguistic resources.

As the Fourth Railway Package has been confirmed and as the role of the European Railway Agency
(ERA) will change considerably following the implementation of its new founding regulation, four main
areas in which ERA anticipates additional translation requirements have been identified. The analysis of
the agency’s business requirements will be started in 2016 with a view to defining how the Centre will
manage this project.

Web localisation, which is a mixture of both traditional translation and software localisation, will be defined
as a new service for the Centre’s clients and preparatory steps will be taken during 2016 towards the
future development of that service.

Speech recognition has turned out to be a field of growing interest for various key stakeholders and is one
of the technologies used by the Centre. Following the Centre’s presentation on web accessibility during
JIAMCATT 2015, the Directorate-General for Interpretation and Conferences of the European Parliament,
the Directorate-General for Interpretation of the European Commission and the Translation Centre are
planning to explore ways of cooperating in this field in 2016.

2. Support activities

As the Centre is an autonomous EU body, it must have its own administrative and technical support
functions for human resources, public procurement, accurate and reliable accounting, infrastructure
and logistics, and the support required for its core business activity. Support activities are also
necessary for coordinating major cross-departmental projects aimed at delivering business
solutions which provide greater effectiveness and lead to improved services for clients. In line with
its second strategic priority, the Centre seeks to provide innovative and high-quality, state-of-the-art
corporate Information and Communication Technology (ICT) infrastructure solutions, support
services and telecommunications facilities.

Key milestones to be reached by the end of 2016

The Centre will continue to develop modules related to the eCdT project with the objective of replacing
the IT tools used in the Centre’s core business. It is envisaged that the Centre’s translation workflow
management system, the client portal and the freelance portal will begin to be deployed on a phased
basis during 2016. Subject to the approval by the Centre’s Management Board of its proposed new pricing
structure, the Centre will implement the required changes to its workflow management system.

In 2016, the Centre will continue to build on the results of the pilot project on machine translation and
post-editing, and will undertake an analysis on the integration of a customised version of MT@EC
machine translation in its linguistic pre-processing workflow.

With regard to its document management policy, the Centre will further develop and update its regulatory
framework in this domain. This will primarily consist in defining standard rules for the storage of documents
and reviewing the rules applicable for electronic and digitised documents and the corresponding
implementing rules. The Centre will further analyse technical solutions with the aim to improve, in an
effective and user-friendly manner, the preservation, storage and accessibility of its sizable documentation
corpus on the one hand and the registration system of official documents (including electronic workflows
and search functions) on the other hand.



Improving and simplifying the management of calls for tender procedures will continue to be a focus for
efficiency based on a sound financial management approach. As a result, as soon as the Commission finalises
its work on e-Submission, the Centre will launch a feasibility study in order to assess whether the solution may
be applicable without considerable customisation efforts.

Following the introduction of a new tool for the management of staff appraisals in 2016, further
development will be undertaken to optimise the use of this tool.

3. External outreach and communication activities

The aim of these activities is to promote the Centre and the translation process, mainly by
showcasing the Centre vis-a-vis its external stakeholders: clients, interinstitutional and
international committees, universities and Member States. External outreach also relates to the
Centre’s second mission — participating in interinstitutional cooperation by contributing to
rationalising resources and harmonising procedures in the field of EU translation.

Key milestones to be reached by the end of 2016

Meeting clients in order to gather feedback and investigate ways of strengthening cooperation will
continue to be an important activity in 2016. A third meeting of the network of clients’ translation contacts,
established by the Centre in 2014, will be organised at the end of 2016. The Centre will continue to
prospect for new clients among the EU agencies and bodies and will approach the relevant stakeholders
to negotiate cooperation agreements. In order to assess the Centre’s image among its key stakeholders,
the Centre will undertake initial preparatory actions towards developing an external survey.

As in previous years, the Centre will chair the Interinstitutional IATE Management Group (IMG) and
provide technical and organisational support for the database, which is used for sharing, disseminating
and managing EU terminology. Besides the support and maintenance of the current internal and public
tools, the development of a new IATE database with more modern technologies, a new more user-friendly
interface and collaborative features was launched in 2015 and will continue to be developed in 2016.

The Centre will also participate in the Intemational Annual Meeting on Language Arrangements,
Documentation and Publications (IAMLADP) and the International Annual Meeting on Computer-Assisted
Translation and Terminology (JIAMCATT).

In the field of communication and marketing materials, the Centre will create its first digital publication
related to its domain of activity and will undertake the preparatory work in order to develop its redesigned
multilingual website. The Centre will also increase its presence on the relevant social media channels.

Depending on the entry into force of a new founding regulation, the Centre may need to prioritise the
implementation of all the necessary changes relating to the creation of a new name for itself.



4. Management and supervision activities

The Centre’s management must ensure compliance with the Staff Regulations and the Financial
Regulation applicable to EU bodies and institutions, the reliability, legality and regularity of its
operations, the effectiveness of its internal control standards, and compliance with the total quality
management (TQM) system. It is responsible for the strategic and annual planning and
programming cycle and must ensure continuity of operations by carefully planning, executing and
monitoring different processes and projects. It must also take informed decisions on optimising
workflows, internal structures and working methods.

In order to provide reasonable assurance that the activities are performed in such a way as to
achieve the expected results, the Centre must report to the supervisory and control bodies
(Management Board, Budgetary Authority, European Commission and audit bodies) in the most
reliable and transparent way.

Key milestones to be reached by the end of 2016

The Centre will reconfigure its ‘Strategy 2016-2018: Moving Forward’ in order to develop a five-year
strategy covering the period from 2016 to 2020.

With continuous optimisation and improvement in mind, the Centre will initiate actions that will have a
positive impact on its processes. The progressive implementation of Activity-Based Budgeting and
Management will be undertaken in 2016, based on the recommendations provided by the EU Agencies’
Performance Development Network. The controlling function will be enhanced further in 2016 with respect
to the financial aspects of new services, projects and activities. The Centre will also begin to define a
paperless workflow for financial transactions.

On the basis of the priorities and action plans resulting from its intemnal control self-assessments, the
Centre’s management will work on further improving compliance and effectiveness in key areas of its
internal control system and on documenting its processes and procedures.

Based on the inventory of task adaptability drawn up in 2014 and on the number of skills that can be
identified in terms of adaptability by occupation of staff members, the Centre will continue to optimise the
level of core skills possessed by at least two people in each section with the aim of increasing the 2015
level by 3%.



Strategic initiatives to implement the ‘Strategy 2016-2018: Moving Forward’

Strategic initiatives are specific finite-duration discretionary projects and programmes, outside the organisation’s day-to-day operational activities, that are designed
to help the organisation achieve its targeted performance. Therefore, the ‘Strategy 2016-2018: Moving Forward’ will be implemented by the Translation Centre
through the following strategic initiatives:

Strategic Initiatives (SI)' Activity Areas
1. Core 2. Support 3. External 4. Management
operational activities outreach and | and supervision
No. Description activity: communication activities
language activities
services
SI.1 | Optimise use of tools, resources, processes and procedures 1.1
Sl.2 | Leverage state-of-the art translation technologies 1.13 22
SI.3 [ Optimise quality assurance for non-EU languages 1.10
sl4 f\dTpt measuring of client satisfaction to new processes, workflows and | 1.9 2.1
ools
SL.5 [ldentify clients and prospect the market for new clients 3.5
S1.6 | Optimise the service offer 14,15
S1.7 | Enhance controlling function 41,42,43,44
s18 Act as an adviser for linguistic matters and adapt services to clients’
needs
SL.9 [ Integrate machine translation in linguistic services 2.2
S1.10 | Foster relations with stakeholders 1.12 3.1,3.8,3.10
SI.11 | Optimise human resources management 2.5 4.7
S1.12 | Streamline workflows 23,24
S1.13 | Identify and develop offer of niche services at interinstitutional level
S114 Develop and share good practices in subtitling, post-editing of machine 3.8,3.9
""" | translation, and quality assurance for non-EU languages

1 Only the strategic initiatives, for which concrete actions are planned in 2016, are included in this work programme.




Specific actions/activities and human and financial resources necessary for 2016 in order to achieve the
Centre’s objectives

1. Core operational activity: language services

Link with the ‘Strategy 2016-2018: Moving Forward’
Strategic Action 1.a: Deliver high-quality services Reference:
Strategic Action 2.b: Further develop and enhance the services offered Strategic action
Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market number /
[Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
Service level
1.1 [ Translate, modify, edit and revise documents in | Number of pages of 397 702 pages 315 023 pages 1a
accordance with agreed quality criteria documents translated,
modified, edited and revised
1.2 [ Translate Community Trade Marks (CTMs) in Number of pages of CTMs | 398 365 pages 432 972 pages 1a
accordance with agreed quality criteria translated
1.3 | Translate and revise term lists according to Number of terms translated | 340 638 terms 299 998 terms 1a
agreed quality criteria (including Terminology and revised
Management Console (OHIM) terms and
designs)




Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 1.a: Deliver high-quality services
Strategic Action 2.b: Further develop and enhance the services offered
Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market

Ref.

Specific activity/action

Indicator/Output

Target 2016

Expected result 2015

Reference:

Strategic action
number/
[Strategic
Initiative]

14

Translate Online Dispute Resolution decisions
for DG JUST according to agreed quality
criteria

Pages translated

Estimated volume of
52 500 pages translated?

Signature of SLA.
Call for tender
launched, contractors
selected, contracts
signed.

Translation workflow
defined, developed,
implemented.
Translation tools and
resources defined,
developed,
implemented.

1a/[S6]

1.5

Subtitle videos

Number of minutes of videos

subtitled

3000

3000

1a/[SI6]

1.6

Ensure on-time delivery of services to clients

% of deadlines met

% of renegotiated deadlines

>99% of deadlines met
<=25%

>99% of deadlines met
N/A

1a

2 This volume is included in action 1.1.
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Link with the ‘Strategy 2016-2018: Moving Forward’
Strategic Action 1.a: Deliver high-quality services Reference:
Strategic Action 2.b: Further develop and enhance the services offered Strategic action
Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market number /
[Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
Quality assurance
1.7 | Implement measures identified in the % of implementation of the | 100% implemented 50% implemented 1a
‘Translation Quality Assurance Action Plan actions included in the plan
2015-2016’
Draft new ‘Translation Quality Assurance Status of ‘Translation Quality | “Translation Quality Assurance | Translation Quality
Action Plan 2017-2018’ (based on the updated | Assurance Action Plan Action Plan 2017-2018’ drafted | Management reviewed
Translation Quality Assurance Management 2017-2018’
Model)
1.8 | Monitor translation quality ex post (documents | Number of ex post quality Four EPQC on documents Four EPQC on 1a
and CTMs) checks (EPQC) on translated in-house documents translated
documents translated in- in-house
house
% of in-house translated 97% of in-house translated 97% of in-house
documents of excellent, documents of excellent, good translated documents
good or satisfactory quality | or satisfactory quality of excellent, good or
satisfactory quality
Number of ex post quality Four EPQC on CTMs Four EPQC on CTMs
checks (EPQC) on CTMs
% of errors at segment level | <1.5% of errors in CTM <1.5% of errors in CTM
in CTM translations segments segments
1.9 | Review client satisfaction system in order to Implementation status Client satisfaction system New client feedback 1al[Sl4]
develop a more effective process for engaging reviewed workflow ready to be
with clients integrated in
eCdT/Client Portal3

11




Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 1.a: Deliver high-quality services
Strategic Action 2.b: Further develop and enhance the services offered

Reference:

Strategic action

Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market number /
[Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
1.10 [ Perform analysis to ascertain the potential Progress status Analysis performed Align all material 1a/[SI3]
value of aligning and importing documents existing at the Centre
translated from and/or into non-EU languages in non-EU languages*
into translation memories
1.11 | Revise processes and procedures to gain % of implementation 50% of the critical core Definition of critical 1al[Sl1]
efficiencies throughout the whole process chain processes core processes in the
framework of the
Business Impact
Analysis (BIA)
50% of the critical non-core
processes
1.12 | Organise periodic seminars for translation Number of seminars One seminar held for external | Programme/topic for 3.al[SI10]
suppliers organised for translation translation service providers the 2016 seminar
service providers established

3 Delays in the implementation of the eCdT Client Portal due to the work done to support the specific workflow for the ODR initiative did not make it possible to integrate a new client feedback
workflow in 2015.
4 All documents processed without translation memories were aligned in 2015. In order to ascertain the value of aligning documents processed with translation memories, an analysis will be
undertaken in 2016.
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Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 1.a: Deliver high-quality services
Strategic Action 2.b: Further develop and enhance the services offered

Reference:

Strategic action

products/services

services to be identified

service

Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market number /
[Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
Analysis and development
1.13 [ Develop CdT-approved customised templates | Development status Customised template Prototype format 1al[Sl.2]
developed for press releases | developed®
1.14 | Start analysis of business requirements of the | Progress status Business requirements drafted | N/A 2b
Fourth Railway Package with ERA with ERA
1.15 [ Develop a prototype for a website localisation | Development status Prototype for a website N/A 2b
service based on clients’ requirements localisation service developed
1.16 | Identify possible additional new Number of additional new Identify one additional new N/A 2b

5The Centre analysed files sent by clients for translation purposes and defined which document types by client could be taken into consideration for the creation of customised templates.

13




Resources necessary for 2016 in order to achieve the core operational activity objectives

Human resources (expressed in full-time equivalents (FTE) — rounded-up figures)

Officials Temporary agents (TA) Contract agents (CA) Total % of staff
281 AD 80.1 AD 190 FGIV 127.2 54 8%
25 AST 139 AST 7.0 FGIHI 234 10.1%
Total 30.6 94.0 26 150.6 64.9%
(*) AD = Administrative staff; AST = Assistant staff_
Financial resources (by budget titles — based on the Budget 2016)
Budget EUR % of budget
Title 1 — Staff 17 266 373 34.0%
Title 2 — Buildings, equipment, and miscellaneous operating expenditure 4 437 436 8.7%
Title 3 — Operational expenditure 16 710 000 32.9%
Total 38 413 809 75.6%

14



2. Support activities

Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 1.b: Achieve a high level of client satisfaction
Strategic Action 2.b: Further develop and enhance the services offered

Reference:

Strategic action

Specifications to be defined for | Specifications defined
the in-house translators
module

Externalisation
e Supplier portal®

Strategic Action 3.b: Offer an attractive and highly professional working environment number |
[Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
Projects relating to the core operational activity included in the Centre’s project portfolio
2.1 Continuous improvements in the framework of | Workflow management Workflow management 100% of each of the 1b/[Sl4]
the eCdT project and in accordance with core | system, client portal and system, client portal and following modules
business and client requirements freelance portal to be deployed | freelance portal to be implemented and
on a phased basis deployed on a phased basis | operational:
o Workflow
management
e Internal
distribution

% Planning and targets for the eCdT project were modified after the validation of the 2015 Work Programme. The following targets were included in the scope of the eCdT project: the Online
Dispute Resolution (ODR) project; the integration of SDL WorldServer; the introduction of a quotation system.

15




Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 1.b: Achieve a high level of client satisfaction
Strategic Action 2.b: Further develop and enhance the services offered

Reference:

Strategic action

Two MT@EC engines
tested.
Possible
analysed.

alternatives

Strategic Action 3.b: Offer an attractive and highly professional working environment number /
[Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
22 Undertake the analysis of the integration of Progress status Analysis undertaken of the | SLA with DGT for use of | 2.b/[SI.2, SI.9]
MT@EC machine translation engines’ as part integration of machine MT@EC.
of the linguistic pre-processing workflow translation engines 1 pilot project
conducted.

Projects relating to support activities included in the Centre’s project portfolio

the solution developed by the Commission

e-procurement tool

e-Submission

2.3 Develop and update the Centre’s document Number of decisions and 1 implementing rule adopted | 2 implementing rules 3b/[SI12]
management policy implementing rules 1 decision revised adopted
adopted/updated
Undertake analysis for improving the current | % of analysis Specifications defined and Project Initiation
document storage system and for replacing new tools identified Document (PID)
the system for registration of documents approved by the IT
Steering Committee?®
24 Implement e-procurement tool on the basis of | Status of implementation of the | Feasibility study launched on | N/A 3.b/[SI12]

7 The engines are established according to language combinations, quality, domains, volumes, etc.
8 Decision taken in 2016 to review the PID in order to revise and expand its scope.
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Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 1.b: Achieve a high level of client satisfaction
Strategic Action 2.b: Further develop and enhance the services offered

Reference:

Strategic action

Strategic Action 3.b: Offer an attractive and highly professional working environment number /
[Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
2.5 Optimise the tool for the management of staff | % of optimisation 40% New policy on 3.b/[SI.11]
appraisals appraisals adopted.

Analysis of the tool
proposed by the
Commission
undertaken.

17




Resources necessary for 2016 in order to achieve the support activity objectives

Human resources (expressed in full-time equivalents (FTE) — rounded-up figures)

Officials Temporary agents (TA) Contract agents (CA) Total % of staff
[ [ 46| AD | 68| AD | 0|FGIV 114 | 4.9% |
84 AST 336 AST 90 FGII 51.0 22.0%
[ Total | 13.0 | [ 404 | | 9.0 | 624 | 26.9% |
() AD = Administrative staff, AST = Assistant staff.
Financial resources (by budget titles — based on the Budget 2016)
Budget EUR % of budget
[ Title1 | — Staff 5268 373 | 10.3%
Title 2 — Buildings, equipment, and miscellaneous operating expenditure 1829 504 3.6%
[ Title 3 | — Operational expenditure 714 000 | 1.4% |
| Total | 7811877 | 154% |

18



3. External outreach and communication activities

Strategic Action 3.b: Offer an attractive and highly professional working environment

Link with the ‘Strategy 2016-2018: Moving Forward’
Strategic Action 1.b: Achieve a high level of client satisfaction
Strategic Action 1.c: Consolidate the client portfolio
Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market

Reference:

Strategic action

Strategic Action 4.a: Foster the development of common solutions number / [Strategic
Strategic Action 4.b: Strengthen the Centre's contribution to interinstitutional cooperation by sharing best practices Initiative]
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015
Client-oriented actions
3.1 Assess the Centre’s image and attractiveness | Progress status Preparatory actions N/A 3.al[SI10]
among its key stakeholders undertaken towards

developing an extemal
survey

3.2 Implementation of actions stated in the biennial | % of implementation 50% General client 1b

action plan resulting from the general client

satisfaction survey conducted in 2015

satisfaction survey
2015 conducted,
results analysed and
communicated to
management, clients
and staff; action plan
drawn up and
approved

19




Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 1.b: Achieve a high level of client satisfaction
Strategic Action 1.c: Consolidate the client portfolio
Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market

Strategic Action 3.b: Offer an attractive and highly professional working environment

Reference:

Strategic action

Strategic Action 4.a: Foster the development of common solutions number / [Strategic
Strategic Action 4.b: Strengthen the Centre's contribution to interinstitutional cooperation by sharing best practices Initiative]
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015
33 Organise and follow up visits to/by clients Percentage of clients met 20% 20% 1b
Status of follow-up of action Implementation of action | Implementation of
items items resulting from action items resulting
client meetings: 50% from client meetings:
50%
34 Organise a third meeting with the network of Meeting held Meeting held and report | Meeting held and 1b
clients' translation contacts established by the drawn up report drawn up
Centre in 2014
3.5 Approach new EU bodies to seek a Signature of a cooperation Cooperation agreement | Cooperation 1.c/[SI.5]
cooperation agreement agreement with new EU bodies | signed with new EU agreement signed
bodies, if any. with Shift2Rail JU and
with Bio-Based
Industries JU
Interinstitutional cooperation
3.6 Provide technical and organisational support Implementation of IATE features | 100% of planned Developments 4a
for the interinstitutional IATE database according to interinstitutional developments of IATE launched to redesign
project plan 2016 according to the interface and add

interinstitutional project
plan 2016

functionalities.
All activity reports
accepted.
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Link with the ‘Strategy 2016-2018: Moving Forward’
Strategic Action 1.b: Achieve a high level of client satisfaction
Strategic Action 1.c: Consolidate the client portfolio Ref _
Strategic Action 3.a: Promote the Centre's visibility and attractiveness on the translation market SIBRRACS:
Strategic Action 3.b: Offer an attractive and highly professional working environment Strategic action
Strategic Action 4.a: Foster the development of common solutions number / [Strategic
Strategic Action 4.b: Strengthen the Centre's contribution to interinstitutional cooperation by sharing best practices Initiative]
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015
37 Active participation in joint inter-agency Number of inter-agency projects | At least one project Attendance rate at
projects with the Centre’s participation events and network
meetings: 100%
3.8 Increase ad hoc partnerships with institutions Number of ad hoc partnerships | One partnership project | Regular visits to 4b/[SI.10, SI.14]
institutional clients
Communication
3.9 Offer Joint Training Venture on subtitling Number of JTV offered on 1 N/A 4b/[SI.14]
subtitling
3.10 Create the first digital publication Digital publication created and 100% Leaflet on video 3.a/[SI10]
published subtitling; leaflet on
linguistic consulting
3.11 Undertake preparatory work in order to develop | Progress status 100% preparatory work | Specifications for 3.a
a redesigned CdT website (including the undertaken redesigned CdT
Management Board website) website (including
Management Board
website) approved?
3.12 Depending on the entry into force of the Changes implemented 100% 3.b
Centre's new founding regulation, implement
the necessary changes

9 Initial specifications will be used as the basis for the new websites.
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Resources necessary for 2016 in order to achieve the external outreach and communication objectives

Human resources (expressed in full-time equivalents (FTE) — rounded-up figures)

Officials Temporary agents (TA) Contract agents (CA) Total % of staff

[ [ 23| AD | 09|AD | 0[FGIV 32| 1.4% |
06 AST 18 AST 0 FGHI 24 1.0%
Total 2.9 2.7 0 5.6 2.4%

(*) AD = Administrative staff; AST = Assistant staff.

Financial resources (by budget titles — based on the Budget 2016)

Budget EUR % of budget
Title 1 — Staff 738 821 1.5%
Title 2 — Buildings, equipment, and miscellaneous operating expenditure 187 186 0.4%
Title 3 — Operational expenditure 750 000 1.4%
Total 1676 007 3.3%
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4. Management and supervision activities

Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 2.a: Optimise value for money
Strategic Action 3.b: Offer an attractive and highly professional working environment

Reference:

Strategic action

number /
- - ! - [Strategic
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 Initiative]
Optimisation and improvement
4.1 Implement a “light practice” approach of % of implementation 100% N/A 2al[SI7]
Activity Based Budgeting/Activity Based
Management based on the recommendations
of the EU Agencies’ Performance
Development Network
42 Enhance controlling function (financial Implement the reviewed One service and two The process for ex ante 2al[Sl7]
aspects) process for ex ante evaluation | projects evaluated evaluations has been
of new services, projects and described
activities
43 Define paperless workflow for financial Progress status 50% N/A 3b/[SI7]
transactions
4.4 Reconfigure the ‘Strategy 2016-2018: Moving | New strategy developed New strategy adopted N/A SL7
Forward’ to cover a five-year period from
2016 to 2020
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Link with the ‘Strategy 2016-2018: Moving Forward’

Strategic Action 2.a: Optimise value for money
Strategic Action 3.b: Offer an attractive and highly professional working environment

Reference:

Strategic action

enhance adaptability

least two people in each
section

2015

courses drawn up

number /
Ref. Specific activity/action Indicator/Output Target 2016 Expected result 2015 ﬁf:,aatg\%;
Risk management, internal control and quality management
4.5 Implement actions to comply with the Internal | % of very important 90% of very important 90% of very important 2.a
Control Standards (ICS) recommendations fully recommendations recommendations
implemented outstanding on 1.1.2016 fully | outstanding on
implemented 1.1.2015 fully
implemented
% of procedures and 75% of processes and 70% of processes and
processes documented procedures documented and | procedures
up to date documented®
46 Perform the quality audit programme Number of quality audits Three quality audits Three quality audits 2.a
performed performed performed
Strategic competences and skills to enhance adaptability
4.7 Develop the skills of staff members to Core skills possessed by at Increase by 3% compared to | List of required training 3b/[SI11]

10 The actual result achieved in 2015 was 52% as priority was given to the finalisation of the Business Impact Analysis.
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Resources necessary for 2016 in order to achieve the management and supervision activity objectives

Human resources (expressed in full-time equivalents (FTE) — rounded-up figures)

Officials Temporary agents (TA) Contract agents (CA) Total % of staff
[ [ 100 [AD | 12| AD | 0[FGIV 11.2 | 4.8% |
15 'AST 0.7 AST 0 FGHI 2.2 1.0%
[ Total [ 115 | [ 19 | [ 0| 134 | 5.8% |
(*) AD = Administrative staff, AST = Assistant staff.
Financial resources (by budget titles — based on the Budget 2016)

Budget EUR % of budget
[Title1 [ —staff 1990 533 | 3.9% |
Title 2 — Buildings, equipment, and miscellaneous operating expenditure 593 874 1.2%

[ Title 3 | — Operational expenditure 0| 0% |
Total 2584 407 5.1%
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5. Summary of human and financial resources necessary for 2016 in order to achieve the objectives

Activities Human resources (*) Financial resources (**)
T;;Z;' Total  Officials  TA CA Title 1 Title 2 Title 3 Title10  Total budget Btzgs;et

Core operational activity: 649%  150.6 30.6 940 260 17266373 4437436 16710000 0 38413809 75.6%
language services

Support activities 26.9% 624 13.0 404 9.0 5268373 1829504 714 000 0 7811877 15.4%

External outreach and 24% 5.6 29 2.1 0 738 821 187 186 750 000 0 1676 007 3.3%
communication activities

Management and 5.8% 134 1.5 19 0 1990 533 593 874 0 0 2584 407 5.1%
supervision activities

Provisions 299 300 299 300 0.6%

Overall totals 100% 232 58 139 35 25264100 7048000 18174000 299300 50785400 100%

(*) Expressed in full-ime equivalents (FTE).
(**) Rounded-up figures.
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Annex 1 - Risks associated with the Centre’s priorities for 2016

On 15 February 2016, the Centre’s management reviewed the risks relating to the Centre’s priorities for 2016. The outcome is reported as follows:

Residual Action plan summary
No Date | Activity Risk Risk type Mitigating controls (already in place) Likeli- | Impact | Management | Acceptance Key Critical
area description hood response rationale Brief description | personnel | Deadline risk?
R.1 | 2008 1. Core Fewer client Risk relating Regular communication with clients concerning 2 3 Accept Measures in NO
opera- requests than | to the volume forecasts in order to receive more place are
tional forecast in external reliable and precise forecasts in terms of the gap considered
activity: the field of environment | between the initial forecasts and the actual sufficient.
language | document figures in place; forecast of translation work
services | translation improved and in place.
could lead to ] o ] o
a decrease in Proactive coordination meetings with existing
income and and potential clients.
expenses.

Cost analysis carried out in 2009 by external
consultant. Structure suggested by the
consultant used since then and finetuned
annually. Annual update of the cost analysis.

Monthly Budget Report prepared and revenue
monitoring performed by the Administration
Department.

Indicator numbers 225, 235 and 329 for
monitoring volume variations in the number of
pages, pages invoiced vs forecast and revenue
vs forecast.

Prospecting of new clients to increase the
volume of document translations performed.

High level contingency plan developed.

Screening of establishment plan posts performed
on a regular basis.

Recommendations of the Management Board
Task Force on Staff Policy implemented.

Action Plan of measures and actions contributing
to cost reduction (Cost Improvement Plan) set

up.
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Residual

Action plan summary

No. | Date | Activity Risk Risk type Mitigating controls (already in place) Likeli- | Impact | Management | Acceptance Key Critical
area description hood response rationale Brief description | personnel | Deadline | risk?
Reserve for stability pricing created.
R.2 | 2008 1. Core More client Risk relating Regular communication with clients concerning 3 4 Reduce. Evaluate the Heads of Q42016 | NO
opera- requests than | tothe volume forecasts in order to receive more possibility of Translation
tional forecast in external reliable and precise forecasts in terms of the gap integrating anew | and
activity: the field of environment | between the initial forecasts and the actual approach to Translation
language | document figures in place. quality Support
services | translation assessment of Department
could make it HR needs reviewed regularly and, where freelance s
react . Translation
promptly with Re:felzve ||stsd for gontrelllct stfaﬁ anol1| Itlempo'rlart))/l Quality Assurance
adequate staff kept updated to allow for readily available Management
capacity fesources. Model.
management Tender lists regularly reviewed and calls for
and could tenders launched for specific domains.
ultimately
have an Monthly Budget Report prepared and revenue
impact on monitoring performed by the Administration
quality. Department.
Indicator numbers 225, 235 and 329 for
monitoring volume variations in the number of
pages, pages invoiced vs forecast and revenue
vs forecast.
Action Plan of measures and actions contributing
to cost reduction (Cost Improvement Plan) set
up.
More systematic use of translation memories.
R.3 | 2008 1. Core Client Risk relating Regular communication with the client 3 4 Accept. Measures in NO
opera- requests in to the concerning volume forecasts in order to receive place are
tional the field of external more reliable and precise forecasts in terms of considered
activity: CTMs environment | the gap between the initial forecasts and the sufficient.
language | significantly actual figures in place; forecast of translation
services | lower than work improved and in place.
forecasts
could lead to Monthly Budget Report prepared and revenue
a decrease in monitoring performed by the Administration
income and Department.
expenses.
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Residual

Action plan summary

No. | Date | Actvity Risk Risk type Mitigating controls (already in place) Likeli- | Impact | Management | Acceptance Key Critical
' area description hood response rationale Brief description | personnel | Deadline | risk?
Indicator numbers 225, 235 and 329 for
monitoring volume variations in the number of
pages, pages invoiced vs forecast and revenue
vs forecast.
Cost analysis carried out in 2009 by external
consultant. Structure suggested by the
consultant used since then and finetuned
annually. Annual update of the cost analysis.
Regular coordination meetings with the client.
Mechanism in place to adjust price according to
volume of CTMs.
Concept of prices varying with the number of
invoiced pages included in the price structure of
CTMs.
High level contingency plan developed.
Action Plan of measures and actions contributing
to cost reduction (Cost Improvement Plan) set
up.
Recommendations of the Management Board
Task Force on Staff Policy implemented.
Reserve for stability pricing created.
R.4 2011 2. eCdT not fit Risk relating Peer visits to organisations using market 4 4 Reduce Systematic testing | Heads of Ongoing | NO
Support for purpose to planning, products carried out. to be undertaken Translation
activities | or delayed processes ) by users. and
may damage and Systems Benchmarkmg Undertaken Of prOductS on the Trans|ati0n
the Centre’s market. A project manager has been assigned to Support
image, staff the project. Department
?r?(;“i/r?glr(()agse Regular monitoring of the project by the eCdT
the Ste_erlng Committee (top management and Develop a Project Q12016
maintenance project manager). Work progress regularly roadmap for the manager
cost of the presented to project sponsor and users. deployment of
existing Use of ‘agile’ methodology. eCdT
platform and
block the One additional Head of IT | Q12016
modification external IT FTE to | Department
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Residual Action plan summary
No. Date Activity Risk Risk type Mitigating controls (already in place) Likeli- | Impact | Management | Acceptance _ - Key _ Critical
area description hood response rationale Brief description | personnel | Deadline risk?
of existing Project plan adapted in order to minimise the be made
IT systems. impact at operational level. available.
One additional external IT FTE made available. A second Head of IT | Q22016
independent Department

IT Steering Committee established.

First independent external audit performed.

external audit to
be undertaken.
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Residual

Action plan summary

NoO Date | Activity Risk Risk type Mitigating controls (already in place) Likeli- | Impact | Management | Acceptance Key Critical
area description hood response rationale Brief description | personnel | Deadline | risk?
RS5 | 2011 1. Core A Risk relating Recommendations of the Management Board 2 2 Accept. Measures in NO
opera- considerable | tothe Task Force on Staff Policy implemented. place are
tional decrease in external ) considered
activity: | income may | environment | HR needs regularly reviewed and, where sufficient.
services | the Centre's . . .
: Prospecting of new clients to increase the
operations. !
volumes of translation of documents performed.
Work carried out towards establishing the Centre
as a partner/service provider for the European
Commission and possibly other EU Institutions.
Agreements signed with all EU institutions.
Agreement signed with DG Just for the ODR
project.
Monthly Budget Report prepared and revenue
monitoring performed by the Administration
Department.
High level contingency plan developed.
Action Plan of measures and actions contributing
to cost reduction (Cost Improvement Plan) set
up.
Cost Improvement Plan implemented.
Reserve for stability pricing created.
Survey on the interest expressed by potential
non EU-clients carried out.
R.6 | 2013 1. Core Opportunities | Risk related A market study relating to the market of 1 2 Accept. Measures in NO
opera- might be to planning, translation services has been carried out. place are
tional missed processes ] ‘ ] considered
activity: | becausethe | and systems | On aregular basis, a survey on ‘General client sufficient.
language | Centre’s satisfaction’ (including client needs for new
services | semvice offer potential services) is carried out.
no longer . L
fully m%tch es Regular contacts are maintained with clients to
detect possible new client needs.
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Residual

Action plan summary

No. | Date | Activity Risk Risk type Mitigating controls (already in place) Likeli- | Impact | Management | Acceptance Key Critical
area description hood response rationale Brief description | personnel | Deadline | risk?
clients’ IT Steering Committee in place
needs.
R7 | 2014 All Obligationto | People and The new implementation of software tools or 3 3 Reduce Awareness Director YES
activity implement organisation technical adaptations of existing IT systems are raising campaign
areas of | the intended to introduce better internal planning, with EP
the requirements reduce financial or business continuity risk and commissions
Centre of the free up internal resources for more operational
budgetary tasks (e.g. new budgeting tool).
authority may
jeopardise The increased use of translation memories is
the Centre's intended to increase the efficiency of the
ability to translation process.
geell\)/ii;;he Invgr]tory of tqgks and skills for staff adaptapility
requested. (facilitate mobility, ensure knowledge retention

and continuity of service) in place. An
interagency working group was created by the
Heads of Agencies on 6 June 2014 with a
special focus on ensuring that the decisions of
the budget authority are based on a case-hy-
case approach.

Raise the budgetary authority's awareness of the
Centre’s particular situation.
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Annex 2 - Procurement Planning 2016

Under Article 68(3) of the Centre’s Financial Regulation, the annual work programme of the Centre is equivalent to a financing decision for the activities it covers. Public contracts
to be launched in 2016 are detailed as follows.

3 2 Type of Tender Contract Budget 2016 | Total budget (Estimated - 4 years)
Rea procedure | launch date signature (EUR) (EUR)
PN AIR16: Translation services in the aviation field from EN into FI, HR, NL, SL, SV, IS and NO (*) | Negotiated 2016 01/05/2016 20 000 50 000 (Estimated -2 years)
RAIL16: Translation/revision services in the railway field from all official EU languages into EN
(except GA and MT) and from NO into EN (*) Open Q12016 15/08/2016 50 000 550 000
GEN16-01: Translation services in the general field from all official EU languages into EN (except
GA and HR) () Open Q22016 30/09/2017 N/A 1000 000
> : — _ ;
& | GEN16-02: Translation services in the general field from EN into all official EU languages (except O Q22016 30/09/2017 NA 14 500 000
& [cAandHR) () e
A g
3 GEN16-03: Translation services in the general field from BG, ES, HU, IT, LT, NL, PL, RO, SK, SL O Q22016 30/09/2017 N/A 80000
@ | and SV into DE (*) wo
GEN16-04: Translation services in the general field from DE into ES, FR and IT (*) Open Q22016 30/09/2017 N/A 60 000
GEN16-05: Translation services in the general field from BG, ES, HU, IT, LT, NL, PL, SK, SV and o _— Q22016 30/09/2017 N/A 120 000
NO into FR (*) G
GEN16-06: Translation services in the general field from FR into DE, ES, IT, NL, PT and SV (*) Open Q22016 30/09/2017 N/A 60 000
Provision of services relating to building surveillance (85; ?T) Q12015 Q2 2016 172 850 720 000
Supply of electricity ((g)lff?ﬂ Q22015 Q22016 18 000 80 000
>
g £ | Internal moving (éif;*?T) Q12016 Q4 2016 5000 25000
g g Express courier services (gl‘i‘;’(‘n Q12016 Q12017 N/A 16 000
Postal services (Ocl)g;?‘r) Q22016 Q2 2017 N/A 55000
Transport of interinstitutional mail (&T ?T) Q22016 Q2 2017 N/A 20000
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services in accounting and financial IT systems

. : Type of Tender Contract Budget 2016 | Total budget (Estimated - 4 years)
Detignation procedure | launch date signature (EUR) (EUR)
Office cleaning services / services relating to the removal and sorting of waste Open 2015 Q12016 95 000 450 000
Open
Office furniture and accessories F(,E'r’h':ﬁ’t‘) Q42015 Q4 2016 284392 :
(1)
Open
Long term rental of service cars (Court of Q22016 Q32017 N/A 65000
Justice) (1)
Open EC
Provision of staff fraining and related consultancy services (DG HR) Q4 2015 Q2 2016 6000 24 000
(1)
Open
Office chairs uropcan . - 3000 9000
Parliament)
(1
Professional risk indemnity insurances (Pﬁ%e)"( 1) g - = 3500
Insurances for electronic risks OPEN Q32016 Q12017 12 000 60 000
Insurance covering fire and related risks for building, stock and contents (Ocl)g;e ?T) Q32016 Q12017 9500 50 000
B . Open
Training on financial IT systems (BUDG) (1) 2016 732892 29314
Acquisition channel for networking, telecom and videoconferencing equipment (Natacha IIl) ([?IpGelr})E((’;[) Q2 2016 75000 2760 000
ICT Training for IT staff (gfgl"T)Eg) Q32015 Q22016 50 000 200 000
Acquisition of equipment and services for printing, copying and scanning, document output and ki EC
imaging, including options, extensions and consumables as well as maintenance and other (D:)GI'D t : Q4 2016 e 157 000
g = | @ssociated services (Princess) )
g 3 s : Open
Selection of a broker for the provision of cloud services EFSA (f) Q4 2015 Q2 2016
Benchmarking Reports Advice (([))fgﬁ)Eg) - - - -
Provision of development, implementation, maintenance/operations, advice and consultancy Q4 2016

(*) Language codes: http://publications_ europa.eu/code/en/en-370200_htm
(1) Interinstitutional procedure




Annex 3 — Glossary

AD Administrative staff

AST Assistant staff

BIA Business Impact Analysis

CA Contract Agent

CdT Centre de traduction

CT™ Community trade mark

DG HR Directorate-General Human Resources

DG JUST Directorate-General Justice and Consumers

DGT Directorate-General for Translation

DIGIT Directorate-General for Informatics

EC European Commission

eCdT Programme of the Translation Centre comprising several developments projects for a new platform for
the management and workflow of translation services, including the exchange of documents and
information and the handling of all administrative aspects of the core business with key stakeholders
including clients and external translators.

EPQC EX post quality check

ERA European Railway Agency

EU European Union

EUR Euro

FG Function Group

FTE Full-time equivalent

HR Human Resources

IAMLADP International Annual Meeting on Language Arrangements, Documentation and Publications

IATE IATE (Inter-Active Terminology for Europe) is the EU interinstitutional database

ICS Internal Control Standard

ICT Information and Communication Technologies

IMG Interinstitutional IATE Management Group

IT Information Technology

JIAMCATT International Annual Meeting on Computer-Assisted Translation and Terminology

JTV Joint Training Venture

JU Joint Undertaking

MT@EC Machine translation engine developed by the European Commission

N/A ‘Not applicable’ or ‘not available’ (depending on context)

OHIM Office for Harmonization in the Internal Market

0B Office for Infrastructure and Logistics in Brussels

OIL Office for Infrastructure and Logistics in Luxembourg

PID Project Initiation Document

PMO Office for Administration and Payment of individual entitlements

SDL Studio SDL Trados Studio 2014 is a translation environment software developed by SDL plc.

SLA Service Level Agreement

TA Temporary Agent

TQM Total Quality Management
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