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	FFURFLEN ARCHEBU GWASANAETH CYFIEITHU AR Y PRYD

SIMULTANEOUS TRANSLATION SERVICE BOOKING FORM



8 Clos Llewelyn, Creigiau, CAERDYDD/CARDIFF CF15 9JR
  Ffôn/Phone : 029 20890044/ 07801 657370
E-bost/E-mail : nerys@neryshurford.co.uk

Rhif TAW / VAT Number 943 4613 23
 

	Enw’r sefydliad

Name of organisation
	


	Enw’r swyddog

Name of officer
	


	Cyfeiriad 

Address
	


 

	Rhif ffôn 

Phone number
	


 

	Ebost 

Email
	


	Rhif archeb os yn berthnasol

Purchase Order number, if applicable
	


	Ydych chi am archebu offer cyfieithu yn ogystal â chyfieithydd?

Do you need translation equipment in addition to the translator?
	


	Faint o glustffonau sydd eu hangen?

(h.y. faint o fynychwyr di-Gymraeg sydd)

How many headsets are required?

(i.e. no. of non-Welsh speakers)
	


 


	Dyddiad y digwyddiad

Date of event
	


	Amseroedd y cyfarfod (atodwch agenda os gallwch)

Meeting times (attach [image: image2.emf]agenda if available)
	


	Lleoliad y cyfarfod (gan gynnwys cod post)

Location of meeting

(including post code)
	


 

	Natur y cyfarfod

Nature of meeting
	


  

 

	Unrhyw fanylion ychwanegol

Any additional details




 

  

Rhaid dychwelyd y tudalennau hyn i gadarnhau’r trefniadau.

Dylech gyfeirio at y telerau ac amodau atodedig.

Please return these pages to confirm booking arrangements.

Please refer to appended terms and conditions.
	TELERAU AC AMODAU


DIFFINIADAU

Ystyr “Cwsmer” yw’r unigolyn neu’r sawl sy’n archebu gwasanaethau’r Cyfieithydd (Nerys Hurford Cyfyngedig) i ymgymryd â Gwasanaethau Cyfieithu ar ran sefydliad.

Ystyr “Cyfieithydd” yw Nerys Hurford Cyfyngedig neu unrhyw berson arall a awdurdodir ganddi.

Ystyr “Gwasanaethau Cyfieithu” yw darparu gwasanaethau cyfieithu ar y pryd o’r Gymraeg i’r Saesneg er mwyn sicrhau cydymffurfiaeth â gofynion Deddf yr Iaith Gymraeg 1993.  Dylid gofyn am eglurhad pellach o’r Ddeddf os nad yw’n eglur i chi.  Nid yw’n ofyniad statudol cyfieithu ar y pryd o’r Saesneg  i’r Gymraeg, ac os bydd angen y gwasanaeth hwn am unrhyw reswm, dylid nodi hyn yn glir o’r cychwyn am y bydd angen darparu 2 gyfieithydd.

1.
Nid yw darparu amcanbris ar gyfer darparu Gwasanaethau Cyfieithu yn gwarantu y bydd Nerys Hurford a/neu’r offer ar gael ar y dyddiadau dan sylw nes y caiff yr archeb ei chadarnhau trwy ddychwelyd y ffurflen archebu.  Argymhellir y dylid cadarnhau trefniant ddigon ymlaen llaw. Gallai methu â dychwelyd y ffurflen archeb cyn y cyfarfod/cynhadledd arwain at godi tâl a gweinyddu.

2.
Dylai’r Cwsmer sicrhau bod mynediad ar gael i’r adeilad a bod digon o amser i osod a phrofi’r offer.  Dylai llwyfannau neu fyrddau fod yn eu lle cyn gosod yr offer.  Dylid caniatáu digon o amser i’r cyfieithydd gasglu’r offer ar ddiwedd y cyfarfod.  

3.
Er mwyn sicrhau’r gwasanaeth cyfieithu gorau posibl, bydd angen i’r Cyfieithydd eistedd ym mlaen yr ystafell gyfarfod/gynadledda, lle gellir gweld pob siaradwr/cynadleddwr, a lle mae ansawdd y sain yn dda.  Argymhellir y dylid darparu bwrdd a chadair, yn agos i soced trydan.    

Atebolrwydd

4.  
Dylai’r Cwsmer sicrhau bod yr offer cyfieithu yn aros yn yr ystafell gyfarfod/gynadledda drwy gydol y digwyddiad.  Cyfrifoldeb y Cwsmer fydd sicrhau ei fod yn ddiogel.

5.
Bydd y Cwsmer yn atebol am unrhyw golledion, lladrad neu ddifrod i’r offer ac yn ad-dalu’n llawn unrhyw gostau a godir i drwsio’r offer neu brynu offer newydd.  Os yw trefnydd y digwyddiad yn trefnu yswiriant, dylai gynnwys elfen i ddiogelu’r offer cyfieithu.  Anogir Cwsmeriaid i sicrhau bod cadeiryddion sesiynau, yn arbennig wrth gloi sesiynau, yn atgoffa cynadleddwyr i adael yr offer ar eu seddau neu mewn man penodol a gytunwyd.

6.
Dylid anfon unrhyw ddogfennaeth berthnasol at y cyfieithydd fel gwybodaeth gefndir a chyd-destun ymlaen llaw.  Argymhellir o leiaf 3 diwrnod.

7.
Er mwyn sicrhau cynnal y safonau uchaf posibl, dylid caniatáu seibiant o chwarter awr i’r cyfieithydd ar ôl dwy awr o gyfieithu di-dor lle bo hynny’n ymarferol bosibl. 

Ffïoedd canslo a thaliadau hwyr

8.
Er tegwch i’r Cyfieithydd, codir y taliadau isod os bydd y Cwsmer yn canslo’r trefniadau ar fyr rybudd:


Diwrnodau Gwaith


4
-
10%

3
-
25%


2
-
50%


1
-
75%


0
-
100%

Bydd unrhyw gostau a ddaw i ran Nerys Hurford Cyfyngedig wrth drefnu i logi offer hefyd yn gyfrifoldeb i’r Cwsmer os caiff y digwyddiad ei ganslo.

9.
Er mwyn cadarnhau’r archeb, RHAID dychwelyd y ffurflen amgaeëdig i’r cyfeiriad uchod cyn y cyfarfod.  Telerau talu anfonebau yw 28 diwrnod yn ddieithriad.  Mae Nerys Hurford Cyfyngedig yn cadw’r hawl i godi llog fesul diwrnod ar daliadau na chânt eu setlo o fewn y cyfnod hwn o dan Ddeddf Taliadau Dyledion Masnachol Hwyr (Llog) 1998.

10.
Nerys Hurford fydd yn ymgymryd â’r holl waith cyfieithu ar y pryd, oni chytunir fel arall ar y cyd â’r Cwsmer.  Mae’n bosibl y bydd gofyn i gyfieithydd arall ddarparu’r gwasanaeth o bryd i’w gilydd.  Bydd Nerys Hurford Cyfyngedig yn ymdrechu i sicrhau y bydd unrhyw gyfieithydd arall yn briodol addas a chymwys, a bydd yn hysbysu’r Cwsmer o’r angen i benodi rhywun yn ei lle.  Bydd y telerau ac amodau hyn yn berthnasol o hyd os bydd rhywun arall yn ymgymryd â’r Gwasanaethau Cyfieithu ar ei rhan.

	TERMS AND CONDITIONS 


DEFINITIONS

“Customer” means the individual or person on behalf of an organisation who engages the services of the Translator (Nerys Hurford Limited) to undertake Translation Services.

“Translator” means Nerys Hurford Limited or any other person authorised by her.

“Translation Services” means the provision of simultaneous translation services from Welsh into English to ensure compliance with the requirements of the Welsh Language Act 1993.  Any further clarification of the Act should be sought if unclear.  The provision of simultaneous translation from English into Welsh is not statutory and if this should be required for any reason, the customer is requested to make this clear from the outset and this will require 2 translators.
1.
A quotation for the supply of Translation Services does not guarantee the availability of the translator and/or equipment on the dates specified until the booking is confirmed by return of the booking form.  It is recommended that a booking is confirmed as far in advance of the meeting/conference as possible.    Failure to return the booking form prior to the meeting/conference could lead to cancellation and administration charges.
2.
The Customer should ensure that access to the venue is permitted and there is sufficient time available before the start of the event to enable installation and testing of equipment.   All platforms or tables should be in position prior to setup.  Adequate time should also be permitted to collect and pack the equipment after the event.  

3.
In order to ensure the best possible translation service, the Translator will need to be positioned at the front of the meeting/conference room, where all speakers/delegates are visible and sound quality is good.  It is recommended that a table and chair be provided, close to a power socket.  

Liability

4. 
The Customer should ensure that translation equipment remains within the conference/meeting venue at all times.  It is the responsibility of the Customer to ensure its security.  

5.
The Customer is liable for any loss, theft or damage to equipment and shall reimburse in full any such costs as required to replace or repair damaged equipment.  If the event organiser is arranging insurance, appropriate cover should be included to cover translation equipment.  Customers are encouraged to ensure that session chairs, particularly when closing sessions, remind delegates to leave translation equipment on their seats or in an agreed designated place.

6.
Any relevant documentation should be forwarded to the Translator well in advance to provide background and contextual information.  A minimum period of 3 days is recommended.

7.
In order to ensure that the highest possible translation standards are maintained, a 15-minute break should be permitted after two hours of constant translation, wherever this is practically possible.

Cancellation fees and late payment

8.
The following charges will be incurred should the Customer cancel the booking arrangements at short notice:-


Working Days


4
-
10%


3
-
25%


2
-
50%


1
-
75%


0
-
100%

Any costs incurred by Nerys Hurford Limited in arranging the hire of equipment will also be the responsibility of the Customer in the event of cancellation.

9.
To confirm the booking, the enclosed form MUST be returned in advance of the event.

Payment of invoices is strictly 28 days.  Nerys Hurford Limited reserves the right to charge a daily rate of interest on payments not made within this period under the Late Payment of Commercial Debts (Interest) Act 1998.
10.
All simultaneous translation will be undertaken by Nerys Hurford, unless mutually agreed otherwise with the Customer.  It may be necessary occasionally for another translator to provide the service.  Nerys Hurford Limited will endeavour to ensure that any substitute translator will be suitably experienced and qualified, and will inform the Customer of any such change.  These terms and conditions will still apply if another person undertakes the Translation Services in her place.


