Pursuant to Article 16 Paragraph 4 and Article 24 Paragraph 2,  pertaining to Article 20 of the Provincial Assembly Decision on the Provincial Administration (“Official Journal of the APV” number 37/14 and 54/14 ‒ second decison), the Provincial Secretary for Education, Regulations, Administration and National Minorities-National Communities passed the following 

Instruction on the Method of Work at the Department for Translation and Interpretation Services of the Provincial Secretariat for Education, Regulations, Administration and National Minorities-National Communities 
The aim of the Instruction is to ensure organisation and efficient carrying out of tasks of the Department for Translation and Interpretation Services (hereinafter: the Department), within the Provincial Secretariat for Education, Regulations, Administration and National Minorities-National Communities specifying in more detail the method of the Department work  and use of translation/interpretation services: 
1. Translators/interpreters at the Department provide services of written translation and interpretation as required by provincial authorities, from the Serbian into languanges of national minorities–national communities which are in the official use in the work of AP Vojvodina authorities, i.e. Hungarian, Slovak, Romanian, Ruthenian and Croatian language, along with translation from these languages into Serbian. Additionally, written translation and interpretation is provided from the Serbian into the English language and vice versa. Also, services of proofreading the materials in Serbian language are provided by this Department. 
2. The material that is translated includes regulations and other documents, as well as the acts published in the “Official Journal of the Autonomous Province of Vojvodina”, bulletins and publications  for the Provincial Government, AP Vojvodina Assembly (hereinafter: the APV Assembly) and provincial authorities, texts from daily newspapers, weekly magazines and periodicals, along with other materials.
3. Simultaneous interpretation is provided at sessions of the AP Vojvodina Assembly, conferences and events involving participants from abroad; consecutive interpretation is provided at interregional meetings.
4. Translation/interpretation services requests, containing the seal and signature of the authorised person, shall be delivered to the Provincial Secretary for Education, Regulations, Administration and National Minorities-National Communities (Provincial Government building, first floor, office no.60) or via electronic mail, addressed to Miloš Zubac, Head of Department: milos.zubac@vojvodina.gov.rs.  
5. A request for written translation should contain the following: name/title of the material to be translated, number of pages, target language and the contact person’s telephone number. If the material is lengthy, the text must be delivered electronically.   
6. Timeframe for translation will depend on the amount and type of materials received by all beneficiaries of translation services, as well as on priorities.  

7. The higest priority is assigned to requests received from the Office of the APV Assembly and Office of the Provincial Government President. They are followed by provincial secretariats, bearing in mind that the Provincial Secretariat for Education, Regulations, Administration and National Minorities-National Communities shall take the precedence, followed by other provincial authorities.
8. Before the APV Assembly sessions, absolute priority is assigned to translation of materials to be considered in the session.
9. When proofreading texts in the Serbian language, the priority is assigned to the acts passed by the Provincial Government.
10. Determination of priorities is carried out taking into account the urgent nature of documents, the deadline for delivery of the material translated and relevance of the document or event. Priorities are determined by the Head of Department and/or Provincial Secretary. 

11. If the material has been translated previously, but requires some amendments, these parts are to be visibly highlighted, to ensure a faster and easier repeated processing of the text.  

12. A request for interpretation services should contain the following: the type of interpretation (consecutive, simultaneous, from the booth), number of interpreters needed, topic, date and place of event, expected duration, agenda, list of participants and their positions. To facilitate adequate preparation of interpreters and provision of high-quality interpretation services, the ordering party shall be required to provide papers, presentations, brochures and all available material concerning the event, particularly in case of significant international conferences or events of similar relevance.
13. Depending on the duration of interpreters’ engagement, they will have to be provided with the appropriate accommodation and food, transportation, and – depending on the nature of the event, adequate working conditions (interpretation equipment, chair, water/refreshment, seat at the table, break) in line with the applicable standards. The hired interpreter should take an active part in the organising team, when it comes to provision of the previously specified working conditions, determining the seating arrangement, defining the duration and end of interpretation services, as well as other issues pertaining to the organisation.
14. Requests for interpretation services are to be delivered no later than two days prior to requesting the interpreter’s services. In case of complex international events such as conferences, requests are to be delivered seven days prior to the event, with the entire conference material. In case of untimely requests, provision of the requested interpretation services is not guaranteed. The Head of the Departmet may deny the request, in case it is incomplete, messy or delivered in an untimely manner. Requests for translation of unofficial materials or materials for private purposes shall not be taken into account. 

15. This Instruction shall be published in the “Official Journal of the Autonomous Province of Vojvodina”.
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