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REQUEST TO PARTICIPATE IN A PANEL
(Instructions Document)


	Scope of Panel
	Provision of Consultancy services under the Digital4Micro Pilot Programme for the Local Enterprise Offices in Cork City Council.

	Procedure
	Panel

	Issue Date
	

	Initial Administrative Closing Date & Time for Applications – First Tranche

	

	Applications will be accepted throughout the lifecycle of the Panel at any stage, however in order to be considered for the first tranche of contracts, Applicants should apply by [initial closing date]

	Contact for Queries
	Questions	and	Answers	facility on  
www.etenders.gov.ie


	Closing Date for Queries for applications
	

	Format for Application
	Completion of Qualification Questionnaire available via wwww.etenders.gov.ie 

	Duration
	2 years with the option to extend by 1 year

	Please note that information relating to this Request to Participate in a Panel, including clarifications and changes, will be published on the Irish Government Procurement Opportunities Portal www.etenders.gov.ie. Registration is free of charge and there is no charge for documents.
Please note that the Contracting Authority accepts no responsibility for information relayed (or not relayed) via third parties.


Instructions document for a Request to Participate in a Panel


The Contracting Authority has provided a Questionnaire as a separate document for Applicants to use in preparing their response. This document and format MUST be used.


 DISCLAIMER	

All information contained in this document is provided for the purpose of facilitating the production and submission of Applications.

Applicants are recommended to read the document thoroughly. While all reasonable steps have been taken to ensure that the information set out in this document is factually correct, no representation or warranty, expressed or implied, is or will be made or given in relation to the accuracy or the completeness of any information contained in this document or otherwise provided by or on behalf of Cork City Council (hereinafter “the Contracting Authority”), in writing or otherwise, to any interested party or its advisers. No responsibility or liability for any loss or damage arising as a result of reliance on this document, or for the information contained in this document, or for any omission is or will be accepted by the Contracting Authority or by any of its officers, employees, agents or professional advisers. No officer, employee, agent, or professional adviser of the Contracting Authority has any authority to give or make any representation or warranty, expressed or implied, in relation to such information. The Contracting Authority’s officers, employees, agents and professional advisers expressly disclaim any and all liability arising out of such documentation or information and any errors or omissions in or from the documents and information.

Without prejudice to the principle of equal treatment, the Contracting Authority is not obliged to engage in a clarification process in respect of Applications with missing or incomplete information. Therefore, Applicants are advised to ensure that they return a comprehensive Application in order to avoid the risk of elimination from the Panel.




1.	ABOUT THE CONTRACTING AUTHORITY

1.1	The Contracting Authority

Cork City Council, herein after referred to as the Contracting Authority, is the authority responsible for this procurement. 
Further information is available at our corporate website https://www.corkcity.ie
[bookmark: _Hlk95046249]The Contracting Authority is carrying out this procurement on behalf of the Local Enterprise Offices of Cork City. The Local Enterprise Offices promote the development of enterprise and small business creation across the City of Cork.
The Cork Local Enterprise Office is part of 31 dedicated LEOs across the Local Authority network in Ireland and supports people who are interested in starting up a new business or who are already in business including entrepreneurs, early stage promoters and small businesses looking to expand.
The Local Enterprise Offices provide a range of services including Business Advice, Information, Training & Management Development Programmes, Networking, Mentoring, Financial Supports and Sector Specific Supports.
For further information please logon to:
LEO Cork City www.localenterprise.ie/corkcity 
Local Enterprise  www.localenterprise.ie




2.	GENERAL INFORMATION & REQUIREMENTS

2.1	General Information


The purpose of this procedure is to establish a Panel of Consultants for the Digital for Business Scheme delivered by the Local Enterprise Office in Cork City.
LEO Digital Supports Objectives 
Digital for Business and Grow Digital are implementing the White Paper on Enterprise priorities including fostering digitalisation among small and medium-sized enterprises with up to 50 employees. They also build upon actions included in the recently announce LEO Policy Statement. 
White Paper on Enterprise 
A key aspect of the White Paper on Enterprise involves fostering digitalisation among small enterprises with up to 50 employees. Its main objectives are: 
•	Boost Productivity and Growth: By embracing digital tools and practices, these businesses can streamline operations, enhance efficiency, and gain a competitive edge. 
•	Expand Reach and Customer Base: Digitalization opens doors to new markets and customer interactions, allowing SMEs to connect with a wider audience beyond their locality. 
•	Bridge the Digital Divide: The White Paper acknowledges the potential gap in digital adoption between smaller and larger businesses.  The aim is to equip SMEs with the resources and knowhow to bridge this gap and compete effectively in the digital landscape. 
•	Strengthen Locally Trading Businesses: The plan recognizes the significance of local businesses to employment and regional development.  By supporting their digital transformation, the government aims to solidify their contribution to the economy. 
In essence, the White Paper seeks to empower SMEs with up to 50 employees to leverage digital technologies for growth, improved efficiency, and a stronger presence in the marketplace. 
LEO Policy Statement 
The LEO Policy Statement which addresses the key White Paper on Enterprise priorities includes actions: 
•	Digital grants and consultancy offered by LEOs will ensure that small businesses are being helped in achieving basic digital intensity, towards the target of 90% basic digital intensity by 2030 (see Appendix One). 
•	DETE and EI will initiate changes of funding eligibility for digital grants and consultancy to ensure more simplified, accessible, and broadly available funding supports for digitalisation.
2.2	Detailed Specification of Requirements under the Panel


Digital for Business is an initiative from the Local Enterprise Office designed to give Local Enterprise Office clients a digital edge. Our expert digital consultants assist through:
· Analysis of existing digital systems in the business to identify potential gaps in meeting business needs.
· Exploration of opportunities to optimise existing systems and to integrate with new solutions to enhance business operations.
· Guidance on the implementation of new or enhanced digital solutions.

[bookmark: _Toc7651]Digital for Business Project 
Projects should at a minimum cover the assessment of a business including their entry point on the Digital Intensity Index (see Appendix One) and development of their digital plan with forecast improvement if their Digitalisation plan is implemented.   
Maximum value of the Digital for Business support per applicant business is €3,321 incl. VAT (equates to 3 days consultancy at max €900/day rate). LEOs can approve projects support less than the maximum amount. 
Engagement of a digital expert to support a business-driven digital initiative with practical hands-on guidance that could include: 
· Analysis of existing digital systems in the business to identify potential gaps in meeting business needs. 
· Exploration of opportunities to optimise existing systems and to integrate with new solutions to enhance business operations.  
· Guidance on the implementation of new or enhanced digital solutions. 

Expected Outcomes 
· Creation of a digital action plan, with targeted initiatives that can be implemented within the next 3 - 6 months. 
· The consultant submits a project report at the project conclusion to the Local Enterprise Office which includes Objective, Activities, Challenges, Opportunities Identified, Action Plan and Any potential operational effectiveness gains identified. The consultant will be paid upon receipt of a final report deemed satisfactory by the LEO. 
What is not covered 
· Routine or business as usual upgrades of Digital systems already in use that would not lead to a significant improvement in the business. 
[bookmark: _Toc7660]Digital for Business Claims Process 
· The programme should be completed no later than 6 months from the date of the LEO approval letter. 
· Consultant submits a project report at the project conclusion to the Local Enterprise Office which includes Objective, Activities, Challenges, Opportunities Identified, Action Plan and Any potential operational effectiveness gains identified. 
· The applicant must complete a feedback form following completion of the project. 
· The consultant will be paid upon receipt of a final report deemed satisfactory by the LEO and invoice submission. 
Digital for Business Panel 
It is envisaged that this offer will be delivered by a panel of suitably qualified consultants that have demonstrable expertise in delivering digitalisation projects to SMEs procured by the Local Authority for the Digital For Business. Procurement must fall within the procurement guidelines of the Local Authority. 
In procuring Digital for Business Consultants, LEOs should review their: 
· Website – to evaluate the consultants project experience. 
· Case  studies  –  3-4  examples  of  digital  projects  they  have  worked  on  related  to  Digital  for Business 
· The maximum consultancy rate is €900 per day (inclusive of travel and subsistence and all out-of-pocket expenses but exclusive of VAT).
· Professional Indemnity Insurance


2.3	Contract Management

The Contracting Authority will deal with all matters in relation to contracts directly with each
successful  Applicant. The Applicant will:
· Have the overall responsibility for a good working relationship with the Contracting Authority;
· Provide regular reports on performance as agreed with the Contracting Authority;
· Meet as and when required to review and examine performance;
· Proactively discuss with the Contracting Authority ways of improving efficiency regarding service delivery in general and providing suggestions for improvement and cost savings;

2.4	Termination of Panel & Contracts Awarded

The Contracting Authority reserves the right at its sole discretion to terminate any contract where, due to matters outside its control, render the commercial arrangement uncompetitive.
2.5	Right to Tender outside of the Panel

The Contracting Authority intends to use the Panel for the procurement of requirements falling
within its scope during the specified period; however, it reserves the right to go outside the Panel for the procurement of any requirement without reference to the Panel Members. Admission to a Panel does not guarantee the award of any contract to any economic operator, nor does it give the members the right to be consulted in respect of any contract.

2.6	Compliance with the Terms and Conditions of the Panel

Admission to the Panel will be conditional upon acceptance of the Contracting Authority’s Terms and Conditions. 
The Contracting Authority reserves the right to confirm that the financial and technical capacity of the Applicant is valid and unchanged prior to the award of any contract.
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3.	ESTABLISHMENT AND OPERATION OF THE PANEL

3.1	Establishment of the Panel


The Contracting Authority proposes to engage in a process for the establishment of a Panel.
In the first instance, interested parties are required to complete and submit the Qualification Questionnaire which can be downloaded from w ww.etenders.gov.ie.
Responses received will be assessed based on the Applicant meeting the minimum criteria as set out in Section 3.6 of these Instructions. If such minimum rules are passed, the Applicant will be admitted to the Panel.
Inclusion on the Panel does not constitute a contract and the Contracting Authority cannot guarantee that a contract will be awarded to any member of the Panel. 

3.2	Operation of the Panel


Assignments under this programme will be allocated to consultants as follows:
(i) By selection of the most suitable consultant available in the relevant area for the particular assignment on the basis of their expertise and level of training as set out in their Qualification Questionnaire, matching the specific needs of a client.
(ii) Where the nominated consultant is not available due to existing commitments then the responsible LEO will allocate the assignment to the next most appropriate consultant.
(iii) Award of Contract will be at the sole discretion of LEO Cork City.

It will be a condition of appointment to the Panel that the successful Applicants provide evidence:
(i) that the insurances required are in place
(ii) of Tax Compliance
(iii) Proof of approved under the Enterprise Ireland Digital Panel. 

3.3	Numbers Admitted to the Panel


There will be no restrictions on the number of Applicants that will be permitted onto the Panel.
Interested consultants can apply to join the Panel within the specified time period by submitting a Qualification Questionnaire. 

3.4	Duration of the Panel

The Panel will be for a period of two (2) years with an option to extend for a period of one (1) year. The Contracting Authority confirms that the period of any contracts awarded under the Panel may extend beyond the date of expiry of the agreement.
It is anticipated the Panel will commence in January 2025.
3.5	Estimated Value of the Panel

It is estimated that the overall spend under this Panel will not exceed €324,000 (inc VAT) over the lifetime of the panel.  It is emphasised, however, that this figure is provided strictly for indicative purposes only as there is no guaranteed expenditure under the Panel, which is subject to client needs and budgetary constraints.
3.5.1	Rates of Pay	
The daily consultancy rate under Digital4Micro for local authorities Cork and Kerry has been fixed at €900 exclusive of VAT per day. It is recommended that clients receive 3 days consultancy at this rate.  
Only Applicants meeting the minimum criteria set out below under section 3.6.1 and 3.6.2 will have their Applications considered. In order to confirm Applicants’ meet the criteria, Applicants are required to provide the information set out below and in the Qualification Questionnaire.3.6	Qualification Criteria

 3.6.1  General, Legal and Financial Requirements 	 Applicants are required to provide information on the following in the Qualification Questionnaire. The criteria and rules outlined below are assessed on a pass/fail basis. Failure to comply with the requirements will result in your Application being considered inadmissible.

	General Information

	Provide contact and general information on the Applicant’s organisation – entity name, address and contact details for individual responsible for this Application and entity overview.

	Declarations

	Complete the Declaration of Bona Fides as per Art. 57 of Directive 2014/24/EU as implemented by Regulation SI 284 of May 2016 and as contained in the Questionnaire.
Complete the Declaration regarding compliance with relevant statutory obligations as contained in the Questionnaire. Where Applicants are   established and operating outside of the jurisdiction of supply, compliance with equivalent legislation as applicable in the country of establishment / operation is required.
Using the Qualification Questionnaire, Applicants must provide information which demonstrates operation of Data Protection Management systems and procedures in line with all relevant Data Protection legislation.

	Financial and Economic Standing

	Tax
	Confirmation that the Applicant is fully tax compliant – please refer to the tax rules contained in the Qualification Questionnaire.

	Insurance
	Confirmation of the following insurances being in place:

	
	Insurance Type
	Required Value €

	
	Professional Indemnity
	Min. €0.5million



NOTE: Applicants must be willing to provide evidence of all self-declared information within five (5) working days of request, which will be made prior to any award decision. If the evidence required is not provided by the deadline date, the Contracting Authority reserves the right to eliminate the Applicant from the competition. Furthermore, Applicants should note that the provision of inaccurate or misleading information in this declaration may lead to exclusion from participation in this and future Panels.


 3.6.2    Technical & Professional Ability 	 Applicants are required to provide information on the following in the Qualification Questionnaire. The criteria and rules outlined below are assessed on a pass/fail basis. Failure to comply with the requirements will result in your Application being considered inadmissible.

	Technical and Professional Ability

	Applicants must provide a C.V. and information which demonstrates they have the level and depth of experience to provide high quality digital consultancy services in relation to the requirements set out in section 2.2. Evidence of formal and recent training to support their consultancy skills.

	Applicants must be computer literate with good knowledge of Word, Excel, and commonly used email and digital communication platforms.  Applicants must provide details on how they meet these requirements.
Applicants are required to have strong presentation skills together with the ability to organise and prioritise work.
Outline two previous recent examples of experience in the digital consultancy arena that are relevant to the Digital for Business scheme in terms of project objectives and client– limited to 1 A4 page.

	Health & Safety

	Applicants must confirm that they will comply with all relevant Safety Health & Welfare at Work legislation. Please complete the Qualification Questionnaire
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 4.0 INSTRUCTIONS FOR APPLICANTS	
(a) Submission of Applications
The Contracting Authority is using the Tender Postbox facility and Applications must be
submitted electronically via the eTenders postbox facility on w ww.etenders.gov.ie only. Only
Applications submitted to the electronic postbox will be accepted. Applications submitted by any other means (including but not limited to by email, fax, post or hand delivery) will n ot be accepted.
The Contracting Authority is not responsible for corruption in electronic documents. Applicants must ensure electronic documents are not corrupt.

(b) Queries
All queries regarding this request to participate in a Panel should be through the Questions
and Answers facility on w ww.etenders.gov.ie, including any omissions which would prevent
Applicants from submitting a comprehensive Application. Please submit queries as soon as possible.
In circulating responses, queries will be edited to avoid disclosing the identity of the Applicant and will be circulated to all parties who have expressed an interest in the procurement on the eTenders website.

(c) Cost of Preparation of an Application
The Contracting Authority will not be liable for any costs, charges or expenses incurred by Applicants in the preparation of Application or any associated efforts. It is the responsibility of the Applicant to ensure that they are fully aware and understand the requirements as laid down in this document. Applicants will be responsible for any costs incurred by them in the event that they are required to attend clarification or other meetings or make a presentation of their proposals.

(d) Amendment of Tender Documentation  
Applicants are prohibited from amending any text or content of forms or declarations or templates provided as part of this competition in their responses. Where amendments have been identified, the Contracting Authority may at its discretion eliminate the Applicant from further consideration.

(e) Collusive Application
If any Applicant is found to have, at any time, offered to give or to have agreed to offer or give to any person, any bribe, gift, gratuity, commission or consideration of any kind as an inducement or reward for taking or forbearing to take any action in relation to the obtaining of its application, or for showing or forbearing to show any favour or disfavour to any person in relation to its Application, the Application submitted by such Party shall be automatically disqualified and the circumstances surrounding such action shall be referred to the appropriate authority.

(f) Confidentiality
After the official opening of Applications at stage two of the process, information relating to the examination, clarification, evaluation and comparison of Applications and recommendations will not be disclosed to Applicants or other persons not officially concerned with such process until the award decision with the successful Applicant has been announced and in conformity with national laws.
Applicants shall treat the details of all documents supplied to them in connection with this contract as private and confidential and shall not disclose the contents to a third party without the permission of the Contracting Authority.
Any effort by the Applicant to influence the Contracting Authority or its staff in the process of examination, clarification, evaluation and comparison of Applications and in decisions concerning the award of a contract may result in the rejection of that Application.

(g) Clarification of Applications
The Contracting Authority is entitled, but not obliged, to seek clarification of Applications, including pricing breakdowns in the course of the evaluation process. No change in the price or substance of the Application shall be sought, offered or permitted. To assist in finalising the Application evaluation, selected Applicants may be invited to attend clarification meetings with the Contracting Authority.

(h) Change in the Composition of an Applicant
The Contracting Authority reserves the right, but is not obliged, to disqualify any Applicant that makes any change to its composition after submission of an Application.

(i) Interference and Inducement to Purchase
Any effort by the Applicant to unduly influence the Contracting Authority, relevant agency personnel or any other relevant persons or bodies in the process of examination, clarification, evaluation and comparison of Applications and in decisions concerning the Award of Contract shall have their Application rejected. The presumptions (including as to any gift, consideration or advantage) and other provisions under the Criminal Justice Act 2018 (Ireland), and all other measures for the time being governing the subject-matter in any applicable jurisdiction, shall be applicable.

(j) Conflict of Interest
Any conflict of interest involving an Applicant must be fully disclosed to the Contracting Authority. Any registrable interest involving the Applicant and the Contracting Authority or employees of the Contracting Authority or their relatives must be fully disclosed in the submission/tender or should be communicated to the Contracting Authority immediately upon such information becoming known to the Applicant, in the event of this information only coming to their notice after the submission of a bid and prior to the award of the contract. Failure to disclose a conflict of interest may disqualify an Applicant or invalidate an award of contract, depending on when the conflict of interest comes to light.

(k) Publicity
Applicants shall not undertake (or permit to be undertaken) at any time, whether at this stage or after the award of the contract, any publicity activity with any section of the media in relation to this Panel other than with the prior written consent of the Contracting Authority. Such consent shall extend to the content of any publicity. For the purposes of this paragraph, the word “media” includes (but is not limited to) radio, television, newspapers, trade and specialist press, the Internet and e-mail, accessible by the public at large and the representatives of such media.
The Contracting Authority will have the right to publicise or otherwise disclose to any third- party, information regarding this process and the Panel.

(l) Right Not to Award
The Contracting Authority reserves the right to accept or reject in whole or in part any or all Applications received, and, in particular, to source the requirement with more than one Service Provider.
The Contracting Authority at its sole discretion shall not be obliged to award a contract or proceed to further stages in the procurement process and reserves the right to cancel the procurement process.

(m) Notification of Application Evaluations
All Applicants will be informed of the outcome of their Application following Application evaluation and any necessary clarifications. Potential outcomes can be:
a) Appointment to Panel
b) Award of Contract
c) Letter of Regret
d) Decision not to proceed with the award of Contract or establishment of a Panel
e) Termination of the Panel

(n) Policy on Personal Debriefings
Based on the provision of the information to unsuccessful Applicants as outlined above and due to resourcing constraints, the Contracting Authority will not be offering individual debriefing meetings to unsuccessful Applicants

(o) Copyright
The Contracting Authority will have copyright ownership of any material developed for use by the Contracting Authority under the terms of any contract awards made under this Panel. The Service Provider may have a non-exclusive license to use such material but only for its own purposes (to be agreed with the successful Applicant).

(p) Brand Names, etc.
Please note in relation to any documentation associated with the establishment of this  Panel; where reference is made to a particular make, source, process, trademark, type or patent, that this is not to be regarded as a de facto requirement. In all such cases it should be understood that the reference in question is accompanied by the words "or equivalent”.

(q) Environmental Aspects
The Contracting Authority is committed to the principles of environmental management in its activities and it encourages the implementation of sustainability principles in its procurement practices. Applicants should make all reasonable efforts to minimise adverse environmental impact in the methods of services delivery and in materials used.

(r) Currency and Payments
The currency and invoices in which all prices and rates shall be tendered, and which payments under the contract will be paid, shall be Euro (€). The method of payment used by the Contracting Authority is normally Electronic Funds Transfer.

(s) Health & Safety
With respect to the jurisdiction where the supply of goods/services/works will be provided, the successful Applicant must comply with the following Health and Safety legislation as applicable: The Safety, Health & Welfare at Work Act 2005

(t) Accessibility/Dignity at Work
Applicants shall comply with all relevant legislation relating to dignity at work. As a public body and employer, the Contracting Authority is committed to a policy of equality of opportunity   for all personnel.

In line with the Disability Act 2005, accessibility requirements should be clearly stated in Applications where applicable. Under Section 27 of the Act the Contracting Authority is required to ensure that both the goods supplied, and services provided to it are accessible to persons with disabilities.

(u) Freedom of Information
In order to comply with legislation on the Freedom of Information the Contracting Authority operates a Code of Practice for Freedom of Information. The primary purpose of this code is to facilitate access by members of the public to information held by the body which is not routinely made available.
Anyone corresponding with the Contracting Authority through any procurement process should be aware that any information provided in the Application or other correspondence may be made available if requested under the Freedom of Information Code of Practice.
The Contracting Authority will consult with Applicants about sensitive information in their Application1 or correspondence before making a decision on the disclosure of any such information in response to a request under the relevant Freedom of Information legislation.
A decision on what information can be released under the relevant Freedom of Information legislation is the sole prerogative of the Contracting Authority.
A copy of the Freedom of Information Code of Practice is available on the Contracting
Authority’s website www.corkcoco.ie, www.kerrycoco.ie and www.corkcity.ie 

(v) Data Protection
“Data Protection Laws” means all applicable national and EU data protection laws, regulations and guidelines including but not limited to Regulation (EU) 2016/679 on the protection of
natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (the “General Data Protection Regulation”), the Data Protection Act, 2018 and any guidelines and codes of practice issued by the Data Protection Commission or other supervisory authority for data protection in Ireland from time to time.
The Contracting Authority will be a Controller (where Controller has the meaning given under the Data Protection Laws) in respect of any Personal Data (where Personal Data has the meaning given under the Data Protection Laws) required to be provided by the Applicant in response to this Request to Participate.
The Applicant, as Controller in respect of any Personal Data provided by it in its Application, is required to confirm by way of statement that all Data Subjects (where Data Subject has the meaning given under the Data Protection Laws) whose Personal Data is provided by the Applicant have consented to the processing of such Personal Data by the Applicant, the Contracting Authority, the Evaluation Team and the Supplier/Contractor/service Provider of the etenders.gov.ie website, for the purposes of the participation of the Applicant in this procurement process or that the Applicant otherwise has a legal basis for providing such Personal Data to the Contracting Authority for the purposes of its participation in this procurement process.
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