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1 Disclaimer

This document issued herewith (“the Document”) is for information only and does not
constitute, and shall not be interpreted as, an offer for sale, prospectus, or the basis of a
contract.

Tenderers are recommended to read the documents thoroughly. While all reasonable steps
have been taken to ensure that the information set out in the Document is accurate and up to
date, no representation or warranty, express or implied, is or will be made or given in relation
to the accuracy or the completeness of any information contained in the Document or
otherwise provided by or on behalf of 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 these documents, or for the information contained in these documents
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 company has any authority to give or make any representation or warranty,
express 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.

The Contracting Authority reserves the right to discontinue the procurement process at any
time.

Contracting Authority: Louth and Meath Education Training Board
Nature of procurement: Locker Management System

Supplies
Procedure: Open Procedure

This is a single stage tender procedure whereby all
interested parties may tender, but only those meeting
Stage in procedure: the selection criteria (financial and technical capacity)
will be deemed eligible for evaluation against the
award criteria.
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3 About the Contracting Authority

Education and Training Boards (ETBs) are statutory authorities which have responsibility
for education and training, youth work and a range of other functions. Formerly known as
Vocational Education Committees (VECs) ETBs manage and operate second-level schools,
further education colleges, multi-faith community national schools and a range of adult, further
education and training centres delivering education and training programmes, including 19
(former FAS) training centres. There are 16 Education and Training Boards spread throughout
the country with over 650 sites under their remit. The Chief Executive (CE) of each ETB carries
out the executive functions of the ETB, including those in relation to procurement.

Education and Training Boards Ireland (ETBI), based in Naas, Co Kildare is the national
representative association for ETBs. Its job is to represent ETBs and promote their interests.
It also provides services to its members in areas such as Policy, HR/ IR, Corporate and
Procurement & Reform. ETBI coordinates the ETB Procurement Network, which brings
procurement personnel from the 16 ETBs together on a quarterly basis.

The Contracting Authority is an ETB responsible for the delivery of services in the following
location: Louth and Meath Education Training Board

The Education and Training Boards Act 2013 provided for the establishment of 16 new
education and training boards to replace the existing 33 VECs. On July 1st, 2013 Co Louth
VEC and Co Meath VEC merged to form Louth & Meath Education and Training Board
(LMETB). LMETB manages 18 Post Primary schools and 4 Community National schools, 1
Community Special School, a Centre for European Schooling, 2 Colleges of Further Education
and is also responsible for an extensive range of Adult Services throughout both counties,
including Adult Learning Services, Community Education, Back to Education Initiative, VTOS
and Adult Guidance. There are 8 Youthreach centres spread across the two counties. Since
July 1st, 2014 Dundalk Regional Skills & Training Centre is under the governance of LMETB,
having been transferred from SOLAS on that date. LMETB is patron to 6 Community Schools.
Louth and Meath Education and Training Board is funded by the Department of Education and
Skills in respect of primary and post primary and related education and by SOLAS in respect
of further education and training. LMETB have established the Advanced Manufacturing and
Technology Training Centre of Excellence (AMTCE) located in the Xerox Park Industrial
Estate in Dundalk. The AMTCE grew out of an identified need to provide trades people with
new skills in anticipation of Brexit and in order to address identified industry needs. The
training provided will enable both a regional and national response to the changing needs of
the manufacturing sector which is driven by the need to adopt industry 4.0 technologies and
practices in the face of both Brexit and global competition challenges. The centre will also
provide training through apprenticeships and traineeships for people who are interested in
pursuing careers in the advance manufacturing domain. It is envisaged that the centre will
become a focal point for the delivery of upskiling and reskilling opportunities for the
manufacturing sector. The centre will deliver a wide variety of courses ranging from
customised training on specific skills needs to apprenticeship and certificate level courses
through instructor led, blended and on-line learning delivery approaches. The AMTCE is aims
through the delivery of quality training to support and catalyse business development by giving
companies the opportunity to transform innovation into profit and maintain/ increase their
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resilience, productivity and competitiveness by adopting new technologies. The clear vision
when establishing the AMTCE was as follows:

- That the project facilitates the delivery of higher quality, flexible and more advanced sector
specialised Further Education and Training programmes, supports and services and
qualifications to the manufacturing sector.

- That the project facilitates the location of sector specific industry world-standard specialised
equipment and experienced trainers.

- That the project is aimed at providing manufacturing employers with an industry ready talent

pipeline, from the FET sector, of highly skilled current and future workers to meet global
challenges and contribute to their growth, including employment levels

For more information on ETBs and ETBI go to www.etbi.ie and for LMETB please go to:

https://www.Imetb.ie/
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4 Scope of the Framework Agreement

The Contracting Authority proposes to engage in a competitive process for the establishment
of a single party framework agreement for the provision of a Locker Management System.

In the context of a single-party framework agreement, the successful framework member does
not have to compete for each new contract. It is emphasised that a framework agreement
constitutes no guarantee to purchase a specific quantity of supplies or services from a
particular economic operator.

Indeed, the Contracting Authority reserves the right to operate outside of the framework
agreement at its discretion, particularly should it become apparent that doing so would offer
greater value for money. Notwithstanding the foregoing, the framework agreement approach
has been adopted to leverage efficiencies and maximise cost savings over the duration of the
framework.

4.1 Numbers Admitted to the Framework Agreement

The framework agreement will be established as a single party framework agreement with the
tenderer selected following the tender stage and the application of the award criteria.
Thereafter they will be considered for the award of all contracts within the scope of the
framework agreement.

4.2 Duration of the Framework Agreement

The framework agreement will be for 2 years, with the option to extend for 1 year, subject to
a maximum of 2 such extension years subject to satisfactory performance, business needs
and budgetary constraints.

For the avoidance of doubt, the Contracting Authority confirms that the period of any contracts
awarded under the framework agreement may extend beyond the date of expiry of the
agreement.

4.3 Estimated Value of the Framework Agreement

The estimated total value of purchases pursuant to the framework agreement is in the region
of €200,000 (ex. VAT) over the lifetime of the agreement. It is emphasised, however, that this
figure is provided strictly for indicative purposes only as there is no guaranteed expenditure
under the framework agreement and will in any case never exceed the EU threshold of
€221,000 (ex. VAT).

4.4 Awarding Contracts under the Framework Agreement

In the case of a single party framework agreement contracts may be awarded directly on foot
of the original tenders or by consultation with the framework member and invitation to provide
a supplementary tender within the constraints laid down in this tender documentation and the
framework agreement terms and conditions.
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4.5 Review of Performance

Supplier performance will be continually monitored over the term of the framework agreement.
The format will be agreed between the Contracting Authority and the framework member.

Cost competitiveness, quality of service and turnaround time will be the main criteria for
measuring performance.

The precise KPlIs for performance monitoring will be agreed with the framework members. It
is expected that the successful tenderer(s) will take a proactive role in monitoring performance
with a view to making appropriate recommendations where necessary for continuous
improvement.

Please note that the Contracting Authority will agree the final content of the SLA with the
successful tenderer.

4.6 Account Management
4.6.1 Account Manager

The Contracting Authority requires tenderers to nominate a dedicated account manager who
will act as the main point of contact for the duration of the contract. This person shall have
the authority to deal with all matters in relation to the contract and be responsible for the
satisfactory delivery of the services required. The duties of the account manager will include
the following:

° Overall responsibility for a good working relationship with the Contracting
Authority;

° Meet as and when required to review the relationship and examine
performance;

° Deal with disputes, complaints or concerns that cannot be adequately resolved;

° Regularly give and receive both formal and informal feedback on the

relationship, workloads, processes, areas and suggestions for improvement
and cost savings;

° Proactively discuss with the Contracting Authority ways of improving efficiency
regarding service delivery in general.

NOTE: Tenderers will note that account management activities will be non-billable (i.e.
the Contracting Authority will not pay separately for account management activities).
The Contracting Authority will nominate authorised staff to liaise with the successful
Framework Member and delegate as required.

4.6.2 Replacement Personnel

Notification must be sent in writing as soon as possible to the Contracting Authority on any
proposed change of nominated personnel, such change to be subject to the written approval
of the Contracting Authority. Replacement personnel must be of equal or better standing than
the personnel originally nominated in terms of qualifications and experience.
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4.6.3 Invoicing

The Contractor shall be entitled to invoice the Contracting Authority for the Supplies on or at
any time after the Supplies are delivered to the Contracting Authority. All official invoices must
quote a Contracting Authority purchase order number. All invoices which do not quote the
relevant order number(s) will be returned to the supplier.

4.6.4 Award to Runner Up

If for any reason it is not possible to establish the framework agreement or award the initial
contract to the designated successful tenderer emerging from this competitive process; the
Contracting Authority reserves the right to establish the framework with the next highest
scoring tenderer on the basis of the terms advertised at any time during the tender validity
period. This shall be without prejudice to the right of the Contracting Authority to cancel this
competitive process and/or initiate a new contract award procedure at its sole discretion.

4.7 Right to Tender outside of the Framework

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

Admission to the framework will be conditional upon acceptance of the Contracting Authority’s
framework terms and conditions (Appendix 9).

Tenderers are required to review these terms and conditions and indicate their
acceptance thereof as part of their tender submission. Any reservation about these
terms should be submitted as a query in accordance with the procedure described in
Appendix 1 Section (b) of this document.

4.8 Changes

It shall be the responsibility of the tenderer (in the event of success) to fulfil the obligations
under the Framework Agreement, notwithstanding any changes in circulars, laws, regulations,
taxation, duties or other factors which might arise following the withdrawal of the United
Kingdom from membership of the EU.
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5 Requirements under Framework Agreement

The framework agreement will be established on foot of this tender competition The initial
contract will be awarded to the successful tenderer shortly after the formal establishment of
the framework agreement.

5.1 Detailed Specification of Requirements

Where a school or centre has a requirement, the supplier will be required to:

e Remove existing latches from locker doors

e Install heavy latches

e Reinforce the locker doors with hard steel metal plates

¢ Make any repairs to existing locker doors where required for example: hinges re-
riveted, doors straightened

The requirements for locks are:

o Fit dial combination locks to lockers

e Each lock should have a unique code and codes should not repeated in a school

e The supplier must provide a master key for the locks

e One master key should be available in the school which will open all locks

e Every locker should be fitted with “How to Use” sticker and have unique number

e Students should receive a sticker with a locker number and code

e Schools should receive a Data Base Excel Format with all the lockers and lock
details listed

e The supplier must provide a database of combinations electronically

e Spare locks should be left in the schools

e The supplier must supply lock out locks for the lockers

e Lock out locks should be included if a student fails to use the system so they can be
locked out of the locker until they comply

e The combination lock must be a branded lock ABUS or Yale or equivalent

Maintenance requirements:

¢ Once a system is fitted to the school lockers the supplier is responsible for any
maintenance required to the lockers during the school year
e Administration for lockers should be minimal for the school

End of school year requirements:

e The supplier should retrieve all the locks

e The supplier should carry out any repairs where required

e The supplier is responsible for the recycling and re coding of the locks
e Locks should be re fitted for the new school year
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The bulk of the work is expected to take place during the summer months but there may be
a requirement to visit schools during both midterm breaks, Christmas break or Easter break
also to address any issues that may have arisen during the term.

The supplier will need to have an assigned liaison person for the school who would make
this courtesy call with the caretaker / postholder in charge of lockers as a matter of routine.

The schools may need a bank of emergency lockers to allow for relocating of students
whose lockers are broken / in need of repair in the interim. These lockers will need locks /
lock out locks placed on them also.

In addition to the initial contract, the framework agreement will also be used for the following
types of contracts

e Unforeseen requirements which fall clearly within the defined scope of the
framework.

Where reference is made in the technical specification to any particular make, source, origin,
patent, process, trademark, brand name or standard, such reference shall on every occasion
be understood as being accompanied by the words “or equivalent’. These references are
provided only where it is not otherwise possible for a sufficiently precise description to be
defined.

5.1.1 Application of Variants
Where variant offers are acceptable under the terms of this tender competition, tenderers must
note that they must comply with the minimum requirements laid down in the specification. The

Contracting Authority is open to looking at alternative methods of delivery of the contract under
the variant rule.

5.2 Delivery Locations

Delivery maybe required to any of the LMETB schools and centres refer to:

https://www.Imetb.ie/

5.3 Volumes

The relative quantities are not known at this time, this will be confirmed at order stage by the
school/centre.

5.4 Pricing

All tenderers must complete the pricing schedule in the Tender Response Document.

All prices quoted must be all inclusive (i.e. Including but not limited to supply, customs
duties, taxes, levies, phytosanitary charges, shipping, packaging, delivery, ancillary costs
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and all other costs/expenses), be expressed in Euro only and exclusive of Vat. The Vat
rate(s) where applicable should be indicated separately.

Tenderers must confirm that all prices quoted in the Tender will remain valid for the first two
years of the effective date of the contract.

Prices may be reviewed on extension of contract & may be increased/decreased as agreed
by the parties.

LMETB will not be required to pay any or all the costs of the goods/services before delivery.

5.5 Details of Contracts Arising Over Life of Framework Agreement

In addition to the initial contract, the framework agreement will also be used for the following
types of contracts

Unforeseen requirements which fall clearly within the defined scope of the framework.

Other specifications may be required and purchased over the period of the framework
agreement.

LMETB may from time to time require the successful Tenderers to undertake additional
services (“Additional Services”). The Contracting Authority reserves the right to request a fixed
fee for any Additional Services should it deem it expedient to do so in its absolute discretion.
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6 Evaluation Criteria

6.1 Selection Criteria

The OPEN procedure at national level is being used by the Contracting Authority for the award
of this framework agreement. While all interested parties may submit a tender, only those
demonstrating that they can comply with the required level of financial and technical
competence will be eligible for full tender evaluation.

In order to demonstrate a tenderers’ suitability, tenderers must respond to the information set
out below by completing the separate Tender Response Document.

6.1.1 General Information relating to the Tenderer

Please provide company name, address and contact details for individual responsible for this
tender and company overview.

6.1.2 Legal Compliance

Please complete the Declaration of Bona Fides as per Art. 57 of Directive 2014/24/EU as
implemented by S| 284 of May 2016. The declaration also covers compliance with relevant
Statutory Obligations relating to labour law, employment law, etc.

6.1.3 Financial Capacity

Please confirm that you meet the following financial requirements:

(i)  Confirmation that the tenderer / all parties associated with the tenderer are fully tax
compliant in accordance with the rules of the Irish Revenue Commissioners.

(i)  Confirmation that your turnover exceeded €100,000 for each of the last three years;
Or during one of the last three years or pro-rata if more recently established firms;

(iif)  Confirmation of the following insurances being in place and that if successful you agree
to implement the following levels, promptly on award where these are not currently

available.
Insurance Type Minimurn .. Excess required
Indemnity limit
Employers Liability €13m
Public Liability €6.5m
Product Liability (supplies only) €6.5m

The successful tenderer will be required to provide evidence on their
insurance policy of a notation of indemnity to LMETB
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NOTE: Tenderers must be willing to provide evidence of the self-declared information within
seven (7) working days of request, which will be made prior to any award decision. If the
evidence required is not provided by the deadline date, then the tenderer in question will be
eliminated. Furthermore, tenderers should note that the provision of inaccurate or misleading
information in this declaration may lead to exclusion from participation in this and future
tenders.

6.1.4 Technical Capacity

(i)  Previous Contracts — information demonstrating successful delivery of three (3)
previous comparable contracts in the past three (3) to five (5) years or recent past if
newly established organisation.

(i)  Quality Assurance - Details of quality assurance policies and systems and whether 3rd
party certified.

(iii) Health & Safety - Details of health and safety policies and whether 3™ party certified.

(iv) Environmental — Details of environmental policies and systems in place and whether 3™
party certified.

6.1.5 Status of European Single Procurement Document (ESPD)

Under the 2014 Directives, suppliers may have compiled an ESPD which will be accepted as
evidence of compliance with Section 6.1.2 (Legal) and Section 6.1.3 (Financial). However,
the Contracting Authority may require evidence. Mere confirmation will not be sufficient under
these headings.

Tenderers are asked to demonstrate their legal, financial and technical capacity by
responding to all the information requested above. In addition, Tenderers must ensure
that they have completed and signed the Declaration of Bona Fides. Failure to supply
the required information may result in elimination from detailed tender evaluation.

Prior to the award of any framework agreement / contract, the Contracting Authority will
request evidence of self-declared information prior to award decision. Failure to provide
appropriate evidence within the required timeframe will result in the tenderer being deemed
inadmissible for formal award.

6.2 Award Criteria

Only tenders meeting the selection criteria and confirmed as valid and responsive to the
specifications set out in this document will be evaluated against the award criteria. Tenderers
should ensure that they have submitted sufficient relevant information to allow their tenders
to be assessed under each of the award criteria set out below. Responses are required
through completion of the Tender Response Document.

The framework will be awarded on the basis of the most economically advantageous compliant
tender taking into account the following award criteria and weightings.
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Maximum | Minimum
Criteria Score Score
Required

Ultimate Cost to the Contracting Authority
over the life of the contract:
e (A) Per locker in year one. Price to
Include Installation and annual
maintenance per locker 30% 3000 N/A
(B) Per locker in year two+. Price to
Include Recycling and maintenance
for the school year

Tenderers are required to outline their cost proposal by completing and signing the
attached Form of Tender in the Tender Response Document.

Quality and fitness for purpose of products 35% 3500 1750
offered

Tenderers should provide information to enable the Contracting Authority to assess their
offer under this criterion covering the requirements detailed in Section 5. Detailed
Specification of Requirements

Please describe how your proposed solution meets or exceeds the minimum requirements
set out in section 5.1 Scope of requirements of this RFT

Please describe your proposed solution in detail outlining its suitability and performance
ability and describe why your proposed solution is the very best within a school
environment.

Reliability and Continuity of Supply mm

The purpose of this criterion is to establish the extent to which the Contracting Authority
may place due confidence in the tenderer’s delivery of the services as specified. The
tenderer should provide comprehensive details on the following at a minimum:

e Reliability

e Continuity of Supply including but not limited to
o Service Initiation

Service Level Management

Quality & Risk Management

Service Continuity

Reporting

Monitoring & measurement

Benchmarking

O O O O O O

The Contracting Authority also reserves the right to carry out site visits if it deems such
visits to be appropriate in accordance with this criterion.

O N N
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Tenders should set out details of the warranty/warranties for each of the goods required,
together with details of manufacturer’s warranty.

e N N N

Tenderers must clearly and comprehensively demonstrate how they will ensure
sustainability in the provision of supplies. This may include but not limited to the following:

Demonstrate the energy efficiency measures your organisation proposes to implement
over the duration of the agreement -

Demonstrate how your organisation proposes to manage recycling, packaging, waste and
end of life products. Include details such as, membership of REPAK or equivalent and
WEEE (Waste Electrical and Electronic Equipment) or equivalent, to reduce
environmental impact.

Tenderers should demonstrate their commitment to sustainability and how this is
incorporated into your business.

Tenderers should outline any Corporate Social Responsibility initiatives that they
participate in within their communities.

Minimum Requirements: Tenderers must achieve the minimum marks allocated to each of
the qualitative sub-criteria. Failure to achieve the minimum mark in any one of the qualitative
sub-criteria will result in the elimination of the Tender from the Competition.

Evaluation Process
Step 1: Evaluation of Qualitative Sub-Criteria

A total of 7000 marks is allocated across the qualitative criteria, which equates to 70% of the
overall marks available. For each of the non-cost sub-criteria included in Table 1 above, the
scoring methodology set out in Table 2 will apply.

In accordance with the scoring methodology:

A) the tender evaluation panel will determine into which of the six bands the response falls.
The available marks for each criterion are divided evenly amongst bands 1-5.

B) the tender evaluation panel will then assign a mark within the scoring range of the
selected band depending on the quality of the response.

| No. | Score Category Description
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An exceptional response demonstrating extensive
5 | 90-100% Exceptional understanding offering full assurance to client — fully
supported with no reservations.

An excellent response demonstrating excellent
4 | 80-89% Excellent understanding offering assurance to client — fully
supported.

A very good response demonstrating very good
3 |70-79% Very good understanding offering assurance to client — strongly
supported.

60 — 69% Good A gogd response demor.wstrating good understanding
2 offering assurance to client — well supported.

An acceptable response demonstrating a minimum
1 | 50-59% Acceptable understanding offering assurance to client -
satisfactorily supported.

A response which fails to address the criterion to the
0 required standard or presents risk of non-
0-499 Unacceptable
% P performance; is therefore deemed inadmissible and
therefore not eligible for further consideration.

Example: Where the maximum mark available for a qualitative sub-criterion is 1000 and
the tender evaluation panel determines that the response falls under the “very good”
description (Scoring Band 3), then the evaluation panel may award a minimum of 70% of
the total marks available (i.e. 700 marks) and a maximum of 79% of the total marks
available (i.e. 790 marks), dependant on the quality of the response.

Only those Tenders that achieve the minimum marks allocated to each of the qualitative sub-

criteria will proceed to be assessed under the cost criterion, as set out below.

Step 2: Evaluation of Costs

For the purpose of this Competition, Tenderers are required to quote a Total Fixed Price
Sum to deliver the services required. There is a total of 3000 marks allocated to the cost
award criterion, which equates to 30% of the overall marks available. The Tender that
proposes the lowest Fixed Price Sum will receive 100% of the marks available. All other
Tenders will be scored using the following formula:

Lowest Tendered Total Fixed Price Sum Maximum Marks

Avallable

Cost
Score

Tendered Total Fixed Price Sum under evaluation

The total marks achieved for the qualitative award criterion and sub-criteria (Step 1) will be
added to the total marks achieved for the cost criterion (Step 2) to arrive at a Total Overall
Score. The Tender with the highest Total Overall Score will be deemed to be the MEAT and
will be deemed successful, subject to meeting all other requirements of this SRFT.

Tender respondents should note that:

e LMETB are not bound to accept the lowest priced, or any, Tender. LMETB reserves
the right not to award the contract or place any orders as a result of this tender
competition. No commitment of any kind, contractual or otherwise will exist unless and
until a formal contract has been executed by or on behalf of LMETB. The award of the
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contract will not give rise to any enforceable rights by the successful Tenderer. LMETB
may cancel this competition at any time prior to a contract being executed.

e Tenderers should elaborate on all points addressed in the requirements section in
order to gain as many points as possible. Merely repeating the mandatory
requirements set out in these specifications without going into detail or adding any
value will result in a very low score.

e Tenderers will be required to ensure that their tenders provide detailed information on
their offers for assessment against the award criteria stated above. This will enable
LMETB to assess all tenders fully and score them appropriately.

e LMETB reserves the right to interview individual Tenderers, and/or contact referees
prior to awarding the contact.

6.2.1 Post Tender Clarification

At the discretion of the Contracting Authority, tenderers may be invited, in writing, to clarify
certain aspects of their tender, particularly where information or documentation to be
submitted appears to be incomplete or erroneous. However, all such requests will be made
in full compliance with the principles of equal treatment and transparency and avoid any
distortion of competition.

6.2.2 Verification

Award of contract/membership of the framework may be subject to attendance at a
verification meeting. It would be essential that the key personnel assigned to this framework
should be available and present at this meeting. If required, tenderers will be notified of the
date, time, agenda and format for such meetings as soon as possible.

A visit to the Tenderer’s premises may be required to clarify any questions or queries
regarding the tender offer.

6.2.3 Clarification of Abnormally Low Tenders

If the Contracting Authority considers the tender submission to be commercially
unsustainable or otherwise problematic considering the tendered price or any other financial
matter (including proposed indicative hours), the tenderer shall be invited to provide
clarification to the Contracting Authority in respect of all elements of the tender submission
that the Contracting Authority deems relevant. Any failure to satisfactorily comply with such a
request, or to satisfactorily address the Contracting Authority’s concerns, may, at the
discretion of the Contracting Authority, result in the elimination of the tender in question
based on it being considered abnormally low.
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6.2.4 Right to Confirm Suitability

Tenderers should note that the Contracting Authority reserves the right to confirm that the
financial and technical capacity of the tenderer is valid and unchanged prior to the
establishment of the framework and award of any contract.

20|Page



2025 48 Invitation to Tender — Single Party Framework for Locker Management System

APPENDIX 1 - INSTRUCTIONS TO TENDERERS

(a) Submission of Tenders

Tenders must be submitted via the ‘electronic tenderbox’ available on
www.etenders.gov.ie. Only Tenders submitted to the electronic tenderbox will be
accepted. Tenders submitted by any other means (including but not limited to: by email, fax,
post, hand delivery, etc.) will NOT be accepted.

Tenderers must ensure that they give themselves sufficient time to upload and submit all
required tender documentation in their Tender before the Tender Deadline. Tenderers should
take into account the fact that upload speeds vary.

Tenderers must note that in the electronic tenderbox, there is a current file size limit of 250MB
for each single file uploaded, with a maximum total limit of 2GB for all documentation
(combined) in the Tender submitted.

In order to submit a Tender to the electronic tenderbox, Tenderers must ensure that they follow
the necessary steps on the eTenders platform to ensure that their tender has been submitted
properly, which includes ensuring that the “Submit” button has been clicked. in the event that
Tenderers need to modify or change any aspect of their Tender before the Tender Deadline,
the Tender in its entirety will need to be re-submitted. Tenderers should be aware that the
“Submit” button will be disabled automatically at the Tender Deadline.

Tenderers not familiar with uploading on eTenders should ensure they familiarise
themselves with the process.

The closing date for tenders is 12 noon on 17" November 2025 (the ‘Tender Deadline’)

It is the responsibility of the tenderer to ensure that their tender is complete and is uploaded
by the designated deadline. Tenders that are received late or via other means WILL NOT
be considered in this public procurement competition.

(b) Language
Tenders must be submitted in English.

(c) Queries
If you consider that you are missing any documents which would prevent you from submitting
a comprehensive tender, please contact us as soon as possible.

Tenderers shall immediately notify the Contracting Authority should they become aware of
any ambiguity, discrepancy, error or omission in the Tender Documents. The Contracting
Authority will, upon receipt of such notification, issue a clarification via eTenders in respect of
any such ambiguity, discrepancy, error or omission. Such clarification shall then form part of
the Tender Documents.
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All queries regarding this tender should be through the Questions and Answers facility on
www.etenders.gov.ie. The closing date for receipt of queries is [10 days before Closing
Date].

Responses to queries will be issued via eTenders to all parties who have expressed an
interest in the contract on that site, in order to ensure that no party has an unfair advantage
over any other.

For the purpose of circulating responses queries will be edited to avoid disclosing the identity
of the querist, and any sensitive information included in the query should be clearly indicated.
Please note that the Contracting Authority cannot accept responsibility for information relayed
(or not relayed) via third parties.

(d) Sufficiency & Accuracy of Tender
Tenderers will be deemed to have examined all the documents enclosed and by their own
independent observations and enquiries will be held to have fully informed themselves as to
the nature and extent of the requirements of the tender.

Tenderers are cautioned to check the accuracy of their tender prior to submission. A tender
found containing any clerical errors or omissions may, at the sole discretion of the Contracting
Authority, be referred back to the tenderer for correction. Any subsequent adjustment(s) must
be confirmed in writing.

The Contracting Authority reserves the right to disqualify incomplete tenders.

(e) Qualification of Tenders and Referential Bids

Please note that qualifications to a Tender may be considered a counteroffer and may render
the tender invalid. Tenders made by reference to other tenders are not valid and cannot be
considered.

(f) Extension of Tender Period
The Contracting Authority reserves the right, at its sole discretion, to extend the closing date
for receipt of tenders by giving notice in writing to all parties who have expressed an interest
in the notice via eTenders no later than six days before the original closing date.

(g) Modifications to Tenders prior to the Closing Date for Receipt of
Tenders
Modifications to Tenders will be accepted in the form of supplementary information and/or
addenda, provided they are submitted electronically via the etenders postbox facility on
www.etenders.gov.ie only before the closing date for receipt of tenders and clearly marked as
part of the tender. Any modifications received, by whatever means, after the closing time for
receipt of tenders will not be considered.

(h) Cost of Preparation of Tender
The Contracting Authority will not be liable for any costs, charges or expenses incurred by
tenderers in the preparation of proposals or any associated efforts. It is the responsibility of
the tenderer to ensure that they are fully aware and understand the requirements as laid down
in this document. Tenderers 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.
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(i) Tender Validity Period
To allow sufficient time for Tender assessment a Tender Validity period of 12 months is
required, this period commencing on the closing date by which the Tenders are to be returned.

(j) 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 Euros (€). All prices and rates quoted should be
exclusive of VAT.

The Contracting Authority operates in accordance with the European Communities (Late
Payment in Commercial Transactions) Regulations 2012. The method of payment used by
the Contracting Authority is normally Electronic Funds Transfer.

Note: The Contracting Authority will be rolling out e-invoicing during the term of the contract
/ framework and tenderers may be required to issue their invoices to the sector in an E-invoice
format that is compliant with the PEPPOL directive.

(k) Conflict of Interest

It will be a condition of award of this contract and any subsequent contract that the successful
tenderer(s) that any conflict of interest involving a tenderer (or tenderers in the event of a
consortium bid) must be fully disclosed to the Contracting Authority. Any registrable interest
involving the tenderer and the Contracting Authority or employees of the Contracting Authority
or their relatives must be fully disclosed in the tender submission or should be communicated
to the Contracting Authority immediately upon such information becoming known to the
tenderer. The terms ‘registrable interest' and 'relative’ shall be interpreted as per Section 2 of
the Ethics in Public Office Act, 1995 and 2001. Failure to disclose a conflict of interest may
disqualify a tenderer or invalidate an award of contract, depending on when the conflict of
interest comes to light.

() Freedom of Information Acts
All responses to this invitation to tender will be treated in confidence and no information
contained therein will be communicated to any third party without the written permission of
the tenderer except insofar as is specifically required for the consideration and evaluation of
the response or as may be required under law, including the Freedom of Information Act 2014,
EU and Irish Government Procurement Procedures, or in response to questions, debates or
other parliamentary procedures in or of the Oireachtas (the Irish Parliament).

Tenderers are asked to consider if any of the information supplied by them in response to this
request for tenders should not be disclosed because of its sensitivity. If this is the case,
tenderers should specify the information that is sensitive and the reasons for its sensitivity.
The Contracting Authority cannot guarantee that any information provided by tenderers, either
in response to this tender or in the course of any contract awarded as a result thereof, will not
be released pursuant to the Contracting Authority’s obligations under law, including the
Freedom of Information Act 2014, EU and Irish Government Procurement Procedures. the
Contracting Authority accepts no liability whatsoever in respect of any information provided
which is subsequently released or in respect of any consequential damage suffered as a result
of such disclosure.
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(m) Tax Clearance

It will be a condition of award of this framework and any subsequent contract that the
successful tenderer(s) comply with all EU and national tax laws. Tenderers are referred to
the Irish Revenue web site http://www.revenue.ie/. Non-resident tenderers should apply to the
Office of the Revenue Commissioners, Non Resident Tax Clearance Unit, Office of the
Collector General, Sarsfield House, Francis Street, Limerick, Ireland; e-mail:
nonrestaxclearance@revenue.ie. The Contracting Authority will satisfy themselves that any
tenderers being considered for award of a framework are appropriately tax compliant by
checking their status via the online system for which tenderers are requested to provide their
Tax Clearance Access Number and Tax Reference Number to facilitate verification. By
supplying these numbers tenderers acknowledge and agree that the Contracting Authority
has the permission to verify its tax cleared position at any time during the term of the
framework agreement.

(n) Withholding Tax
Where applicable, payments shall be subject to Irish ‘Professional Services Withholding Tax’
at the prevailing rate (currently at 20%) as laid down by the Revenue Commissioners in
Ireland. Non-residents may be able to reclaim such deducted Tax from the Office of the
Revenue Commissioners in Ireland, International Claims Section located currently at
Government Buildings, Nenagh, Co. Tipperary, Ireland (Tel: 353-1-6733533).

(o) Irish Legislation and Law
The contract[s] awarded on foot of this tender process will be governed by Irish law.

(p) Dignity at Work
The successful tenderer(s) 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.

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

(r) Correction of Errors
Detailed pricing of all tenders will be examined for errors that might alter the tender pricing as
determined from the figures on the tender form or as between the hard copy and electronic
versions of the tender. In general, the following approach will be applied to manifest errors -
where there is a discrepancy between the unit price and the total amount derived from the
multiplication of the unit price and the quantity, the unit price as quoted will normally govern.

The amount stated in the tender form will be adjusted by the Contracting Authority in
accordance with the above procedure and, with the agreement of the tenderer, shall be
considered as binding upon the tenderer. Without prejudice to the above, a tenderer not
accepting the correction of their tender as outlined may have their tender rejected.
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(s) Change in the Composition of a Tender
The Contracting Authority reserves the right, but is not obliged, to disqualify any Tenderer
that makes any change to its composition after submission of a Tender.

(t) Interference and Inducement to Purchase

Any effort by the tenderer 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 tenders and in decisions concerning the Award of Contract shall
have their tender rejected. The presumptions (including as to any gift, consideration or
advantage) and other provisions under the Criminal Justice Act 2018, and all other measures
for the time being governing the subject-matter in any applicable jurisdiction, shall be
applicable.

(u) Notification of Tender Evaluations
All tenderers will be informed of the outcome of their proposals following tender evaluation
and any necessary clarifications.

On a voluntary basis the Contracting Authority undertakes that no framework agreement will
be signed or take effect until at least seven (7) calendar days after the day on which the
unsuccessful Tenderers have been sent the appropriate notice informing them of the result of
this public procurement competition (“Standstill Period”). The preferred bidder will be notified
of the decision of the Contracting Authority and of the expiry date of the Standstill Period.

(v) Award Notices

Following the formal conclusion of the framework agreement, an award notice will be
despatched to etenders announcing the results of the competition.

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

(x) Copyright
The Contracting Authority will have copyright ownership of any material developed for use by
the Contracting Authority under the terms of this tender. The service provider may have a non-
exclusive licence to use such material but only for its own purposes (to be agreed with the
successful tenderer).

(y) Brand Names, etc.
Please note in relation to this tender document; 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”.

(z) Payment
The Contracting Authority operates in accordance with S.I. 580 of 2012 which transposes EU
Directive 2011/7/EU on combating Late Payment in commercial Transactions. The method of
payment used by the Contracting Authority is normally Electronic Funds Transfer.
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(aa) Right Not to Award
The Contracting Authority does not bind itself to accept the most economically advantageous
tender or any tender. It also reserves the right to accept or reject in whole or in part any or all
tenders received, and to source the requirement with more than one service provider.

The invitation to tender is issued in good faith; however, 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.

(bb)  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. Tenderers/contractors should make all reasonable efforts to minimise adverse
environmental impact in the methods of services delivery and in materials used.

(cc)  Accessibility
In line with the Disability Act 2005, accessibility requirements should be clearly stated in
request for tenders / quotations 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.

(dd) Knowledge and Skills Transfer
It will be a condition of the contract that opportunities for the transfer of skills and/or knowledge
from the Tender/Tender’s staff to the Contracting Authority staff will be availed of during the
course of the contract or prior to the handing over of the finished work/product.

(ee) Collusive Tendering

If any Tendering Party 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 Tenders, or for showing or forbearing to show any favour or disfavour to any person in
relation to its Tenders, the bid submitted by such Tendering Part shall be automatically
disqualified and the circumstances surrounding such action shall be referred to the appropriate
authority.

(ff) Confidentiality
After the official opening of Tenders, information relating to the examination, clarification,
evaluation and comparison of Tenders and recommendations will not be disclosed to
tenderers or other persons not officially concerned with such process until the award decision
with the successful Tenderer has been announced and in conformity with national laws.

Tenderers 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 Tenderer to influence the Contracting Authority or their staff in the process
of examination, clarification, evaluation and comparison of Tenders and in decisions
concerning the award of the contract may result in the rejection of that Tender.
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(gg) Consortia and Prime Subcontractors

The Contracting Authority seeks to encourage participation on a fair and equal basis by Small
and Medium Enterprises (“SMEs”) in this Competition. SMEs that believe the scope of this
Competition is beyond their technical or business capacity are encouraged, subject to this
paragraph, to explore the possibilities of forming relationships with other SMEs or with larger
enterprises. Through such relationships they can participate and contribute to the successful
implementation of any Services Contracts that may result from this Competition and therefore
increase their social and economic benefits.

Larger enterprises are also encouraged, subject to this paragraph, to consider the practical
ways that SMEs can be included in their proposals to maximise the social and economic
benefits of any Services Contracts that may result from this Competition.

Where a group of undertakings (in whatever form and regardless of the legal relationship
between them) come together to submit a Tender in response to this RFT the Contracting
Authority will deal with all matters relating to this Competition through the entity who will carry
overall responsibility for the performance of the Services Contract only (the “Prime
Contractor”), irrespective of whether or not tasks are to be performed by a subcontractor or
other consortium member (the “Subcontractor’). The Tenderer must clearly and
comprehensively set out the name, title, telephone number, postal address, and email address
of the nominated contact personnel of the Prime Contractor authorised to represent the
Tenderer and to whom all communications shall be directed and accepted until this
Competition has been completed or terminated. Correspondence from any other person
(including from any Subcontractor) will NOT be accepted, acknowledged or responded to.

(hh)  Anti-Competitive Conduct
Tenderers attention is drawn to the Competition Act 2002 (as amended, the “2002 Act), which
makes it a criminal offence for Tenderers to collude on prices or terms in a public procurement
competition.

(ii) Changes in Legislation
As a condition of award, it shall be the sole responsibility of the tenderer (in the event of
success in this competition) to fulfil the obligations under the Contract, notwithstanding any
changes in circulars, laws, regulations, taxation, duties or other factors which might arise
following the withdrawal of the United Kingdom from membership of the EU.
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APPENDIX 2 — THE CONTRACTING AUTHORITY’S TERMS AND CONDITIONS

Contracting Authority’s standard Terms and Conditions-attached separately.
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APPENDIX 3 - FRAMEWORK AGREEMENT TERMS AND CONDITIONS

The Contracting Authority’s Single Party Framework Agreement Terms and Conditions-
attached separately.
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SCHEDULE E: DATA PROTECTION

[complete when completing the contract]

Processing, Personal Data and Data Subjects

1. Processing by the Contractor
1.1 Subject matter of processing
1.2 Nature of processing
1.3 Purpose of processing
1.4 Duration of the processing

2. Types of personal data

3. Categories of data subject
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