
[image: ]





Provision of Graduation Photographic Services for Maynooth University 
PCO 505 



Specification of Requirements and Tender Response Document 












	Insert Tenderer Legal Name



SECTION 1 – COMPLIANCE

	DECLARATION RE eESPD & SELECTION CRITERIA 

	
I confirm that the electronic version of the European Single Procurement Document (eESPD) has been completed on www.eTenders.gov.ie


	Please choose Yes or No

	I understand that tenderers must confirm by way of eESPD that they satisfy the financial capacity and technical capacity requirement(s) set out in the RFT
	Please choose Yes or No




	TENDER RESPONSE POINT OF CONTACT

	Contact Name
	

	Telephone Number
	

	Email Address
	

	Postal Address:
	

	Internet address (web address) (if applicable)
	


Responding to the Selection Criteria
In order to evaluated in accordance with the Award Criteria in Section B below, tenderers must have declared by way of the following: 
1) That either:
a. no mandatory grounds for exclusion of the Tenderer pursuant to Regulation 57 of the Regulations apply to them, or
b. in circumstances where any mandatory exclusion grounds apply to the Tenderer (and where the Tenderer is not precluded from doing so under Regulation 57(17) of the Regulations), that it can provide evidence that measures taken by it are sufficient to demonstrate its reliability despite the existence of any such relevant exclusion ground, and
2) that they satisfy the selection criteria for in this Competition as set out below (the “Selection Criteria”), 
The Contracting Authority also reserves the right to exclude from evaluation a Tenderer to whom a discretionary ground for exclusion pursuant to Regulation 57 of the Regulations applies. 
Relying on the Standing of Other Entities
Tenderers may include individuals, partnerships, limited companies, groupings or any combination of the foregoing with or without legal personality. However, a grouping if successful will be required to establish legal personality in order to enter into the contract. 
Tenderers are reminded that they may rely on the resources of other entities in order to establish the requirements on condition that they can prove to the satisfaction of The Contracting Authority that they will have these resources at their disposal when necessary.
If the tender is from a consortium / joint venture Tenderers must ensure that all the relevant information is provided and where necessary, provide the information requested separately for each party. The consortium must appoint a single supplier who will assume overall responsibility for delivery, and who is authorised to sign the contract on behalf of all consortia members. The Contracting Authority will not act as an arbitrator between members of consortia.
Where tenderers are relying on the capacity of other entities (for example, Subcontractors) for the purposes of fulfilling any of the Selection Criteria in part 3.3 they much ensure that each entity completes and submits a separate eESPD, and when requested by the Contracting Authority, submit proof, to the satisfaction of the Contracting Authority, that each such entity will place the necessary resources at the disposal of the Tenderer.
Selection Criteria
	A1.	CANDIDATE SUMMARY
Weighting: Pass/Fail only
Pass requirement:  Candidates must complete this section.   

	Organisation Name
	

	Contact Name  
	

	Position
	

	Address
	




	Telephone Office
	

	Telephone Mobile
	

	Email
	

	Date of establishment, if applicable
	

	Legal Status, if any
(Company (Ltd.), Partnership, Sole Trader, etc.)
	

	Please confirm if you are an SME (Small and Medium Enterprise) as defined in Commission Recommendation 2003/361/EC
	Yes
	
	No
	

	Definition as per 2003/361/EC 
The category of micro, small and medium-sized enterprises (SMEs) is made up of enterprises which employ fewer than 250 persons and which have an annual turnover not exceeding EUR 50 million, and/or an annual balance sheet total not exceeding EUR 43 million.




	SUB-SERVICE PROVIDERS
If the candidate wishes to rely on the standing of other parties including sub-service providers full details must be provided.  

	Is the candidate a group of economic operators?	
Yes                       No    
If Yes, please provide the following information:

	Please enclose an organisational chart with the proposed hierarchical structure of the grouping
	Confirm if attached 
Yes                       No                      

	Please describe the commercial and legal relationship amongst its members
	

	If your answer is “Yes”, please provide the following information:
	Name
	
Service to be delivered
	Confirm Separate Questionnaire enclosed? 

	Member #1
	
	
	

	Member #2
	
	
	

	Member #3
	
	
	



	A2 - TAX CLEARANCE

	I confirm and declare having a current and valid Tax Clearance Certificate in place and our tax affairs are in order. 
Maynooth University can verify your tax clearance status through Revenue’s online facility at https://www.revenue.ie/itp/view.jsp. To this end, please confirm:

	Do you grant Maynooth University permission to verify your tax status online via revenue.ie?
	Yes
	
	No
	

	Candidate Name
	

	Candidate PPSN/Tax Reference Number
	

	Access Number
	

	OR 
I confirm that I currently hold a valid paper tax clearance certificate (generally relates to Non-Residents)
	Registration Number
	


	
	Certificate Number
	

	OR 
I confirm that I have applied for a Tax Clearance Certificate details of which will be made available as soon as available. 
	Yes
	

	
	No
	

	A3 - Financial Standing

	I confirm that we have the following turnover to be considered for the Panel.


	Turnover Requirement: 
	€500,000

	Financial Year
	2025
	2024
	2023

	Month for Financial Year End (e.g. July)
	
	
	

	Turnover
	€
	€
	€

	I confirm that I will provide the following promptly on request at any time prior to the tender list being finalised: 
· evidence of turnover for the past three financial years
	Yes
	

	
	No
	

	I confirm that the applicant is compliant with all its corporate obligations in relation to financial returns 
	Yes
	

	
	No
	

	A4 - INSURANCES

	(A) I confirm that we have the following insurances in place: 

	Insurance Type
	Level in Place
	Details of Any Excess
	Expiry Date

	Employers Liability
	€
	
	

	Public Liability
	€
	
	

	Professional Indemnity
	€
	
	

	Cyber Liability
	€
	
	

	Other relevant Industry insurance if applicable
	€
	
	

	AND

	I confirm that if successful, where the levels required under the Panel are higher than those currently in our possession, I will be in a position to put the required forms and levels of insurances required in place promptly. 
The levels relevant to this procurement being as follows: 

	Insurance Type
	Level Required

	Employers Liability
	€13.5m

	Public Liability
	€6.5m

	Professional Indemnity
	N/A

	AND

	
I confirm that I will provide the following promptly on request at any time prior to the award decision being made: 
· evidence of insurances in place      or 
· letter from Insurance Broker confirming that the required levels could be put in place if successful
	Yes
	
	No
	

	Please note that Maynooth University will seek to verify self-declarations regarding financial capacity prior to next stage of the competition. 

	Signed:
	

	Position: 
	






	A5 DECLARATION OF BONA FIDES 
In relation to an award procedure under Public Sector Directive 2014/24/EU (Article 57). 
Weighting: Pass/Fail only
Pass requirement: Candidates must complete, sign and date this Declaration.  Maynooth University reserves the right at its discretion to exclude a non-compliant Candidate under each heading.  This must be completed by each group member.

	Economic Operators will be excluded from the procurement process if, within the past five (5) years, there is evidence of a conviction relating to a specific criminal offence listed below (see 1.1) or if they have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security contributions (see 1.2) (except where this is disproportionate e.g. where only minor amounts are involved).

	1.1 Has the Economic Operator or a member of their proposed consortium, (if applicable), Director, or Partner or any other person who has powers of representation, decision or control, been convicted of any of the following offences?
	YES
	NO

	
	Please indicate your answer by marking ‘X’ in the relevant box 

	1.1.a
	participation in a criminal organisation, as defined in Article 2 of Council Framework decision 2008/841/JHA;
	
	

	1.1.b
	corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union and Article 2(1) of Council Framework Decision 2003/568/JHA as well as corruption as defined in Irish Law or the jurisdiction in which the Economic Operator is established;
	
	

	1.1.c
	fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests;
	
	

	1.1.d
	the subject of a conviction for terrorist offences or offences linked to terrorist activities or for inciting or aiding or abetting or attempting to commit an offence; 
	
	

	1.1.e
	the subject of a conviction for money laundering or terrorist financing; 
	
	

	1.1.f
	the subject of a conviction of child labour and other forms of trafficking in human beings;
	
	

	Non-payment of taxes or social security obligations
1.2 Has it been established by a judicial or administrative decision having final and binding effect in accordance with Irish law or the legal provisions of the country in which the Economic Operator is established (if outside Ireland), that the Economic Operator is in breach of obligations related to the payment of tax and social security contributions?
Note: If the response to 1.2 above is in the affirmative, please provide further information on the decision and the amounts involved
	
	





	An Economic Operator who answers ‘Yes’ in any of the situations set out in paragraphs 2.1.a to 2.1.i will be excluded.

	2.1 Please indicate if any of the following situations have applied, within the past three (3) years, or currently apply, to your organisation.

The Economic Operator:
	YES
	NO

	
	Please indicate your answer by marking ‘X’ in the relevant box

	2.1.a
	has, in the performance of any public contract, failed to comply with applicable obligations in the field of environmental, social and labour law applying at the place where the works were carried out or the services provided, as established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Annex X of Directive 2014/24/EU;
	
	

	2.1.b
	is bankrupt or the subject of insolvency or winding-up proceedings, its assets are being administered by a liquidator or by the court, or has entered into an arrangement with creditors, suspended its business activities or is in any analogous situation arising from a similar procedure under national laws and regulations;  
	
	

	2.1.c
	is guilty of grave professional misconduct which renders its integrity questionable;
	
	

	2.1.d
	has entered into agreements with other economic operators aimed at distorting competition;
	
	

	2.1.e 
	has a conflict of interest within the meaning of Article 24 of 2014/24/EU that cannot be effectively remedied by other, less intrusive, measures; 
	
	

	2.1.f 
	confirms that it has had prior involvement in the preparation of the procurement procedure which has resulted in a distortion of competition, as referred to in Article 41 of 2014/24/EU, that cannot be remedied by other, less intrusive, measures;
	
	

	
2.1.g
	has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions. 
	
	

	2.1.h
	· is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
	
	

	
	· has withheld such information or is not able to submit supporting documents required under Article 59 of Directive 2014/24/EU; or 
	
	

	2.1.i
	has undertaken to:
· unduly influence the decision-making process of the contracting entity, or
· obtain confidential information that may confer upon the Tenderer undue advantages in the procurement procedure; or 
· negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award. 
	
	


	DECLARATION RE STATUTORY OBLIGATIONS


	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment/operation:
	YES
	NO

	Employment Equality Acts 1998-2011 
	
	

	Equal Status Acts 2000-2011
	
	

	National Minimum Wage Act 2000 as amended 
	
	

	Organisation of Working Time Act 1997 as amended
	
	

	Safety, Health and Welfare at Work Act 2005 and Safety, Health and Welfare at Work (General Application) Regulations 2007
	
	

	Disability Act 2005
	
	

	We have procedures in place to ensure that our subservice providers, if any are used for this contract, apply the same standards.
	
	

	This Declaration is made for the benefit of Maynooth University

I certify that the information provided in the Declaration re Personal Circumstances and the Declaration re Statutory Obligations is accurate and complete to the best of my knowledge and belief.  I understand that the provision of inaccurate or misleading information in these Declarations will lead to my organisation being excluded from participation in this and future tenders and I am signing on behalf of: 


	Name of Economic Operator
	


	Signature
	


	Name in print or block capitals
	


	Rank / Position	
	


	NOTE: 

The term Economic Operator covers equally the concepts of Service provider, Supplier and Service Provider whether as Candidate, Tenderer or Participant under an award procedure in accordance with the relevant Public Procurement Directive.






2.6 Additional selection criteria.

Previous experience, tendering company must pass this additional selection criteria order to be eligible for the competition.



	Title of Criterion
	Previous Contracts

	Maximum Marks
	1,000

	Minimum Marks
	700

	Minimum requirement to remain eligible in the competition: 
Candidates should refer to instances within the last three to five years which demonstrate that they have successfully delivered services of a comparable nature and scale on three (3) occasions. The contracts referenced for consideration should provide comprehensive information to enable Maynooth University to determine their comparability to the requirements of this contract.

	The contracts listed should be chosen to demonstrate your firm’s skills, efficiency, experience and reliability in the relevant areas of expertise. 
All fields should be completed in full. In the event that the information requested on the value of contracts or identity of clients is considered confidential, Candidates must ensure that they provide sufficient information to allow the contracting entity to judge the similarity of these contracts to the services required.

	Contract No. 1

	Start Date 
	
	End Date: 
	

	Client Name & address
	

	Client contact person:
	
	Phone no.:
	

	Approximate annual value
	 

	Details of services provided
	





	Contract No. 2

	Start Date 
	
	End Date: 
	

	Client Name & address
	

	Client contact person:
	
	Phone no.:
	

	Approximate annual value
	 

	Details of services provided
	



	Contract No. 3

	Start Date 
	
	End Date: 
	

	Client Name & address
	

	Client contact person:
	
	Phone no.:
	

	Approximate annual value
	 

	Details of services provided
	



If tenderer fail selection criteria tender is not judged in award criteria and tenderer is informed where they failed selection 


SECTION 2 – RELATING TO AWARD CRITERIA

[bookmark: _Toc16594400]SECTION B - WEIGHTED AWARD CRITERIA

The contract will be awarded on the basis of the most economically advantageous compliant tender taking into account the following award criteria and weightings. 
Tenderers must address each of the award criteria below in the relevant sections in the Tender Response Document.

	[bookmark: _Hlk480561427]
	
	Weighting 
	Maximum Marks
	Minimum Marks Required

	SB.1
	Management Plan (see detailed descriptor)
	10%
	1000
	600

	SB.2
	Service Delivery Plan (see detailed descriptor)
	35%
	3500
	2500

	SB.3
	Quality Assurance Plan (see detailed descriptor)
	20%
	2000
	1200

	SB.4 
	Environmental Impact Plan (see detailed descriptor)
	5%
	500
	300

	SB.5
	Cost of Service (see detailed descriptor)
	30%
	3000
	N/A



Please fill in all sections below with response
	SB 1 
Management Plan 
	
Response under below headers as described in Detailed descriptor document 
505 Detailed award criteria descriptor for Photographic Services

1.1 Key Account Manager
SB 1.1.1
SB 1.1.2
SB 1.1.3

1.2 Other Management Resources:
SB 1.2.1
SB 1.2.2

1.3 University Access to Booking Numbers:
SB 1.3.1
SB1.3.2


	SB 2 
Service Delivery Plan 
	Response under below headers as described in Detailed descriptor document 
505 Detailed award criteria descriptor for Photographic Services

2.1 On-site Service Delivery Model
SB2.1.1
SB2.1.2
SB2.1.3
SB2.1.4

2.2 Online Booking and Payment Platform
SB2.2.1
SB2.2.2
SB2.2.3
SB2.2.4
SB2.2.5


2.3   Products, Packages, and Fulfilment 
SB2.3.1
SB2.3.2
SB2.3.3
SB2.3.4

2.4 Communication Materials and Graduate Information
SB2.4.1
SB2.4.2

2.5 Highly Desirable Added Value
SB2.5.1
SB2.5.2



	SB 3 
Quality Assurance Plan 
	Response under below headers as described in Detailed descriptor document 
505 Detailed award criteria descriptor for Photographic Services

3.1 Customer Relationship Management and Complaints Handling
SB3.1.1
SB3.1.2
SB3.1.3

3.2 Staff and Training
SB3.2.1
SB3.2.2
SB3.2.3

3.3 Management Information and Reporting
SB3.3.1
SB3.3.2
SB3.3.3

3.4 Reliability and Continuity of Service (Risk Register)
SB3.4.1
SB3.4.2
SB3.4.3

3.5 Supplier Responsibility
SB3.5.1
SB3.5.2

3.6 GDPR and Information Security
SB3.6.1
SB3.6.2
SB3.6.3
SB3.6.4
SB3.6.5
SB3.6.6
SB3.6.7


	SB 4 
Environmental Impact Plan 
	Response under below headers as described in Detailed descriptor document 
505 Detailed award criteria descriptor for Photographic Services

B. 4. Environmental Impact Plan
SB4.1
SB4.2
SB4.3
SB4.4
SB4.5
SB4.6


	SB 5 
Cost/Reimbursement 
	
Response as described in Detailed descriptor document 

Appendix 1 Graduation Photographic Services Pricing Schedule








This form must be completed and signed by an authorised officer of the tenderer’s organisation.  



	To
	 Maynooth University

	From
	Insert Tenderer Legal Name

	Re
	PCO 505  Provision of Graduation Photographic Services for Maynooth




I/We confirm that I/we 		

Have proposed rates that are inclusive of for all costs, charges, disbursements and administrative expenses incurred including out of pocket (i.e. mileage, subsistence, phone, postage, etc.) and account / contract management related costs. 
Will keep this offer for the contract / open for acceptance by you for a period of 12 weeks from the date of deadline for submission of Tenders,
Agree that you are not bound to accept the most economically advantageous or any Tender you may receive,
Agree that the rates stated are maximum prices for the duration of the framework agreement, 
Have read and thoroughly examined the RFT,
Fully understand the RFT and the Maynooth University’s requirements,
Undertake to treat the details of this RFT, its Tender and any subsequent negotiations as private and confidential,
Acknowledge that acceptance by Maynooth University of this tender will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless the contract is awarded / framework agreement has been established between the and the Tenderer,
Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the services required under the framework agreement,
Have included all elements necessary for the performance of the specified services, which are either expressly stated in the RFT or contained in any supplementary information or which could reasonably be inferred therefrom,
Have found no errors, omissions, conflicts or ambiguities in the RFT except those which I/We have brought to the attention of Maynooth University before the latest date for submitting queries,
Have included for compliance with all statutory requirements applicable in Ireland and those applicable in any country where parts of the contract may be performed that are in force 7 days prior to the deadline for receipt of Tenders, 
Will not, if awarded a contract employ labour in a manner that is discriminatory in relation to gender, race, religious beliefs, age etc.,

	Signed
	 
	Position
	 

	
	
	
	

	Print Name
	
	Phone No
	

	
	
	
	

	Company Name
	 
	Date
	 

	
	
	
	

	Address
	 

	
	

	Email
	 



END
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