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Open Competition for the Provision of Gift Vouchers to Maynooth University


Request for Tenders RFT













	
	MU Project Reference: PCO 517
	MU Project Reference: PCO/XXX

	
	Closing Date for Receipt of Expressions of Interest: 10th July 2026   



	Procedure 
	Open Procedure 

	Issue Date
	10th June 2026

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

	Administrative Deadline for receipt of completed Questionnaires 
	10th July 2026 at 12:00 (noon)

	Submission of completed Questionnaires
	Tender Postbox facility on  www.etenders.gov.ie ONLY

	Please note that information relating to this Qualification Questionnaire, 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 Maynooth University cannot accept responsibility for information relayed (or not relayed) via third parties.


	Candidates should note that applications to this Tender cannot be submitted after the administrative deadline. Please see ‘Candidate Instructions’ below for more information.


	For general information about Maynooth University, please visit our website

	
Any agreement contract arising from this public procurement competition will be for agreement will be for up to Three (3) years initially with the option to extend by a further two (2) one (1) year periods. 

	Terms and Conditions 
Any contract arising from this public procurement competition will use the standard Office of Government Procurement Services Contract, a copy of which is included with this Request for Tenders.






Section 1
REQUIREMENT, SPECIFICATION AND SCOPE OF TENDER 
 1.1 
About Maynooth University.
Maynooth University is a very distinctive university, a collegial institution focused on science and engineering, humanities, and social sciences, and equally committed to research, teaching and community engagement. Located in Ireland’s only university town, its distinctive features and character owe much to its unique history and heritage. It provides a high-quality educational experience to over 17,000 students on a campus with 18th century roots and 21st century dynamism.  
 
Maynooth University is a place of lively contrasts – a modern institution, dynamic, rapidly-growing, research-led and engaged, yet grounded in historic academic strengths and scholarly traditions. We offer a range of programmes at undergraduate, postgraduate and doctoral level in the humanities, science and engineering and social sciences, including business, law and education, along with a range of international programmes and partnerships. 
  
The strategic trajectory and accomplishments of Maynooth University, since its establishment as an autonomous public university, are exceptional and a source of great pride to the university community, staff, students and alumni. Maynooth University ranked in the top 90 global Times Higher Education (THE) Young University rankings in 2024. Maynooth University’s growing global reputation is based on the originality, quality, importance and impact of its research and scholarship, commitment to teaching and learning, the quality of academic programmes, and its leadership in widening participation in higher education. The sources of success are the dedication of its staff and the energy and engagement of its students. 
 
Maynooth University’s Values 
 
Our values define who we are, what we believe in and how we act as a community. They underpin our future success and guide our expectations of ourselves and each other. Our values apply to everyone in the University community: 
 
· Integrity  
· Collegiality 
· Responsibility 
· Freedom of expression 
· Ambition 
 
 
Maynooth University Strategic Plan 2023 – 2028 
 
The University’s Strategic Plan 2023 - 2028 builds on our rich academic history and strong foundations to set out an ambitious and forward-looking path for the future of our University. This roadmap underscores our commitment to adapt to a changing world while staying true to our values. Our vision is to be a university of excellence, opportunity and impact, having a significant stake in all three. For more information about 	Maynooth 	University’s 	future 	direction, 	please 	visit: https://strategy.maynoothuniversity.ie/  
 
 
Plean Straitéiseach Ollscoil Mhá Nuad 2023 - 2028  
 
Tógann Plean Straitéiseach na hOllscoile 2023 - 2028 ar ár stair acadúil shaibhir agus ar ár mbunchlocha láidre chun conair uaillmhianach agus cheannródaíoch a leagadh amach do thodhchaí ár nOllscoile. Soiléiríonn an treochlár seo ár dtiomantas do dhul i dtaithí ar dhomhan atá ag síorathrú agus ár ngníomhaíochtaí a chur in oiriúint dó, agus san am céanna a bheith dílis dár luachanna Ollscoile. Is í an fhís atá againn a bheith mar ollscoil feabhais, deiseanna agus tionchair, agus lámh láidir a bheith againn i ngach ceann de na trí ghné seo. 
The Department of xxxx has the following requirement.

1.3 Procurement Requirements
This call for competition is for the provision of Gift Vouchers to Maynooth University
As part of the Maynooth University’s recognition policy, Maynooth University issues multi-vendor vouchers to participants and/or employees who are being recognised for their performance or participation in Maynooth University events and or programmes. As such, Maynooth University is seeking to award a contract for the provision of multi-vendor vouchers to Maynooth University, provision of book vouchers is outside of this process.

Mandatory Requirements

a) Vouchers must be available in both physical and electronic forms

b) Vouchers must be available - at a minimum - in the following denominations: €15, €25, €50 and €100.  

c) The voucher values must correspond to the order value and must remain valid in line with Irish legislation. 

d) There should not be a limitation of spend per transaction, up to the full/remaining balance on the voucher.

Tenderers must confirm they can meet all the mandatory requirements set out above and these are Pass/Fail requirements. Only those Tenderers who meet the mandatory requirements will then go on to be evaluated under the award criteria. 

Tenders will be assessed under the below criteria

A. Selection of Retailers (physical and online)
B. Voucher Type and Functionality
C. Ordering Process and Distribution Methods
D. GDPR
E. Environmental and Sustainability
F. Ultimate Cost


Total value over the duration of the contract will not exceed €300,000 (excluding VAT). 

The University reserves the right, at any time, to increase or reduce the scope of services and the anticipated duration of the services at its sole discretion.



Section 2 TENDERERS INSTRUCTIONS

	1. 
2. Tender Documents 
	The tender documentation for this competition consists of the following:
· 517 RFT MU Voucher
· 517 TRD MU Vouchers 
· 517 Sample Supply Contract
· ESPD document


Responses to clarification requests received will also form part of the tender documentation.
It is imperative that all questions in the Tender Response Document are completed in the format provided as the Tender Response Document will be used as the basis for evaluation of selection and award.

	2.1 Submission of Tenders
	The Contracting Authority is using the Tender Postbox facility and tenders must be submitted electronically via the etenders postbox facility on www.etenders.gov.ie only.  Tenderers must ensure that they give sufficient time to upload their tender response.  All Tenders submitted in soft copy must be compiled such that they can be read immediately using PDF readers.     
The Contracting Authority is not responsible for corruption in electronic documents. Tenderers must ensure electronic documents are not corrupt.
In responding to this tender all tenders must follow the format of the tender document and respond to each element of the tender document in the order as set out in this RFT.   Tenders should submit their response as 3 documents, if possible, which is clearly labelled, page numbered and indexed. 

· 517 TRD MU Vouchers
· ESPD document if required
· Applicant Companies SLA 

Tenderers must ensure that they give themselves sufficient time to upload and submit all required tender documentation before the tender closing date/time. Tenderers should take into account the fact that upload speeds vary. There is a maximum of 2.14 GB for individual files sent to the electronic postbox and a one-hour limit for upload. In order to submit a document to the electronic postbox, please note that you must click “Submit Response”. After submitting you can still modify and re-send your response up until response deadline. Tenderers should be aware that the ‘Submit Response’ button will be disabled automatically upon the expiration of the response deadline.
Tenderers not familiar with uploading on eTenders should ensure they familiarise themselves with the process. 
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 
Each Tenderer is limited to submitting one Tender in his own capacity and one Tender as part of a consortium/group of undertakings under this RFT.

	2.2 Queries
	All queries regarding this tender should be through the Questions and Answers facility on www.etenders.gov.ie     
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.

	2.3 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.

	2.4 Tender Documents - Ambiguity, Discrepancy, Error, Omission
	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.

	2.5 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.

	2.6 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

	2.7 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.

	2.8 Funding Dependency

	The supplies/services offered in this tender shall be contingent on continued funding approvals from government planning agencies, other relevant authorities and University capital budget committees. 

	2.9 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.

	2.10 Qualification of Tenders and Referential Bids
	Please note that qualifications to a Tender may be considered a counter offer and may render the tender invalid. Tenders made by reference to other tenders are not valid and cannot be considered.

	2.11 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.

	2.12 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.  Where a discrepancy arises between any figure submitted on the pricing element of eTenders versus the content of the Tender Submission, the Tender Submission figures will be used in the assessment.  
In the case of 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.

	2.13 Confidentiality
	The distribution of the tender documents is for the sole purpose of obtaining offers. The distribution does not grant permission or licence to use the documents for any other purpose. Tenderers are required to treat the details of all documents supplied in connection with the tender process as private and confidential. 

	2.14 Conflict of Interest
	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, 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.  The terms ‘registrable interest' and 'relative' shall be interpreted as per Section 2 of the Ethics in Public Office Act, 1995.  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. 

	2.15 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.  
Invoices shall be submitted by the successful tenderer on a monthly basis for all costs incurred in the preceding month
A schedule of payments will be agreed with the successful tenderer. 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. 

	2.16 Tax Clearance
	It will be a condition of award of this 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 contract 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 contract. This requirement must continue to be maintained throughout the duration of the operation of this contract.

	2.17 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).

	2.18 Irish Legislation and Law
	Tenderers should be aware that national legislation applies in other matters such as Employment, Working Hours, Official Secrets, Data Protection and Health and Safety. Tenderers must have regard to statutory terms relating to minimum pay and to legally binding industrial or sectoral agreements in the Contracting Authority tenders and in delivering contracts awarded to them. The contract[s] awarded on foot of this tender process will be governed by Irish law.


	2.19 Compliance with all relevant Employment Law Obligations

	Tenderers shall ensure that all rates quoted for the provision of services allow for statutory deductions such as PRSI, PAYE, Annual leave/Holiday pay. 
It is the obligation of the successful tenderer/s to ensure that any foreign personnel have provided them with the necessary documentation to prove that they can legally work in this country.
Prior to expiry of the agreement, if requested, the successful tenderer shall, upon the termination of this agreement for any reason or prior to the expiration of the Term, promptly furnish such anonymised information relating to the terms and conditions of the employment of all persons providing the services as may be required by the Contracting Authority. The successful tenderer agrees to the Contracting Authority releasing any such anonymised information to third party tenderers for the purposes of any procurement competition for the provision of the services upon expiry of the Term or earlier termination of this contract for whatever cause.
Where applicable, tenderers shall be required to include an undertaking to comply fully with the provisions of Council Directive 2001/23/EC of 12 March 2001 on the approximation of the laws of the Member States relating to the safeguarding of employees’ rights in the event of transfers of undertakings, business or parts of undertakings or business and as implemented in Irish law by Statutory Instrument S.I. No. 131 of 2003, the European Communities (Protection of Employees on Transfer of Undertakings) Regulations 2003 and to indemnify the Contracting Authority for any claim arising or loss or costs incurred as a result of its failure or incapacity to fulfil its obligations under the said Directive and Statutory Instrument.
The Protection of Employees (Temporary Agency Work) Act 2012 (the “2012 Act”) provides that an Agency Worker (as defined in the 2012 Act) is entitled to the same basic working and employment conditions as those which apply to employees recruited directly by the Hirer (as defined in the 2012 Act) to do the same or a similar job. Where the provision of the Services will involve the provision to the Contracting Authority of Agency Workers (within the meaning of the 2012 Act), Tenderers should ensure that they consider their obligations under the 2012 Act when pricing their Tender. The Contracting Authority shall have no liability for any increase in salaries that may be payable as a result of the application of the 2012 Act to the provision of the Services.

	2.20 Freedom of Information Acts

	All responses to this Request for Tenders 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.

	2.21 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.   
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.

	2.22 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.  Any such changes must be notified to the Contracting Authority and require formal agreement.

	2.23 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. In accordance with Section 38 of the Ethics in Public Office Act 1995 any money, gift or other consideration from a person holding or seeking to obtain a contract will be deemed to have been paid or given corruptly unless the contrary is proved.

	2.24 Notification of Tender Evaluations

	All tenderers will be informed of the outcome of their tenders following tender evaluation and any necessary clarifications. 
In the case of National value contracts the Contracting Authority will issue a Letter of Regret with the name of the winning tenderer(s) and the scores of the tenderer and the winning tenderer.  
In the case of EU value contracts the following information will be provided in the Letter of Regret – name of successful tenderer(s) designate; the applicable standstill period; scores of tenderer and that of successful tenderer; features and characteristics of winning tender where they scored higher marks in relevant criteria. The Contracting Authority will undertake not to award the contract for a period of at least 14 (or whatever period is stated in the notification letters) days from the date of notification of unsuccessful tenderers (‘standstill period’).

	2.25 Award Notices

	Following the award of contract, an award notice will be despatched to the Official Journal of the European Union announcing the results of the competition no later than 30 days after the award of contract. It should be noted that it is standard practice for the Contracting Authority to include the price of the winning tender or the range of prices of tenders received in the publication of the award notice as required under European procurement rules.

	2.26 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.

	2.27 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 “.

	2.28 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, in particular, to source the requirement with more than one service provider. 
The Request for Tenders 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.

	2.29 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.

	2.30 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.

	2.31 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.

	2.32 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, facsimile number 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.


	2.33 Relying on the Standing of Other Entities

	A Tenderer may enter a tender submission in the form of an individual, a partnership, or a limited company. Furthermore, each Tenderer is reminded that they may, if necessary, rely on the other available resources from connected or related legal entities, subject to board approval and subject to contract and condition of proof guarantee to rely on these resources for disposal when necessary. Failure to provide such satisfactory levels of evidence shall permit the Contracting Authority to disqualify any applicant from the tender process Ab initio.  A parent company guarantee with letter of reliance may be taken as evidence to confirm reliance of resources from a legally related or connected entity and may be accepted in order to satisfy the minimum levels of resources as indicated herein. Such evidence shall be supplied to the Contracting Authority, prior to the execution date limitation of each agreement.

	2.34 Anti-Competitive Conduct

	Tenderers attention is drawn to the Competition Act 2002 (as amended, the “2002 Act”). The 2002 Act makes it a criminal offence for Tenderers to collude on prices or terms in a public procurement competition.

	2.35 Publicity

	Tenderers shall not undertake (or permit to be undertaken) at any time, whether at this stage or after the award of the agreement, any publicity activity with any section of the media in relation to this tender/agreement 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 agreement.

	2.36 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 Contracting Authority.  Replacement personnel must be of equal or better standing than those of the personnel originally proposed in terms of qualifications and experience.

	2.37 Amendment of Tender Documentation

	Tenderers are prohibited from amending any text or content of forms or declarations or templates provided as part of this tender competition in their tender responses.  Where amendments have been identified the Contracting Authority may at its discretion eliminate the tenderer from further consideration.

	2.38 Tender Document Information

	While every effort has been made to provide comprehensive and accurate information in all notices and documents prepared for the purposes of this Competition, the Contracting Authority does not accept any liability or provide any express or implied warranty in respect of any such information. Tenderers must form their own conclusions about the solution needed to meet the requirements set out in this RFT and may wish to consult their legal advisers.




3 [bookmark: _Toc16594399]SECTION A – PASS/FAIL CRITERIA

Compliant Tenders 
Tenderers are required to complete and submit with their Tender Section A of the RFT
3.1 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: 
	€200,000

	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
	€13m

	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.



	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 two  (2) 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
	



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


[bookmark: _Toc16594400]SECTION B - WEIGHTED AWARD CRITERIA
Award Criteria
Framework contracts 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. 
	Reference
	Criterion
	Weighting
	Maximum
	Minimum

	A
	Selection of Retailer
	25%
	2,500
	1,500

	B
	Voucher Type and Functionality
	20%
	2,000
	1,200

	C
	Ordering Process and Distribution Methods

	20%
	2,000
	1,200

	D
	GDPR
	10%
	1,000
	600

	E
	Environmental & Sustainability
	5%
	500
	300

	F
	Ultimate Cost
	20%
	2,000
	-------






A more detailed breakdown of award criteria is given in 517 TRD MU Vouchers


	[bookmark: _Hlk103080949]
NOTE 1: Tenderers should ensure in their tenders that they provide detailed information in respect of all aspects of the contract award criteria as stated above.  This will enable the awarding authority to assess fully the extent of their offers.
Note 2: Tenders are required to respond to the above Award criteria with clearly labelled submission document(s) outlining in each case what criteria they are responding to.
1) Methodology for Calculating Scoring of Qualitative Criteria 
Scoring of the qualitative criteria will be based on an assessment of the full provision of the information provided in the relevant section of the Tender Response Document.

The following scoring system will be applied to each individual qualitative criterion: 

	Score
	Meaning
	Interpretation

	90 – 100%
	Outstanding  
	A very comprehensive response demonstrating extensive understanding offering full assurance to client – fully supported with no reservations

	80 – 89%
	Excellent    
	An excellent response demonstrating excellent understanding offering assurance to client – strongly supported

	70 – 79%
	Very good      
	A very good response demonstrating very good understanding offering assurance to client – fully supported

	60 – 69%
	Good             
	A good response demonstrating good understanding offering assurance to client – well supported

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

	Less than 50%
	Unacceptable 
	Response demonstrates limited understanding with limited or insufficient or no detail with a risk of non-delivery



Marks between the base lines outlined above can be awarded where responses so merit additional marks. 

2) Methodology for Calculating the Cost Score
The following formula will be applied to the cost score: 
The lowest cost tender that also meets all of the minimum requirements of the qualitative award criteria will receive the maximum score achievable under this criterion.  The scores of the other valid tenders will be calculated using the following formula:

	Lowest Cost from a Bona Fide Tender
	A

	Cost for the tender being evaluated
	B

	Maximum Points available for Cost
	2000

	Formula employed
	2000 x A
 B



3) Clarification of Abnormally Low Tenders 
In the event that the Contracting Authority considers the tender submission to be commercially unsustainable or otherwise problematic in light of 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 on the basis of it being considered abnormally low.
4) Clarification / Verification Meetings
Award of contract may be subject to attendance at a clarification and verification meeting. It would be essential that the key personnel assigned to this contract 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 in order to clarify any questions or queries regarding the tender offer. 
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 award of any contract. 
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