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Provision of Executive Search Recruitment Services

(HIQA Ref: HR-114)

Tender Response Document



	Please insert Tenderer Name below

	






	CONTENTS - Qualification/Selection Criteria  (PASS/FAIL)

	

	MANDATORY

	Standard Tenderer Information

	RFT Appendix 3 - Tenderers Statement

	RFT Appendix 4 - Declaration of Personal Circumstances

	

	RFT 3.1 - Complaint Tenders (MANDATORY)

	
	ESPD / eESPD

	RFT 3.2 - Selection Criteria (PASS/FAIL)

	3.2. A
	Economic and Financial Standing

	3.2. B 
	Technical and Professional Ability




	
CONTENTS - Qualitative Award Criteria
	

	
	Element
	Max Marks Available 

	A. 
	Experience of the Proposed Team, CVs.
	350

	B. 
	Methodology & Contract Management
	400

	C. 
	Cost
	250







	MANDATORY -  STANDARD TENDERER INFORMATION



	Full Legal Name of Tenderer (Firm)
	Click here and insert details

	Registered Company Address
	Click here and insert details

	
	[bookmark: Text1]Click here and insert details

	
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details

	Legal Status (if any)
(e.g. Partnership, LLP, Sole Trader etc)
	Click here and insert details




	TENDER LEAD

	Contact Name for this Tender
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details





	SECTION A 3. 

	RFT Appendix 3 – Tenderers Statement

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.




	SECTION A 4. 

	RFT Appendix 4 - Declaration of Personal Circumstances

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.






	RFT 3.1 – Complaint Tenders  

	ESPD / eESPD

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Must be completed and attached to your response.





	RFT 3.2 A Economic and Financial Standing

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	1. Tenderers must submit a letter of good standing from their principal bank (letter must be dated within 3 months of response deadline) OR a copy of their latest audited accounts or equivalent


	Tenderers’ Response

	Please attach to your response.




	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	2. Tenderers must submit their current tax clearance details.

	Tenderers’ Response

		Tax Reference Number 
	Click here and insert details

	Tax Clearance Access Number (TCAN)
	Click here and insert details








	RFT 3.2 B - Technical and Professional Ability

	1. PREVIOUS EXPERIENCE 

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Tenderers must demonstrate a verifiable track record of successfully sourcing, engaging and placing candidates at the Chief Executive Officer level by detailing three (3) contracts within the last five (5) years of a similar nature, scale and scope to those sought by this RFT. 

Responses must demonstrate a mixture of both private and public sector contract examples.

Tenderers must ensure that they provide sufficient information to allow the Contracting Authority to judge the similarity of services to the Services required by this RFT.




	PREVIOUS PROJECT/CONTRACT #1



	Name of Project/Contract
	

	Client/Contracting Authority
	

	Public or Private Sector?
	

	Contract Description/ Nature of service
	

	Contract Duration (Start/Finish)
	

	Value (approximate) of the contract
	

	Outcome/results delivered/achieved
	

	Role of the Tenderer in performing the contract
	

	How you consider this contract comparable with the requirements of HIQA in this instance.
	

	Confirmation that the Services were successfully delivered
	

	Name of Client Referee & position within organisation 
	

	Address of Client Referee
	

	Telephone of Client Referee
	

	Email Address of Client Referee
	




	PREVIOUS PROJECT/CONTRACT #2



	Name of Project/Contract
	

	Client/Contracting Authority
	

	Public or Private Sector?
	

	Contract Description/ Nature of service
	

	Contract Duration (Start/Finish)
	

	Value (approximate) of the contract
	

	Outcome/results delivered/achieved
	

	Role of the Tenderer in performing the contract
	

	How you consider this contract comparable with the requirements of HIQA in this instance.
	

	Confirmation that the Services were successfully delivered
	

	Name of Client Referee & position within organisation 
	

	Address of Client Referee
	

	Telephone of Client Referee
	

	Email Address of Client Referee
	










	PREVIOUS PROJECT/CONTRACT #3



	Name of Project/Contract
	

	Client/Contracting Authority
	

	Public or Private Sector?
	

	Contract Description/ Nature of service
	

	Contract Duration (Start/Finish)
	

	Value (approximate) of the contract
	

	Outcome/results delivered/achieved
	

	Role of the Tenderer in performing the contract
	

	How you consider this contract comparable with the requirements of HIQA in this instance.
	

	Confirmation that the Services were successfully delivered
	

	Name of Client Referee & position within organisation 
	

	Address of Client Referee
	

	Telephone of Client Referee
	

	Email Address of Client Referee
	








	RFT 3.3 - Award Criteria 

	

Award Criteria A. Experience of the Proposed Team, CVs.



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	The Executive Search Services provider must nominate a dedicated executive search team for the duration of the contract. Tenderers shall identify the proposed team members and their respective roles and responsibilities in delivering the Services. The proposed team shall collectively demonstrate significant experience in the delivery of executive search assignments for senior leadership and/or CEO positions, including experience within complex, regulated and/or public sector environments. Each member of this proposed executive search team shall be considered Key Personnel. 

The search team shall demonstrate relevant experience in delivering executive search assignments for senior leadership and/or CEO positions within complex, highly regulated and/or public sector environments. 

1. Tenderers shall provide an organisational chart identifying the structure of the organisation and the reporting relationships, roles and responsibilities of the proposed executive search team.

2. Tenderers shall identify the Lead Executive Search Consultant who will act as the primary contact for HIQA throughout the duration of the contract. 

3. Tenderers shall complete the biographical template for each proposed team members, clearly outlining:
· Relevant qualifications
· Professional experience 
· Executive search expertise
· Experience of Senior Leadership and/or CEO appointments 
· Experience relevant to the requirements of this competition





	






Tenderers’ Response




	





YE OFEA PR
	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Please list the Key Personnel who you propose will be directly involved in delivering the required services – no more than four staff 


	Name
	Job Title
	Proposed Role

	Click here and insert name
	Click here and insert Job Title
	

	Click here and insert name
	Click here and insert Job Title
	

	Click here and insert name
	Click here and insert Job Title
	

	Click here and insert name
	Click here and insert Job Title
	



ANCE OFEA PROPOSEDLITY OF APPROACH TO SERVICE DE




	
BIOGRAPHICAL SUMMARY TEMPLATE 



	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	This template should be completed for each of the Key Personnel who you propose will be directly involved in delivering the required Services




	SUMMARY DETAILS

	Name
	Click here and insert response

	Position 
	Click here and insert response

	Role 
	

	# of Years in Industry
	Click here and insert response

	EDUCATIONAL & PROFESSIONAL QUALIFICATIONS

	Description of Qualification
	Year Obtained 
	Accreditation Body

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	EMPLOYMENT RECORD

	Employer 
	Period
	Position and Key Expertise

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	KNOWLEDGE & EXPERIENCE

	Please describe (in no more than 200 words) this individuals specialist knowledge and expertise

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	We are seeking to establish if this individual has the knowledge and expertise to deliver the services required.

	Click here and insert response

	MEASURABLE ACCOMPLISHMENTS

	Please describe (in no more than 200 words) this individuals measurable accomplishments

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	We are seeking to establish what are the relevant achievements of this individual and how have these achievements been measured

	Click here and insert response



SEDLITY OF APPROACH & RELEV


	

Award Criteria B – Methodology & Contract Management

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	1. Methodology

· Provide clear, comprehensive and consistent details of your proposed approach and methodology for the provision of the services required by this RFT.
· Demonstrate an understanding of the HIQAs requirements by way of insight into the Public Sector recruitment process
· Demonstrate a clear understanding of issues that may arise in respect of the provision of requirements, outline these issues and describe your approach to the management of such issues.


2. Contract Management: 

Lead Executive Search Consultant
The Executive Search Services Provider must nominate a dedicated Lead Executive Search Consultant who will act as the primary contact for HIQA throughout the duration of this contract. They will have responsibility for the overall management and successful delivery of the executive search assignment and shall:

· Act as a primary liaison between HIQA and the Executive Search Services Provider
· Maintain a comprehensive understanding of HIQA, the role requirements and the agreed search strategy
· Provide regular progress updates to HIQA throughout the recruitment process, including updates on candidate identification, engagement and assessment activities
· Attend review meetings with HIQA either in person or virtually, as required by HIQA
· Ensure the efficient and effective delivery of Services and proactively address any issues risks or concerns arising in a timely manager during the assignment
· Ensure candidate communications are managed professionally and in accordance with the agreed recruitment process
· Respond to HIQA queries in a timely manner and within the agreed service levels 
· Coordinate the activities of the Executive Search team and ensure the continuity of service throughout the contract period

No change shall be made to the identity of the dedicated Lead Executive Search Consultant without the prior written consent of HIQA, except where such change is beyond the reasonable control of the Executive Search Services Provider. Where HIQA is dissatisfied with the performance of the Lead Executive Search Consultant, HIQA reserves the right to require the Executive Search Services Provider to nominate a suitable qualified replacement, subject to HIQA’s approval.



	



Tenderers’ Response




	
































CE OFEA PR

ANCE OFEA PROPOSEDLITY OF APPROACH TO SERVICE DE

SEDLITY OF APPROACH TO SERVICE DE



	

Award Criteria C. Costs 
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	All prices quoted must be all-inclusive (i.e. including but not being limited to printing, photocopying, reports, shipping, packaging, delivery, ancillary costs, travel costs and all other costs/expenses} and shall be that amount which is necessary to carry out all of the work required to satisfy the requirements set out in this RFT, be expressed in Euro only and be exclusive of VAT. 
The costs are fixed for the duration of the Services Contract and the additional daily rate will apply to any additional services the Contracting Authority may require outside of the Services in scope of the fixed cost.
For costing purposes, the anticipated salary range for this role is €171,571 to €221,451. For evaluation purposes, a salary of €221,451 should be assumed.






	Item
	Description 
	Price €
(Ex. VAT) 
	VAT Rate Applicable %
	Price 
(Incl. VAT) 

	1. 
	Total cost of delivery of services required by this RFT. (Including but not limited to; advertising, sourcing, shortlisting, interview process management, psychometric testing/other testing methodologies agreed with HIQA, reports, debrief meetings.)
	
	
	

	1. 
	Additional daily rate if required
	
	
	

	1. 
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	 Please provide a detailed breakdown of activities covered in the above total cost figure.

	

Tenderers
Response
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