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[bookmark: _Toc379191086]Guidance Notes (“Guidance Notes”)
[bookmark: _Toc379191087][bookmark: _Ref413334318]	General Requests
Candidates are requested to complete the pro-forma Pre-Qualification Questionnaire as attached as fully as possible.  
Candidates are permitted to add additional lines to the pro-forma tables and boxes set out within the Pre-Qualification Questionnaire as required.
The information requested in the Pre-Qualification Questionnaire should be submitted in English and where copies of original documents are provided in languages other than English, a complete and accurate English translation must be provided or the documents will not be considered during the pre-qualification process.  In the event of any discrepancy or difference between various languages, the version in the English language will prevail.
All financial information should be denominated in Euro, except where financial information is being provided in a certified or audited supporting document such as a set of financial statements, in which case it is sufficient for the information to remain in its original currency.
Each part of the Pre-Qualification Questionnaire must be completed.  Do not leave any section blank.  If a Candidate considers a Part not relevant, it should be clearly marked “not relevant” and include the reason why this is stated.
Candidates are required to provide all of the details that they consider necessary to provide a sufficient response to each question or item set out in the Pre-Qualification Questionnaire.  It should be noted that the non-provision of any information requested, insufficient detail to adequately explain any part of the Pre-Qualification Submission, or any failure to comply with the express provisions of the Expression of Interest document or to supply the information sought in the Pre-Qualification Questionnaire may be considered grounds for exclusion from the competition.
Any reference to previous experience in the Pre-Qualification Questionnaire refers to experience previous to the date of issue of the Expression of Interest document.
[bookmark: _Toc379191088]
Pre-Qualification Questionnaire - Part A: Details about the Candidate
1. [bookmark: _Toc379191089][bookmark: _Ref413334985]	Candidate
Please provide details of the proposed Candidate.
	Name:
	

	Address:
	

	Registered Office (if different):
	

	Date of establishment:


	

	Telephone:
	

	Facsimile:
	

	Email Address:
	



[bookmark: _Toc379191090][bookmark: _Ref413335047]	Candidate’s Authorised Representative
Please provide details of the Candidate’s Authorised Representative.  
	Name:
	

	Telephone:
	

	Facsimile:
	

	Email Address:
	



[bookmark: _Toc379191091][bookmark: _Ref413335188]	Legal Form
Is the Candidate already a limited company or if not what is the legal form of the Candidate (e.g partnership, joint venture)?
	
	
	
	
	
	
	
	
	

	
	Already a Limited Company
	
	
	
	Other 
	
	
	

	
	(Please tick as appropriate)
	
	
	
	(Please tick as appropriate)
	
	
	


If the Candidate is a limited company, please provide the following information:
	Registered Number:
	

	Year of Incorporation:
	

	Issued Share Capital:
	

	Place of Registration:
	

	Memorandum of Association / Articles of Association:

	



If the Candidate is a not limited company, please provide equivalent information for the Candidate based on the Candidate’s legal form.

[bookmark: _Toc379191092][bookmark: _Ref413335328]	Reliance on Resources
Is the Candidate relying on the resources of entities with which it is directly or indirectly linked (including, for example, but not limited to, reliance on a parent company’s resources) for the purposes of proving its financial, economic and/or technical capacity, as set out in Section 5 (Submissions) of the Expression of Interest document?
	
	
	
	
	
	
	
	

	(Please tick as appropriate)
	Yes
	
	
	
	No
	
	

	If yes, Candidate must provide evidence satisfactory to RTÉ that it has available to it the resources of those entities.  For example, a written undertaking from such other entity confirming that it will provide the necessary support (including details of the resources which will be made available and the basis upon which those resources will be made available).  If sufficient evidence is not provided the Candidate will be evaluated based on its own financial, economic and technical standing.
	



	
	Tick if appropriate written evidence of support for financial and economic standing is enclosed

	Reference to where enclosed:

	
	Tick if appropriate written evidence of support for technical capacity is enclosed


	Reference to where enclosed:


[bookmark: _Toc379191093]
Pre-Qualification Questionnaire - Part B: Eligibility
Each Candidate must submit a statement to RTÉ in the form set out in this Part B (Eligibility) confirming it is eligible to participate in this tender process.

1. Any Candidate who has been the subject of a conviction by final judgment of which the contracting authority is aware for one or more of the reasons listed below shall be excluded from participation in a public contract:
participation in a criminal organisation, as defined in Article 2(1) of Council Joint Action 98/733/JHA (1);
corruption, as defined in Article 3 of the Council Act of 26 May 1997 and Article 3(1) of Council Joint Action 98/742/JHA respectively;
fraud within the meaning of Article 1 of the Convention relating to the protection of the financial interests of the European Communities;
money laundering, as defined in Article 1 of Council Directive 91/308/EEC of 10 June 1991 on prevention of the use of the financial system for the purpose of money laundering. 
Any economic operator may be excluded from participation in a contract where that economic operator:
is bankrupt or is being wound up, where his affairs are being administered by the court, where he has entered into an arrangement with creditors, where he has suspended business activities or is in any analogous situation arising from a similar procedure under national laws and regulations;
is the subject of proceedings for a declaration of bankruptcy, for an order for compulsory winding up or administration by the court or of an arrangement with creditors or of any other similar proceedings under national laws and regulations;
has been convicted by a judgment which has the force of res judicata in accordance with the legal provisions of the country of any offence concerning his professional conduct;
has been guilty of grave professional misconduct proven by any means which the contracting authorities can demonstrate; 
has not fulfilled obligations relating to the payment of social security contributions in accordance with the legal provisions of the country in which he is established or with those of the country of the contracting authority;
has not fulfilled obligations relating to the payment of taxes in accordance with the legal provisions of the country in which he is established or with those of the country of the contracting authority;
is guilty of serious misrepresentation in supplying the information required under this Pre-Qualification Questionnaire or has not supplied such information.


Declaration Eligibility (Evidence)
The following declaration must be completed and signed by an authorised representative of the Candidate.

	Declaration
I ……………………………………………  (Name)
of ……………………………………………………. (Candidate name)
hereby declare that none of the grounds for exclusion listed above applies to …………………………………………. (Candidate’s name). I declare that I have taken all reasonable measures to confirm that this information provided in this Declaration is true and accurate as of this date.

Declaration by 	…………………………………..
Date		……………………………..……
Witnessed by 	…………………………………..





[bookmark: _Toc379191094]
Pre-Qualification Questionnaire - Part C: Financial and Economic Standing of the Candidate
[bookmark: _Toc379191097][bookmark: _Ref413335688]	Insurance
Please provide details of the Candidate’s insurance provider/broker and a letter from them (from within the past six months) confirming that the cover set out in Section 5.1(c) of the Expression of Interest document is in place.
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[bookmark: _Toc379191098]Pre-Qualification Questionnaire - Part D: Technical Capability of the Candidate
1. [bookmark: _Toc379191099][bookmark: _Ref413335719]	Relevant Experience and Track Record
Please provide details of the relevant experience in the previous four years of the Candidate in performing services or providing products similar in size, nature and complexity as those required by the Specifications.
The table set out below should be completed for each individual project and additional supporting documents appended where the Candidate believes this to be necessary.  Candidates are restricted to a maximum of two referenced projects in total.
	Project Name:
	

	Client Name:
	

	Project Description:
	

	Description of the services performed/products provided:
(approximately 500 words)
	

	Contract Value (€M):
	

	Dates of Involvement:
	

	Current Status of Project:
	

	Name and Contact Details of Client Referee (email and telephone):
	



[bookmark: _Toc379191100][bookmark: _Ref413334813]	Education and Professional Qualification of Key Personnel for the Candidates
Please provide CV’s or biographical details (up to one page for each staff member) to allow RTÉ assess the Candidates (Company, partnership etc) ability to provide such a project, services or products.  A later assessment may be made at the award criteria stage (if deemed appropriate by RTÉ) when the final Tender (proposal) is fully understood and the competence of individuals proposed by the Candidates will in RTÉ opinion effect the overall economic performance of the Tender (proposal). 
Key personnel should be included are [managerial, technical, specialist etc].


[bookmark: _Toc379191103][bookmark: _Ref413335297]	Quality Assurance
Internal Quality Assurance Procedures
Candidates are required to provide details of their internal quality assurance policies and procedures including such documents as Standard Operating Procedures, training manuals, inductions, handbooks etc.  .
	





External Quality Assurance and Accreditation
Candidates are required to provide details of external assurance (e.g. audits, evaluations etc.), accreditation body and validity period.
	





[bookmark: _Toc379191104][bookmark: WDXCurrentTOCPos][bookmark: _Ref414174859]	Health, Safety and Welfare at Work (“HS&W”) Assurance
Internal HS&W Assurance Procedures
Candidates are required to provide details of internal HS&W assurance procedures including such documents as Safety Statements, sample risk assessments, H&S training log, evidence of Accident/Incident log etc.
	





External HS&W Assurance Procedures
Candidates are required to provide details of external HS&W assurance accreditation (e.g. audits, evaluations etc.), accreditation body and validity period. 
	





6 
Trust, Safety, Data Protection and Compliance
Candidates are required to provide details of their
-ability to conduct GDPR-compliant data handling, consent management and transparency 
-Experience operating consumer-facing platforms within Irish and EU regulatory frameworks
-Effective moderation processes to prevent offensive, harmful, or inappropriate user identifiers or behaviour
Experience serving family, youth, or general public audiences in a safe and responsible manner
	





7 Commercial and Reporting: 
Candidates are required to provide details of their
-ability to create and maintain commercially valuable environments
-reporting and data analytics capabilities
	





[bookmark: _Toc379191105]Pre-Qualification Questionnaire - Part E: Confirmations and Acknowledgements
We confirm that the representative named in Part A2 (Candidate’s Authorised Representative) of this Pre-Qualification Questionnaire is authorised to act as agent and principal contact for the Candidate in dealings with RTÉ in relation to the Project.
We confirm that the replies to the Pre-Qualification Questionnaire are true accurate and valid as to their content.
We understand and accept that the provision of false or misleading information or the omission of information could result in the exclusion of the Candidate from the procurement process or rejection of our Submission.  
We confirm that we agree to and accept the requirements, terms and conditions set out in the Expression of Interest document and this Pre-Qualification Questionnaire.

	Signature:
	

	Name:
	

	Title:
	

	On behalf of:
Candidate
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