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OPEN PROCEDURE
REQUEST FOR TENDER FOR A CONTRACT
RECOMMENDED FOR BELOW EU THRESHOLD ONLY
	Scope of Contract
	Provision of Catering Services for Summit of Mayor Conference 2026 and Networking dinner 

	Procedure
	Open Procedure – National Level

	Key Dates

	Issue Date
	3 July 2026

	Closing Date for Queries
	10am (Local Time) Thursday 16 July 2026

	Closing Date for Tender Submissions
	10am (Local Time) Thursday 23 July 2026

	Contact for Queries
	Messaging facility on www.etenders.gov.ie

	Format for submission of tenders
	Via www.etenders.gov.ie only

	Please note that information relating to this Request for Tender, 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 the Contracting Authority accepts no responsibility for information relayed (or not relayed) via third parties.

	Please note that the Contracting Authority has supplied a Tender Response Document (and where relevant a separate pricing document) which must be used in the tender response.  The documents should be uploaded as a Zip file on eTenders to protect the integrity of file names. 
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[bookmark: _Toc985280308]ABOUT THE CONTRACTING AUTHORITY
[bookmark: _Toc286897694]The Contracting Authority
Cork City Council, herein after referred to as the Contracting Authority, is the authority responsible for this procurement. 
Cork City Council is the Local Authority for the administrative of Cork City. Cork is located in the south-west of Ireland, in the province of Munster, since an extension to the city's boundary in 2019, the city area increased from 39 km² to 187 km², and the population within the city bounds increased from 125,000 to 210,000.  Cork City Councils significant economic advantages include Cork Port, fast access to rail, road, and power and telecommunications infrastructure.   
Local Authorities are the closest and most accessible form of Government to citizens. They have responsibility for delivery of a wide range of services in their local area with a focus on making cities, towns and countryside attractive places to live, work and invest. These services generally include housing; planning; infrastructure; environmental protection; and the provision of recreation and amenities and community infrastructure. Local Authorities also play a key role in supporting economic development and enterprise at a local level.
Further information is available at our corporate website www.corkcity.ie  
[bookmark: _Toc1432190321]Disclaimer 
This Request for Tenders (RFT) document issued herewith (“the Document”) is for information only and does not constitute, and shall not be interpreted as, an offer for sale, prospectus, or the basis of a contract.
Tenderers are recommended to read the documents thoroughly. While all reasonable steps have been taken to ensure that the information set out in the Document is accurate and up to date, no representation or warranty, express or implied, is or will be made or given in relation to the accuracy or the completeness of any information contained in the Document or otherwise provided by or on behalf of the Contracting Authority (in writing or otherwise) to any interested party or its advisers. No responsibility or liability for any loss or damage arising as a result of reliance on these documents, or for the information contained in these documents or for any omission is or will be accepted by the Contracting Authority or by any of its officers, employees, agents or professional advisers. No officer, employee, agent, or professional adviser of the company has any authority to give or make any representation or warranty, express or implied, in relation to such information. The Contracting Authority’s officers, employees, agents, and professional advisers expressly disclaim any and all liability arising out of such documentation or information and any errors or omissions in or from the documents and information. 
The Contracting Authority reserves the right to discontinue the procurement process at any time.
[bookmark: _Toc288298980]Use of eTenders
[bookmark: _Hlk178327290]Please note that information relating to this Request for Tender, 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 the Contracting Authority accepts no responsibility for information relayed (or not relayed) via third parties.  In order to submit a response, it is mandatory to have ASSOCIATED your company with the competition using the eTenders log in.
[bookmark: _Toc936795226]Use of a Tender Response Document
[bookmark: _Hlk178327309]The Contracting Authority have provided a Tender Response Document (TRD) as a separate document for tenderers to use in preparing their response to this tender. This document and format must be used. Tenderers should note that personalisation of the TRD is not allowed, and they must not add their branding/colours to the TRD.
[bookmark: _Hlk182233250]Please note that in addition to this RFT and the TRD, the following documents form part of the tender documentation:
· Appendix 1 – Contract Terms and Conditions 
· Any Clarification documents issued by the Contracting Authority during the tender submission period. Tenderers must ensure they regularly monitor eTenders and review any Clarification documents published.
It is recommended to upload your response as a Zip file in order to protect the integrity of file names.
[bookmark: _Toc490402517][bookmark: _Toc1283633181]Small and Medium Enterprise Participation
It is the policy of the Contracting Authority to promote participation by Small and Medium Enterprises (SMEs) on a fair and equal basis. 
SMEs are encouraged to explore the possibilities of forming relationships with other SMEs or with larger enterprises to meet the financial, economic or technical capacity requirements of the competition, if required. 
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 to enter the contract. 
Tenderers are reminded that they may rely on the resources of other entities 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.  Relevant information relates to where a tenderer is relying on the resources to qualify (e.g. turnover, personnel, previous experience) and/or to deliver the contract.   The consortium must appoint a single point of contact 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.


[bookmark: _Toc925277212]OVERVIEW OF THE REQUIREMENT
[bookmark: _Toc1645880034]High Level Scope 
Cork City Council is seeking the Supply of Catering Services for W.H.O Summit of Mayors  2026 and Networking Event, October 5 and October 6 2026
The Cork Summit on Climate & Health will bring together mayors, policymakers, experts and communities from across Europe to ascertain a values approach to engage in dialogue, discussion, site visits and workshops to address the growing health impacts of climate change.  As an official event of Ireland’s Presidency of the Council of the European Union, it will place community at the heart of the proceedings to translate high-level scientific evidence and recommendations into practical locally relevant action.   EMD 2025 will take place in the City Hall, Cork on May 22 and 23 2025.
Set-up will take place in selected site from Sunday 4 October 2026
The associated networking event will take place at a location in the city on the evening of Monday 5 October. Details of the event can be found at: WHO Summit of Mayors - Cork City Council
[image: ]
[bookmark: _Toc67426645][bookmark: _Toc67426646][bookmark: _Toc67039816][bookmark: _Toc67426647][bookmark: _Toc487559282][bookmark: _Toc823217314]Anticipated Timeline
The following indicative timeline is envisaged for this procurement: 
	Issue RFT
	As specified on title page

	Closing date for Queries
	As specified on title page

	Dates for Site Visit (if applicable)
	n/a

	Closing date for Receipt of Tenders
	As specified on title page



The dates provided above are estimates at the time of publication of the Request for Tender.   The Contracting Authority will endeavour to run the process to this timetable, but this cannot be guaranteed. 
[bookmark: _Toc408349252][bookmark: _Hlk490555739]Termination of Contract 
The Contracting Authority reserves the right at its sole discretion to terminate any contract where, due to matters outside its control, including but not limited to, increased costs arising from any changes in the Customs Union, which render the commercial arrangement uncompetitive. Termination of any Contract will be carried out in accordance with the Terms and Conditions of the relevant contract.
[bookmark: _Toc2007188958]Compliance with the Terms and Conditions 
Award of contract will be subject to the successful tenderer agreeing to the Contract Terms and Conditions as appended at the relevant Appendix.
Tenderers are required to review these terms and conditions and indicate their acceptance thereof as part of their tender submission. Any reservation with regard to these terms should be submitted as a query in accordance with the procedure described in the Instructions to Tenderers (Section 6) of this document. 
[bookmark: _Toc11756169]Award to Runner Up 
If for any reason, it is not possible to award the contract to the designated successful tenderer emerging from this competitive process, or if having awarded a contract, the successful tenderer fails to deliver the contract in accordance with the terms and conditions, the Contracting Authority reserves the right to award the contract to the next highest scoring tenderer based on the terms advertised at any time during the tender validity period. This shall be without prejudice to the right of the Contracting Authority to cancel this competitive process and/or initiate a new contract award procedure at its sole discretion.

[bookmark: _Toc2051120369]DETAILED SPECIFICATION OF REQUIREMENTS
The Contracting Authority invites tenders for the award of a contract as specified hereunder. 
[bookmark: _Toc1524195473]Specification
The objective of this invitation to tender is to secure a suitably experienced and qualified catering company to provide catering services for the A. Summit of Mayor, Cork City 2026 Conference and B. the associated networking event. 
The conference will be held at City Hall, Cork, with an anticipated number in attendance of approximately 300 on day 1 and similar numbers on day 2. It is anticipated that City Hall Concert Hall and Millenium Hall that will facilitate networking activities and catering spaces and that the lunch may be a standing buffet delivered on site. 
The evening networking event will be hosted at a location close to the City Centre to be confirmed.  It is anticipated to attract up to 300 maximum people. 
Note the final numbers of attendee are to be confirmed and subject to change. Times below are subject to change. The winning supplier will be required to engage in an on-site meeting, provisionally set for the week of 17th August, or another date to be agreed with the contractor on successful awarding of the tender. The catering services required are as follows:
	[bookmark: _Toc182394671]A. Summit of Mayors  – CITY HALL, CORK 

	MONDAY 5 OCTOBER MAY 2026 - max 300 pax 

	08.30 - 09.30 Registration & Welcome Coffee 
	Tea/Coffee & Scones/Danish pastries or similar, fruit 

	11.30 - 12.00 
Networking Break/Coffee 
	Tea/Coffee & Biscuits or similar 

	13.15 – 14.30 Networking Lunch 
	Buffet Standing Lunch 

	TUESDAY 6 OCTOBER 2026 – max 300 pax

	09.00 - 09.30 Welcome Coffee 
	Tea/Coffee & Scones/Danish pastries or similar, fruit 

	10.30 - 11.00 Networking Break 
	Tea/Coffee & Biscuits or similar 

	12.30 - 13.30 Farewell lunch 
	Buffet Standing Lunch 

	14.30 - 15.00 
Networking Break/Coffee 
	Tea/Coffee & Biscuits to be available for delegates at a manned station 




	B. *NETWORKING EVENT *Venue to be confirmed 

	MONDAY 5 OCTOBER 2026 – max 300 pax

	From 18.30 
	Wine, water & soft drinks to be served. Estimate ½ bottle per person.  Note to be charged on consumption only. 

	19.00 
	Networking Dinner 

	21.00 
	Networking Dinner ends 

	From 21.30 
	Fully cleaned and catering waste removed for the space to be set up for the following day. 


*The final location for the networking event is subject to confirmation. 

Please note that Cork City Council reserves the right to award for some, one or all parts of the contract (Part A and/or B). 
Sample Menu options for each event must be provided 
General Requirements – Conference (A) 
Provide water for delegates all day, preference should be given to water fountains instead of bottled water (even in glass bottles). 
· Catering services will need to take into account environmental and sustainability considerations, as best as possible. This should include: 
· Be plastic-free conference and minimise/eliminate single use goods. 
· Use no plastic cups, glasses, dishes, cutlery for catering and coffee breaks. 
· Use seasonal, local and if possible organic products where possible. 
· Include vegetarian/vegan and fish options. 

· It is the responsibility of the catering services provider to remove all catering related waste. The company should put an appropriate waste management strategy for dealing with leftover food, separation and recovery of packaging waste etc in place. 
· The lunch should consider the following: 
· Be suitable for a standing buffet and quick turnaround. 
· All produce should be Irish and local where possible 
· Fruit bowls/Light dessert option should be included 
· Vegetarian/vegan and fish options should be included 
· Tea/Coffee/Water/Fruit Juice should be included 
· Provide meals for those with special dietary requirements (e.g. gluten free). 

· Cutlery, crockery, glassware, serving dishes, tablecloths, napkins etc. will require to be supplied by the successful tenderer, as required.
· A small quantity of more traditional cutlery, crockery, glassware will be required for VIP room with ongoing service throughout the day
· The successful catering tenderer will be required to set up the pod tables/trestle table and this should be factored into the successful tenderer’s submission.
· Supply of Pod/trestle tables should be included as an optional cost line.   
· General spot cleaning between service will be required. 

Kitchen facilities Cork City Hall: 
There are limited food preparation facilities on site at Cork City Hall. Food will be required to be prepared offsite and transported to City Hall where it may only be prepared for service. 
The kitchen is located adjacent to the Concert Hall and has the following facilities: 
Kitchen dimensions 	37 ft. X 18 ft. 
Kitchen facilities:	Hot & Cold water 
Stainless Steel sink 
4 no stainless-steel tables 
3 phase and single phase power
Handwash sink
Parking adjacent
Staff bathroom
No mechanical ventilation 

General Requirements – Networking Event (B)
· There will be no food preparations facilities at the networking venue. Food will be required to be prepared offsite and transported to the venue where it may only be prepared for service.   
· There will be no running water for catering so all dirty delph and cutlery will need to be removed to be cleaned. 
· Costings should include buffet options with at least one but not limited to 1 x Meat, 1 x Vegetarian and 1 x Fish, Mini Desserts as well as Tea/Coffee 
· Cutlery, crockery, glassware, serving dishes, tablecloths, napkins etc. will require to be supplied, as required.
· The successful catering tenderer will be required to set up the pod tables/trestle table and this should be factored into the successful tenderer’s submission. 
· Supply of Pod/trestle tables should be included as an optional cost line.   
· It is the responsibility of the catering services provider to remove all catering related waste. The company should put an appropriate waste management strategy for dealing with leftover food, separation and recovery of packaging waste etc in place. 
· The appointed catering company should meet green aspects of the conference including: 
· Be plastic-free conference and minimise/eliminate single use goods. 
· Use no plastic cups, glasses, dishes, cutlery for catering. 
· Use seasonal, local and if possible organic products where possible. 
· Include vegetarian and fish food. 
· Preference should be given to water fountains instead of bottled water (even in glass bottles). 
· The contractor should be able to provide meals for those with special dietary requirements (e.g. gluten free). 
· The contractor should be able to provide staff for management of bar services for the duration of the networking event
· The space should be fully cleaned and catering waste removed following the event. 

NOTE: 
· The networking event may include collaboration with one of our partners who may provide a tasting display on the evening or input into the menu.
· Site meetings will be held in advance of the event in which the successful tenderer would be expected to attend. Locations are subject to change with the dynamics of this event. 
· The appointed contractor will be required to provide signage explaining dish compositions, including main ingredients, origin of produce and allergens. 

[bookmark: _Toc1196720198]Details of Options 
n/a
[bookmark: _Toc67426655][bookmark: _Toc67039821][bookmark: _Toc67426656][bookmark: _Toc839024594][bookmark: _Hlk199058970]Site Visits
n/a
[bookmark: _Toc198923680][bookmark: _Toc198923681][bookmark: _Toc198923682][bookmark: _Toc1269157486]Duration
As per 2.1
[bookmark: _Toc67426658][bookmark: _Toc1270180681]Indicative budget 
n/a
[bookmark: _Toc67039824][bookmark: _Toc67426660][bookmark: _Toc1997882512]Contract Management
The Contracting Authority requires tenderers to nominate a dedicated contract manager who will act as the main point of contact for the duration of the contract.  This person shall have the authority to deal with all matters in relation to contracts and be responsible for the satisfactory delivery of the services required.  The duties of the contract manager will include the following:
· Overall responsibility for a good working relationship with the Contracting Authority;
· Provide regular reports on performance as agreed with the Contracting Authority; 
· [bookmark: _Hlk199059050]Meet as and when required to review and examine performance in adherence to an agreed Service Level Agreement and Key Performance Indicators (KPIs);
· Deal with disputes, complaints or concerns that cannot be adequately resolved;   
· Proactively discuss with the Contracting Authority ways of improving efficiency regarding service delivery in general and providing suggestions for improvement and cost savings.
[bookmark: _Hlk67427310][bookmark: _Toc67039827]NOTE: Tenderers will note that contract management activities will be non-billable.   

[bookmark: _Toc284056134]SELECTION CRITERIA
The Contracting Authority is using the open procedure for the award of this contract, therefore, while all interested parties may submit a tender, only those demonstrating that they have the required level of financial and technical capacity will have their tender considered. In order to demonstrate a tenderers’ qualifications, tenderers are required to provide the information set out below in the Tender Response Document (TRD) which is based on a self-declaration model, however tenderers are required to provide the minimum information required.  
[bookmark: _Toc1211095597]Use of the European Single Procurement Document
In accordance with Directive 2014/24/EU, tenderers may have compiled a European Single Procurement Document (ESPD), either electronically via the eESPD on eTenders or as a separate uploaded attachment with the tender response, which will be accepted as evidence of compliance with Section 4.3 on condition that all information self-declared will be provided promptly on request at any time prior to an award decision.      
[bookmark: _Toc1444613304]Relying on the Standing of Other Entities
Small and Medium Enterprises (SMEs) are encouraged to explore the possibilities of forming relationships with other SMEs or with larger enterprises to meet the financial, economic or technical capacity requirements of the competition, if required. 
Tenderers are reminded that they may rely on the resources of other entities 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 point of contact 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.
[bookmark: _Toc1400330775]	General, Legal and Financial Requirements
Tenderers are required to provide information on the following in the Tender Response Document.   The criteria and rules outlined below are assessed on a pass/fail basis.  Failure to comply with the requirements will result in your tender being considered inadmissible. 


	General Information

	Provide contact and general information on the tendering organisation - company name, address and contact details for individual responsible for this tender and company overview as well as information on sub-contractors and/or consortium members if applicable.


	Declarations

	· Complete the Declaration of Bona Fides as per Art. 57 of Directive 2014/24/EU as implemented by SI 2814 of May 2016 as contained in the Tender Response Document.         
· Complete the Declaration regarding compliance with relevant statutory obligations as contained in the Tender Response Document. Where tenderers are established and operating outside of Ireland compliance with equivalent legislation as applicable in the country of establishment / operation is required. 
· Complete a  European Single Procurement Document (ESPD), either electronically via the eESPD on eTenders or as a separate uploaded attachment with the tender response will be accepted as evidence of compliance. 
· Complete the Declaration regarding the International Procurement Instrument (2022/1031) and article 5K of Regulation 2022/576 on restrictive measures in the Context of Russian Actions in the Ukraine.
· The Contracting Authority may decide to examine tenders before verifying the absence of exclusion grounds in Regulation 57 of the regulations (the “Exclusion Grounds”) and the fulfilment of the Selection Criteria. 
However, notwithstanding anything contrary in this part, The Contracting Authority reserves the right to ask Tenderers at any moment during the Competition to submit any of the following for the purposes of verification of the status of the tenderer (including Prime Contractor and any Subcontractor).
(i) information concerning the Tenderer, and any proposed subcontractors, for the purposes of Regulation (EU) No 833/2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same) including, but not limited to, in respect of natural persons, copies of identity documents and, in respect of legal persons, a certificate or extract from the commercial register or other competent authority of the country in which the legal person is established.
(ii) and information concerning the origin of goods, if any, for the purposes of assessing compliance with Regulation (EU) No 833/2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same). 
· If a Tenderer does not, upon request by the Contracting Authority, provide evidence which is considered by the Contracting Authority as sufficient to demonstrate (i) its fulfilment of the Selection Criteria (or any one of them) in accordance with this RFT and (ii) the absence of Exclusion Grounds, or its reliability despite the existence of a relevant Exclusion Ground and (iii) that it does not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576) and (iv) that the origin of goods, if any, are not subject to the prohibitions set out in Regulation (EU) No 833/2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same) then it shall be excluded from further participation in this Competition.
· If a Tenderer does not, upon request by the Contracting Authority, provide evidence which is considered by the Contracting Authority as sufficient to demonstrate (i) the fulfilment by any Subcontractor on whose capacity the Prime Contractor relies of the Selection Criteria (or any one of them) in accordance with this RFT and (ii) the absence of Exclusion Grounds in respect of any Subcontractor, or the reliability of any Subcontractor despite the existence of a relevant Exclusion Ground and (iii) that any proposed Subcontractor on whose capacity the Tenderer relies (where the value of that subcontract exceeds 10% of the value of the Services Contract) does not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576) then, it shall be excluded from further participation in this Competition unless it replaces the Subcontractor with one which meets all relevant requirements of this RFT.	

	Tax compliance, Financial Capacity and Insurances

	Tax
	Confirmation that the tenderer / all parties associated with the tenderer are fully tax compliant in accordance with the rules of the Irish Revenue Commissioners and in their country of establishment.

	Financial Standing
	(a) Confirmation that the tendering party turnover exceeded €250,000 during two of the last three years or pro-rata if more recently established firms are tendering – however the firm must have been in existence for at least 6 months.

(b) Confirmation of financial standing ensuring the tendering party has the financial capacity to pay its debts identified on the current statement of assets and liabilities as being the debts as they fall due.

Evidence of both statements will be required prior to the award of any contract.

	Insurance
	Confirmation of the following insurances being in place: 
· Employer’s Liability - €13 million
· Public Liability - €6.5 million 
· Product Liability - €6.5 million




[bookmark: _Toc67039833][bookmark: _Toc67426666][bookmark: _Toc67039834][bookmark: _Toc67426667][bookmark: _Toc67039835][bookmark: _Toc67426668][bookmark: _Toc67039836][bookmark: _Toc67426669][bookmark: _Toc67039837][bookmark: _Toc67426670][bookmark: _Toc1988847802]Technical Capacity Requirements
Tenderers are required to provide information on the following in the Tender Response Document.   The criteria and rules outlined below are assessed on a pass/fail basis.  Failure to comply with the requirements will result in your tender being considered inadmissible. 
	Previous Contracts / Experience

	Tenderers are required to provide information in the Tender Response Document. The criteria and rules outlined below are assessed on a pass/fail basis. Failure to comply with the requirements will result in your tender being considered inadmissible. 


	Personnel and Skills 

	Tenderers must provide information which demonstrates access to the minimum number of skilled personnel as indicated below and outlined in the TRD. 
· Provide a company profile and resources available including CVs of the contract manager and person responsible for health and safety. 
· Provide Organisation Chart


	Skillset Required
	Minimum Number

	Contract Manager
	1

	Health and Safety Manager
	1

	Previous Contracts / Experience

	Tenderers must provide information clearly demonstrating successful delivery of 3 previous comparable contracts / experience, involving the following features: 
· Provision of end-to-end services i.e. set up, delivery and takedown including provision of catering equipment and staffing etc. 
· Limited catering facilities on site 
· Fast service required 
*At least two previous contracts much be a conference in excess of 300 delegates. 
Details to include:- 
· Client Name 
· Contact Details 
· Description of Services Provided 
· Relevance of this example to the current requirement 
· Duration of Contract 
· Approx Contract Value 

	Health & Safety Management System

	Tenderers must provide information which demonstrates operation of health & safety systems and procedures in line with all relevant Safety Health & Welfare at Work legislation. Please complete the TRD. Evidence of compliance will be required as condition of contract award. 

	Compliance

	The successful tenderer will be responsible for the following and confirm:
· They are compliant with the Food Safety Authority Ireland and the National Standards Authority of Ireland’s standards in relation to the Food Preparation, Food Storage, Hygiene, Cooking, Waste, etc.
· Have a HACCP management system and provide a copy of the same.
· Be Health Services Executive (HSE) registered and provide confirmation of the same.






[bookmark: _Toc482224441]AWARD CRITERIA
Only tenders that meet the Selection Criteria and are confirmed as valid and responsive to the specifications set out in this document will be evaluated against the award criteria. Tenderers should ensure that they have submitted sufficient relevant information to allow their tenders to be assessed under each of the award criteria set out below.  
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 should note that the qualitative award criteria are assessed first.
Please note that the maximum marks available is 10,000. 
	Criterion A
	Weighting 
	Maximum Marks
	Minimum Marks Required

	
	40%
	4000
	0000

	Title
	COST

	Description
	Please complete the Table A – Cost and cost breakdown in the TRD.
 
Maximum marks will be allocated to the most economically advantageous tender. 

The tenderer must complete ALL of Table A and associated costs, providing a unit price per as requested to calculate the Tenderer’s ‘Total Cost’. 
Total Cost will be used to evaluate cost in this tender. The final number of attendees is to be confirmed and the unit price provided in Table A will apply. 

	Criterion B
	Weighting 
	Maximum Marks
	Minimum Marks – 50%

	
	35%
	3500
	1750

	Title
	APPROACH, SERVICE METHODOLOGY AND SAMPLE MENU 

	Description
	Provide a clear and comprehensive detailed methodology to ensure the delivery of catering services including:
· Project plan including timelines and milestones.
· Details of the number of catering and floor staff on site for the delivery of the services at (a.) the conference and (b.) the associated networking event.
· Methodology for the safe and efficient delivery of the catering services on site considering the tight service time and the limited catering facilities on site.
· Outline a proposed menu covering all requirements for both conference lunches, coffee breaks and the evening networking event.

	Criterion C
	Weighting 
	Maximum Marks
	Minimum Marks – 50%

	
	20%
	2000
	1000

	Title
	EXPERTISE AND CONTRACT MANAGEMENT

	Description
	An overview of each of the key personnel proposed to deliver these services and their specified roles. These should include the Contract Management and include the following details: 
- Names and Roles 
- Relevant qualifications and training 
- Provide three examples demonstrating expertise in this role 

Please complete TABLE C: RESOURCE CAPACITY AND EXPERTISE in the TRD. 

Please provide below details on your approach to contract management for this RFT to include the following: 
· Performance measurement and management 
· Quality assurance 
· Communications process, liaison and reporting structure; and 
· Problem resolution and escalation process 


	Criterion D
	Weighting 
	Maximum Marks
	Minimum Marks – 50%

	
	5%
	500
	250

	Title
	ENVIRONMENTAL &SUSTAINABLE CONSIDERATIONS

	Description
	Catering services will need to be run taking into account environmental and sustainability considerations, as best as possible.
Please outline how this will be incorporated into this submission.
Please include your methodology for good practice relation to environmental matters including food waste, sourcing of ingredients, recycling and other environmental concerns.









NOTE 1:	Tenderers should ensure in their tender submission 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.
[bookmark: _Toc198923692][bookmark: _Toc198923693][bookmark: _Toc198923694][bookmark: _Toc198923695][bookmark: _Toc198923696][bookmark: _Toc1753918770][bookmark: _Hlk488419778]Methodology for Calculating the Cost Score
The following formula will be applied to the cost score: 
The lowest cost tender that also meets all 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:
	[bookmark: _Hlk72421100]Lowest Cost from a Bona Fide Tender
	A

	Maximum Marks available for Cost
	B

	 Cost for the tender being evaluated
	C

	Formula employed
	A x B
 C






[bookmark: _Toc600822098][bookmark: _Hlk72421337]Methodology for Calculating Scoring of Qualitative Criteria 

	Scoring Band
	Description

	1
(81% - 100%)
	An excellent response that fully meets requirements and provides comprehensive, detailed and convincing assurance that the Tenderer will deliver on the Contracting Authority’s requirements to an excellent standard. 

	2
(61% - 80%)
	A good response that demonstrates real understanding of the requirements and assurance that the Tenderer will deliver on the Contracting Authority’s requirements to a good standard. 

	3
(41% - 60%)
	A satisfactory response which demonstrates a reasonable understanding of the requirements and gives reasonable assurance of delivery of the Contracting Authority’s requirements to an adequate standard but does not provide sufficiently convincing assurance to award a higher mark. 

	4
(21% - 40%)
	An average response where some capabilities to meet the requirements are detailed however reservations exist. Lacks full credibility and/or convincing detail, and there is a significant risk that the delivery of the Contracting Authority’s requirements will not be successful. 

	5
(1% – 20%)
	A poor response where limited information was provided and serious reservations exist. This may be because, for example, insufficient detail is provided, and/or the response has fundamental flaws, is seriously inadequate or seriously lacks credibility with a high risk of non-delivery of the Contracting Authority’s requirements.

	6
(0%)
	No response or response completely fails to address the criterion under consideration.




[bookmark: _Hlk72421452]Marks in the score ranges outlined above can be awarded where responses so merit additional marks. 

[bookmark: _Hlk72961545]Note: where there is a tie-break, the economic operator with the highest quality score will be awarded the quotation.  In a case where the overall qualitative scores are identical the economic operator with the highest score on the highest weighted qualitative criterion will be awarded the quotation.   

All information regarding the evaluation process or potential outcomes shall remain confidential until after the conclusion of the quotation process. 

[bookmark: _Toc2111236136]Post Tender Clarification 
At the discretion of the Contracting Authority, tenderers may be invited, in writing, to clarify certain aspects of their tender, particularly where information or documentation to be submitted appears to be incomplete or erroneous. However, all such requests will be made in full compliance with the principles of equal treatment and transparency and avoid any distortion of competition. 
[bookmark: _Toc701572195]Verification Meetings
Award of contract may be subject to attendance at a 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 to clarify any questions or queries regarding the tender offer.
[bookmark: _Toc1396418089]	Clarification of Abnormally Low Tenders 
If 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.
[bookmark: _Toc1831905324]	Right to Confirm Suitability
Tenderers should note that the Contracting Authority reserves the right to confirm that the financial and technical capacity of the tenderer is valid and unchanged prior to the award of any contract.


[bookmark: _Toc1838746062]INSTRUCTIONS FOR TENDERERS

[bookmark: _Toc828986198]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.  Only Tenders submitted to the electronic postbox will be accepted.  Tenders submitted by any other means (including but not limited to by email, fax, post or hand delivery) will not be accepted.  
Tenderers must ensure that they give themselves enough time to upload and submit all required documentation before the closing date/time noting the use of the eTenders platform. Tenderers should consider the fact that upload speeds vary. In order to submit a response to the electronic post-box, please note that you must ensure you have submitted the response completely. It is advisable to familiarise yourself with the platform prior to the closing date.  
[bookmark: _Hlk199059993]Below we provide an overview of the key steps. Please note that the Contracting Authority take no responsibility for these steps being the totality of the steps required as different processes may require different actions.  
If in doubt, please ensure you contact the eTenders helpdesk as follows: 
	Email:	 	irish-eproc-helpdesk@eurodyn.com
	Phone: 	+353-818001459
[bookmark: _Toc142561494][bookmark: _Toc144731692][bookmark: _Toc917934105]6.1.1	Accessing Documents 
It is important to note that you must ASSOCIATE your company with this competition in the first instance. To do this you must do the following: 
(a)	Log-in to the system
(b)	Locate the competition using the Advanced Search by Contracting Authority or Resource ID
(c)	Click on the hyperlink for the competition which will bring you to the CfT Workspace 
(d)	In the Show CfT Menu for the competition click on the “Expression of Interest” in the drop down menu 
(e)	Complete the “Association with the CfT” tab. 
(f)	This will then provide you with a link to “Tender” under the Show CfT Menu 

[bookmark: _Toc142561495][bookmark: _Toc144731693][bookmark: _Toc1948031884][bookmark: _Hlk141465503]6.1.2	Submitting your Response 
In responding to a competition without an electronic ESPD, a number of steps are required. The final step involves clicking on a Submit button and receiving the following status: 
[image: ]
If you do not receive a message similar to above and a confirmation email, you have not submitted your response.    
Please note that the screen may say OFFLINE, this is a technical feature of eTenders and does not mean you cannot submit. Also please note you may see the percentage field also saying 100% before you submit, this still requires you to go through the submit button. 
Please upload your response as a ZIP FILE to protect the integrity of the file names. 
It is the responsibility of the Tenderer to ensure that their tender is complete and is uploaded in accordance with the instructions provided on eTenders prior to the deadline as per the front page.
[bookmark: _Toc198923707][bookmark: _Toc198923708][bookmark: _Toc67039848][bookmark: _Toc67426681][bookmark: _Toc67039849][bookmark: _Toc67426682][bookmark: _Toc67039850][bookmark: _Toc67426683][bookmark: _Toc1680683193]Closing date for Tenders
	The closing date for tender submission
	as specified on the title page


It is the responsibility of the tenderer to ensure that their tender is complete and is uploaded / submitted by the designated deadline. 
[bookmark: _Toc1994702004]Queries
	The closing date for submitting queries
	as specified on the title page


All queries regarding this tender should be through the messaging facility on www.etenders.gov.ie, including any omissions which would prevent tenderers from submitting a comprehensive tender.  Please submit queries as soon as possible and before the query closing date.  The Contracting Authority is not obliged to respond to questions received after this date.
In circulating responses, queries will be edited to avoid disclosing the identity of the querist and will be circulated to all parties who have expressed an interest in the procurement on the eTenders website.
[bookmark: _Toc67039853][bookmark: _Toc67426686][bookmark: _Toc343894595]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 (by post or electronic means) to all parties who have expressed an interest in the notice via eTenders no later than six days before the original closing date.
[bookmark: _Toc198923712][bookmark: _Toc198923713][bookmark: _Toc1389628663]Tender Validity Period
[bookmark: _Hlk491957743]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.
[bookmark: _Toc1700255453]Discrepancies between Documents
A pdf version of the Request for Tender has been made available on eTenders.  This document will be considered as the primary source document in this procurement process, word versions of documents where they are provided are being made available to assist tenderers in responding to the tender competition.  Where there is a discrepancy between a pdf version and a word version, the pdf version will take precedence. Tenderers are requested to notify the Contracting Authority immediately of any anomaly. Where applicable the Contracting Authority will issue amended versions.
[bookmark: _Toc1655123661]Formatting of Tenderers / Amendment of Tender Documentation
Tenderers must ensure they use the Tender Response Document (TRD) when preparing their submission.
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. Likewise, failure to use the template documentation provided particularly in relation to costing / pricing may result in tenders being eliminated.
[bookmark: _Toc507418217]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 Party shall be automatically disqualified and the circumstances surrounding such action shall be referred to the appropriate authority.
[bookmark: _Toc564643586]Confidentiality
After the official opening of Tenders, information relating to the examination, clarification, evaluation and comparison of Tenders and recommendations will not be disclosed to tenderers or other persons not officially concerned with such process until the award decision with the successful Tenderer has been announced and in conformity with national laws. 
Tenderers shall treat the details of all documents supplied to them in connection with this contract as private and confidential and shall not disclose the contents to a third party without the permission of the Contracting Authority.
Any effort by the Tenderer to influence the Contracting Authority or their staff in the process of examination, clarification, evaluation and comparison of Tenders and in decisions concerning the award of the contract may result in the rejection of that Tender.
[bookmark: _Toc198923719][bookmark: _Toc1860589444]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.
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.
[bookmark: _Toc857078829]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 Form of Tender and electronic versions of the tender (if applicable). In general, the following approach will be applied to manifest errors - where there is a discrepancy between the unit price and the total amount derived from the multiplication of the unit price and the quantity, the unit price as quoted will normally govern. 
The amount stated in the tender form will be adjusted by the Contracting Authority in accordance with the above procedure and, with the agreement of the tenderer, shall be considered as binding upon the tenderer. Without prejudice to the above, a tenderer not accepting the correction of their tender as outlined may have their tender rejected.
Where the Total Quote function has been activated on eTenders and a discrepancy arises between the amount in the Total Quote box and the tender submission, the amount in the tender submission shall take precedence. 
Once the tender submission deadline has expired, no new information can be introduced. This includes cost elements.
[bookmark: _Toc181041151] Change in the Composition of a Tenderer
Where a change in composition of a tenderer arises, this must be notified in writing to the Contracting Authority and formally approved by them.  Where the original party to the tender was critical to the tenderer meeting some or all selection criteria, any replacement party must meet or exceed the same selection criteria standard.  
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.
[bookmark: _Toc59010401]Interference and Inducement to Purchase 
Any effort by the tenderer to unduly influence the Contracting Authority, relevant agency personnel or any other relevant persons or bodies in the process of examination, clarification, evaluation and comparison of tenders and in decisions concerning the Award of Contract shall have their tender rejected. The presumptions (including as to any gift, consideration or advantage) and other provisions under the Criminal Justice Act 2018, and all other measures for the time being governing the subject-matter in any applicable jurisdiction, shall be applicable.
[bookmark: _Toc198923724][bookmark: _Toc2136494164] Conflict of Interest
[bookmark: _Hlk523165976]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.  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. 


[bookmark: _Toc1580487859] Publicity
Tenderers shall not undertake (or permit to be undertaken) at any time, whether at this stage or after the award of the contract, 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 email 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.
[bookmark: _Toc1160873640]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 provider. 
The invitation to tender is issued in good faith; however, the Contracting Authority at its sole discretion shall not be obliged to award a contract or proceed to further stages in the procurement process and reserves the right to cancel the procurement process.
[bookmark: _Toc618540610]Notification of Tender Evaluations
All information regarding the evaluation process or potential outcomes shall remain confidential until after the conclusion of the tender process.
All tenderers will be informed of the outcome of their tenders following tender evaluation and any necessary clarifications.
Potential outcomes can be: 
· Award of Contract 
· Letter of Regret
· Decision not to proceed with the Award of Contract
[bookmark: _Toc406723809]Award Notices
Following the award of the contract, an award notice will be dispatched to eTenders announcing the results of the competition. 
[bookmark: _Toc198923730][bookmark: _Toc607490074]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.
[bookmark: _Toc382153280]Copyright
The Contracting Authority will have copyright ownership of any material developed for use by the Contracting Authority under the terms of this tender. The service provider may have a non-exclusive license to use such material but only for its own purposes (to be agreed with the successful tenderer).
[bookmark: _Toc194772736]Brand Names, etc.
[bookmark: _Hlk72331742]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”.
[bookmark: _Toc1710724582]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 service delivery and in materials used.
[bookmark: _Toc513601117]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 contracts awarded. 
[bookmark: _Toc835520182]Currency and Payment
[bookmark: _Hlk107855247]The currency in which all prices and rates shall be tendered, and which payments under the contract will be paid, shall be Euro (€). All prices and rates quoted should be exclusive of VAT, with the applicable rate of VAT clearly indicated.    
A schedule of payments will be agreed with the successful tenderer and invoices shall be submitted in accordance with the terms agreed with the Contracting Authority. 
[bookmark: _Toc469757601]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.
[bookmark: _Toc198923738][bookmark: _Toc198923739][bookmark: _Toc979019165]Anti-Competitive Conduct
Tenderers should take notice of the Competition Act 2002 (as amended, the “2002 Act”), which makes it a criminal offence for tenderers to collude on prices or any other aspects relating to this procurement competition.
[bookmark: _Toc140608277]Accessibility / 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.
[bookmark: _Toc621857092]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 (0) 67 63400).
[bookmark: _Toc1892097829]Freedom of Information
All responses to this Request for Tender will be treated in confidence and no information contained therein will be communicated to any third party without the written permission of the tenderer except insofar as is specifically required for the consideration and evaluation of the response or as may be required under law, including the Freedom of Information Act 2014, EU and Irish Government Procurement Procedures, or in response to questions, debates or other parliamentary procedures in or of the Oireachtas (the Irish Parliament).
Tenderers are asked to consider if any of the information supplied by them in response to this request for tenders should not be disclosed because of its sensitivity. However, any blanket or all-encompassing request for exemption from disclosure is not acceptable; tenderers must identify explicitly any such information and give relevant reasons for considering it to be economically sensitive or confidential in nature. 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, or to those under EU and Irish Government Procurement rules. 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.
[bookmark: _Toc937774282]Late Payment
The Contracting Authority operates in accordance with EU Directive 2011/7/EU on combating Late Payment in commercial Transactions transposed into national legislation as S.I. 580 of 2012 and amended by S.I. No. 281 of 2016.
[bookmark: _Toc1599536582]Data Protection
“Data Protection Laws” means all applicable national and EU data protection laws, regulations and guidelines including but not limited to Regulation (EU) 2016/679 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, and repealing Directive 95/46/EC (the “General Data Protection Regulation”), the Data Protection Act, 2018 and any guidelines and codes of practice issued by the Data Protection Commission or other supervisory authority for data protection in Ireland from time to time. 
The Contracting Authority will be a Controller (where Controller has the meaning given under the Data Protection Laws) in respect of any Personal Data (where Personal Data has the meaning given under the Data Protection Laws) required to be provided by the Tenderer in response to this Request for Tender. 
The Tenderer, as Controller in respect of any Personal Data provided by it in its Tender, is required to confirm by way of statement in the “Declarations” section of the accompanying Tender Response Document that all Data Subjects (where Data Subject has the meaning given under the Data Protection Laws) whose Personal Data is provided by the Tenderer have consented to the processing of such Personal Data by the Tenderer, the Contracting Authority, the Evaluation Team and the supplier of the eTenders website, for the purposes of the participation of the Tenderer in this Competition or that the Tenderer otherwise has a legal basis for providing such Personal Data to the Contracting Authority for the purposes of its participation in this Competition.
[bookmark: _Toc1941703691]Changes in Legislation
As a condition of award, it shall be the sole responsibility of the tenderer (in the event of success in this competition) to fulfil the obligations under the Contract.
[bookmark: _Toc158581365][bookmark: _Toc421454274]International Procurement Instrument-IPI
The Contracting Authority would refer Tenderers in particular to the provisions of Regulation (EU) 2022/1031 on the access of third country economic operators, goods and services to the Union’s public procurement and concession markets and procedures supporting negotiations on access of Union economic operators, goods and services to the public procurement and concession markets of third countries (International Procurement Instrument – IPI), and to their obligation to comply therewith. In particular, tenderers and candidates should note in Article 6 of Regulation (EU) 2022/1031, the obligations for a Contracting Authority in the context of a procurement procedure where the EU Commission has adopted an IPI measure.
[bookmark: _Toc72957352][bookmark: _Toc1616621226]Responsibility of Successful Party
[bookmark: _Hlk198631484][bookmark: _Hlk198633264]As a condition of award, it shall be the successful tenderer’s sole responsibility to ensure they have taken account of all obligations under the Contract including supply chain and related risk factors.   


image1.png
Combhairle Cathrach Chorcai
Cork City Council




image2.png
.e.: 1 .e.
=Z
Climate & Health

Summit of Mayors, Cork City




image3.png
COMPLETION

(o) BB

STATUS

Submitted




