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[bookmark: _Toc66117029][bookmark: _Toc230955250][bookmark: _Toc109452565][bookmark: _Toc118690792]ABOUT THE CONTRACTING AUTHORITY

[bookmark: _Toc230955251]Introduction and Background


The Health Products Regulatory Authority’s (‘HPRA’) role is to protect and enhance public and animal health through the regulation of medicines, medical devices and healthcare products.

As the regulatory authority, the HPRA monitors the safety of medical products available in Ireland. It aims to ensure that all products under its remit market are safe, effective and of high quality. The HPRA identifies and addresses safety issues to help ensure that medical products do not compromise the health and safety of consumers.

The HPRA is a statutory body set up under the Irish Medicines Board Acts, 1995 and 2006. The HPRA took over the responsibilities of the National Drug Advisory Board which was established in 1966. The HPRA changed its name from the Irish Medicines Board on 1st July 2014. 

One of the objectives of the HPRA is to ensure, in so far as possible, consistent with current medical and scientific knowledge, the quality, safety and efficacy of medicines available in Ireland and to participate in systems designed to do that throughout the European Union.

The HPRA is also the competent authority for the regulation of medical devices and 
Cosmetic products in Ireland. In addition, it is responsible for implementation of EU and national legislation relating to blood, blood components, tissues and cells.

The HPRA is a self-funded agency, in that income for core activities (85%) is generated from fees charged to the pharmaceutical industry for services provided. In addition to industry fees the HPRA receives grants (15% of income) to carry out specific work agreed with the Department of Health. Value for money is a key objective of the HPRA. 

The HPRA’s website www.hpra.ie provides a wealth of information on its activities and includes its annual report for 2024, which is a useful document to gain an understanding of its remit and programme of work.
 




About this project

The HPRA is Ireland’s national competent authority responsible for regulating medicines, medical devices and other health products.  Its mission is to protect and enhance public and animal health by ensuring that health products are safe, effective and of high quality.  

As a regulatory body within the European network, the HPRA contributes to a key role in shaping health product policy and contributing to EU-wide regulatory initiatives. 

In preparation of Ireland’s Presidency of the Council of the European Union from 1st July to 31st December 2026, the HPRA will host a series of high-profile meetings presidency meetings and stakeholder engagements.  These events will support EU-level dialogue on regulatory innovation, public health policy, and strategic priorities within the health sector.  

To ensure the successful delivery of these meetings, the HPRA is seeking the services of audio-visual services required for each meeting hosted by the HPRA. 




[bookmark: _Toc230955252]Scope of REQUIREMENTS UNDER THE CONTRACT

[bookmark: _Toc66117033][bookmark: _Toc230955253]Scope of Requirements under the Contract

The Contracting Authority is seeking tender responses from competent service providers to provide audio-visual services to support HPRA presidency led meetings.

[bookmark: _Toc230955254]Services expected under this contract

The HPRA require comprehensive audio-visual services to support the delivery of high quality, seamless, and technically robust events from July – December 2026.  Please see the below list of meetings and the requirements that are sought.  Although the dates for our in-person meetings have been confirmed, we kindly request flexibility in scheduling online meetings, as certain dates remain to be finalised


Please note: The meeting numbers referenced in this document are subject to change and are provided solely as a guideline, based on historical data from previous meetings.  Actual requirements may vary depending on future scheduling and organisational needs.


Meeting 1
	Numbers
	Approx 50 attendees 

	Date
	17th – 18th September 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

25 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  







Meeting 2
	Numbers
	Approx 70 attendees 

	Date
	28th – 30th September 2026 

	Duration
	2.5 Days

	Times
	Day 1 9am – 5pm  (approx. 25 attendees)
Day 2 9am – 5pm (approx. 70 attendees)
Day 3 9am – 1pm (approx. 70 attendees)

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

35 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  








Meeting 3
	Numbers
	Approx 45 attendees 

	Date
	1st – 2nd October 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 1 or Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

23 Table microphones – one per two people 
Speaker system to support all audio
6 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  








Meeting 4
	Numbers
	Approx 45 attendees 

	Date
	1st – 2nd October 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 1 or Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

23 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  










Meeting 5
	Numbers
	Approx 55 attendees 

	Date
	5th October 

	Duration
	1 Day

	Times
	1.30pm – 3.30pm 

	Location
	Dublin 2 location  

	
Requirements
	
Set up:  Boardroom 
Back up projector required 
Back up laptop required 

28 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  







Meeting 6
	Numbers
	Approx 25 attendees 

	Date
	5th October 

	Duration
	1 Day

	Times
	1.30pm – 3.30pm 

	Location
	Dublin 2 location  

	
Requirements
	
Set up:  Hollow square/U Shape/Boardroom 
Back up projector required 
Back up laptop required 

13 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  





Meeting 7

	Numbers
	Approx 30 attendees 

	Date
	5th October 

	Duration
	1 Day

	Times
	4pm – 5.30pm  

	Location
	Dublin 2 location  

	
Requirements
	
Set up:  Cabaret Set Up 
Back up projector required 
Back up laptop required 

5 Table microphones – one at each table  
Speaker system to support all audio
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  




Meeting 8 

	Numbers
	Approx 30 attendees 

	Date
	22nd October – 23rd October 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm - Joint meeting with meeting 8

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

15 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  





Meeting 9 

	Numbers
	Approx 30 attendees 

	Date
	22nd October – 23rd October 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm - Joint meeting with meeting 7

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

15 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  





Meeting 10 

	Numbers
	Approx 70 attendees 

	Date
	1.5 Days

	Duration
	5th November – 6th November 

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

35 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  






Meeting 11
	Numbers
	Approx 45 attendees 

	Date
	12th November - 13th November 2026

	Duration
	1.5 days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

23 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  



Meeting 12
	Numbers
	Approx 40 attendees 

	Date
	12th November - 13th November 2026

	Duration
	1.5 days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

20 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  





Meeting 13
	Numbers
	Approx 70 attendees 

	Date
	18th November 

	Duration
	1 day (may be subject to change to two half day meetings)

	Times
	Day 1 9am – 5pm  


	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

36 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  





Meeting 14
	Numbers
	Approx 45 attendees 

	Date
	19th November – 20th November 2026

	Duration
	1.5 days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

23 Table microphones – one per two people 
Speaker system to support all audio
6 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  





Meeting 15
	Numbers
	Approx 45 attendees 

	Date
	19th – 20th November 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

23 Table microphones – one per two people 
Speaker system to support all audio
6 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  





Meeting 16

	Numbers
	Approx 60 attendees 

	Date
	26th – 27th November 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

30 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  




Meeting 17

	Numbers
	Approx 40 attendees 

	Date
	1st – 2nd December 2026

	Duration
	1.5 Days

	Times
	Day 1 9am – 5pm  
Day 2 9am – 1pm 

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

20 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  




Meeting 18

	Numbers
	Approx 90 attendees 

	Date
	3rd– 4th December 2026

	Duration
	2 days 

	Times
	Day 1 9am – 5pm  
Day 2 9am – 4pm

	Location
	Dublin 2 location 

	
Requirements
	
Set up:  Hollow square
Back up projector required 
Back up laptop required 

45 Table microphones – one per two people 
Speaker system to support all audio
4 Comfort monitors within the hollow square 
1 Podium microphone 
1 Roving microphone 
Presentation clicker 
Technician on site for durations of meeting
Hybrid option provided to attendees that are required to present remotely 

Day 1: Assist with another meeting in parallel within another meeting room within the hotel.  No requirement for Hollow Square set up. Potential set up will be cabaret with microphone on each table.  

Day 2: Assist with another meeting in parallel within another meeting room within the hotel.  No requirement for Hollow Square set up.  Potential set up will be cabaret with microphone on each table.  

Screen – supplied by Hotel 
Projector – supplied by Hotel 
Podium – supplied by Hotel 
Podium microphone – supplied by Hotel
Laptop to playback presentations  




Meeting 19 (ONLINE) 
	Numbers
	Approx 90 attendees 

	Date
	10th December 2026

	Duration
	1 day online  

	Times
	Day 1 9am – 4pm  


	Location
	Dublin 2 location 

	
Requirements
	
Pre-Meeting Requirements
Technical Setup & Testing
Ensure all AV equipment (microphones, cameras, speakers, projectors) is working.
Test the meeting platform (e.g., Microsoft Teams, Zoom, Webex) for compatibility.
Check internet connectivity and bandwidth.
Confirm that all necessary software updates are installed.

Room & Equipment Preparation
Set up the meeting room with proper lighting and acoustics.
Arrange seating and camera angles for optimal visibility.
Ensure backup equipment (e.g., spare mics, batteries) is available.

User Support
Assist presenters with connecting and testing their devices.
Provide a quick guide or briefing on how to use the meeting tools.
Ensure screen sharing, recording, and other features are enabled as needed.

Security & Access
Verify that only authorized participants have access.
Set up waiting rooms or passcodes if required.

Live Monitoring
Monitor audio and video quality throughout the session.
Quickly address any technical issues (e.g., echo, lag, disconnections).

Support for Presenters and Participants
Help with screen sharing, muting/unmuting, and breakout rooms.
Manage chat, Q&A, or polls if needed.

Recording & Documentation
Start/stop recording as required.




Meeting 20 (ONLINE) 
	Numbers
	Approx 45 attendees 

	Date
	16th November 2026

	Duration
	1 day online  

	Times
	Day 1 9am – 5pm  


	Location
	Dublin 2 location 

	
Requirements
	
Pre-Meeting Requirements
Technical Setup & Testing
Ensure all AV equipment (microphones, cameras, speakers, projectors) is working.
Test the meeting platform (e.g., Microsoft Teams, Zoom, Webex) for compatibility.
Check internet connectivity and bandwidth.
Confirm that all necessary software updates are installed.

Room & Equipment Preparation
Set up the meeting room with proper lighting and acoustics.
Arrange seating and camera angles for optimal visibility.
Ensure backup equipment (e.g., spare mics, batteries) is available.

User Support
Assist presenters with connecting and testing their devices.
Provide a quick guide or briefing on how to use the meeting tools.
Ensure screen sharing, recording, and other features are enabled as needed.

Security & Access
Verify that only authorized participants have access.
Set up waiting rooms or passcodes if required.

Live Monitoring
Monitor audio and video quality throughout the session.
Quickly address any technical issues (e.g., echo, lag, disconnections).

Support for Presenters and Participants
Help with screen sharing, muting/unmuting, and breakout rooms.
Manage chat, Q&A, or polls if needed.

Recording & Documentation
Start/stop recording as required.




Meeting 21(ONLINE)
	Numbers
	Approx 40 attendees 

	Date
	October 2026

	Duration
	1 day online  

	Times
	Day 1 9am – 5pm  


	Location
	Dublin 2 location 

	
Requirements
	
Pre-Meeting Requirements
Technical Setup & Testing
Ensure all AV equipment (microphones, cameras, speakers, projectors) is working.
Test the meeting platform (e.g., Microsoft Teams, Zoom, Webex) for compatibility.
Check internet connectivity and bandwidth.
Confirm that all necessary software updates are installed.

Room & Equipment Preparation
Set up the meeting room with proper lighting and acoustics.
Arrange seating and camera angles for optimal visibility.
Ensure backup equipment (e.g., spare mics, batteries) is available.

User Support
Assist presenters with connecting and testing their devices.
Provide a quick guide or briefing on how to use the meeting tools.
Ensure screen sharing, recording, and other features are enabled as needed.

Security & Access
Verify that only authorized participants have access.
Set up waiting rooms or passcodes if required.

Live Monitoring
Monitor audio and video quality throughout the session.
Quickly address any technical issues (e.g., echo, lag, disconnections).

Support for Presenters and Participants
Help with screen sharing, muting/unmuting, and breakout rooms.
Manage chat, Q&A, or polls if needed.

Recording & Documentation
Start/stop recording as required.





Meeting 22 (ONLINE)
	Numbers
	Approx40 attendees 

	Date
	November 2026 

	Duration
	1 day online  

	Times
	Day 1 9am – 5pm  


	Location
	Dublin 1 or Dublin 2 location 

	
Requirements
	
Pre-Meeting Requirements
Technical Setup & Testing
Ensure all AV equipment (microphones, cameras, speakers, projectors) is working.
Test the meeting platform (e.g., Microsoft Teams, Zoom, Webex) for compatibility.
Check internet connectivity and bandwidth.
Confirm that all necessary software updates are installed.

Room & Equipment Preparation
Set up the meeting room with proper lighting and acoustics.
Arrange seating and camera angles for optimal visibility.
Ensure backup equipment (e.g., spare mics, batteries) is available.

User Support
Assist presenters with connecting and testing their devices.
Provide a quick guide or briefing on how to use the meeting tools.
Ensure screen sharing, recording, and other features are enabled as needed.

Security & Access
Verify that only authorized participants have access.
Set up waiting rooms or passcodes if required.

Live Monitoring
Monitor audio and video quality throughout the session.
Quickly address any technical issues (e.g., echo, lag, disconnections).

Support for Presenters and Participants
Help with screen sharing, muting/unmuting, and breakout rooms.
Manage chat, Q&A, or polls if needed.

Recording & Documentation
Start/stop recording as required.



Meeting 23 (ONLINE)
	Numbers
	Approx 50 attendees 

	Date
	To be confirmed 

	Duration
	1 day online  

	Times
	Day 1 9am – 5pm  


	Location
	Dublin 2 location 

	
Requirements
	
Pre-Meeting Requirements
Technical Setup & Testing
Ensure all AV equipment (microphones, cameras, speakers, projectors) is working.
Test the meeting platform (e.g., Microsoft Teams, Zoom, Webex) for compatibility.
Check internet connectivity and bandwidth.
Confirm that all necessary software updates are installed.

Room & Equipment Preparation
Set up the meeting room with proper lighting and acoustics.
Arrange seating and camera angles for optimal visibility.
Ensure backup equipment (e.g., spare mics, batteries) is available.

User Support
Assist presenters with connecting and testing their devices.
Provide a quick guide or briefing on how to use the meeting tools.
Ensure screen sharing, recording, and other features are enabled as needed.

Security & Access
Verify that only authorized participants have access.
Set up waiting rooms or passcodes if required.

Live Monitoring
Monitor audio and video quality throughout the session.
Quickly address any technical issues (e.g., echo, lag, disconnections).

Support for Presenters and Participants
Help with screen sharing, muting/unmuting, and breakout rooms.
Manage chat, Q&A, or polls if needed.

Recording & Documentation
Start/stop recording as required.



Meeting 24 (Hybrid)
	Numbers
	Approx 20 attendees 

	Date
	8th December (date subject to change) 

	Duration
	1 day online  

	Times
	Day 1 9am – 5pm  


	Location
	Dublin 2 location 

	
Requirements
	
Pre-Meeting Requirements
Technical Setup & Testing
Ensure all AV equipment (microphones, cameras, speakers, projectors) is working.
Test the meeting platform (e.g., Microsoft Teams, Zoom, Webex) for compatibility.
Check internet connectivity and bandwidth.
Confirm that all necessary software updates are installed.

Room & Equipment Preparation
Set up the meeting room with proper lighting and acoustics.
Arrange seating and camera angles for optimal visibility.
Ensure backup equipment (e.g., spare mics, batteries) is available.

User Support
Assist presenters with connecting and testing their devices.
Provide a quick guide or briefing on how to use the meeting tools.
Ensure screen sharing, recording, and other features are enabled as needed.

Security & Access
Verify that only authorized participants have access.
Set up waiting rooms or passcodes if required.

Live Monitoring
Monitor audio and video quality throughout the session.
Quickly address any technical issues (e.g., echo, lag, disconnections).

Support for Presenters and Participants
Help with screen sharing, muting/unmuting, and breakout rooms.
Manage chat, Q&A, or polls if needed.

Recording & Documentation
Start/stop recording as required.








[bookmark: _Toc230945391][bookmark: _Toc230955255]Previous experiences and references 
Please provide details of relevant experience details, similar in nature to the to the proposed project above, including full reference contact details.  Unless otherwise stated the HPRA will assume that the contacts identified herein may be approached directly without any further reference to the tendering company.

Proposals should demonstrate:
· An understanding of the public service and the framework within which this assignment is being undertaken at a strategic and corporate level
· A knowledge of event management
· A knowledge of best practice in audio visual equipment for events/conferences
· Explain your approach to planning, setting up, and delivering AV services for a multi‑meeting schedule (approx. 15 meetings). Include details on:
· Technical design and equipment specification 
· Pre event testing and rehearsals 
· On site installation and derig processes 
· Contingency planning 
· Risk management and backup equipment availability
· Can you confirm if you have the resources to accommodate private studio hire. 
· Can you provide client testimonials or references from large scale events.
· Can you confirm if you can project a dedicated project manager. 
· An understanding of the public service and the framework within which this assignment is being undertaken at a strategic and corporate level
· A knowledge of event management
· A knowledge of best practice in audio visual equipment for events/conferences
· Explain your approach to planning, setting up, and delivering AV services for a multi‑meeting schedule (approx. 20 meetings). Include details on:
· Technical design and equipment specification 
· Pre‑event testing and rehearsals 
· On‑site installation and derig processes 
· Describe resourcing plan and contingency
· Risk management and backup equipment availability
· Describe any challenges encountered during delivery of previous AV contracts (e.g., last‑minute speaker changes, venue limitations, hybrid connectivity issues) and how you successfully mitigated these issues
· Confirmation of equipment availability as detailed above
· Confirmation of resource availability as detailed above
· Confirmation to scale up for last minute or concurrent events


[bookmark: _Toc230955256]Security
The HPRA requires all AV suppliers to adhere to strict security standards to protect meeting content, participants, equipment, and digital assets.
· Information and data security 
· Measures to ensure confidentiality, integrity, and secure handling of event data and content
· Personnel security
· Vetting procedures, staff training, and access controls for personnel involved in service delivery
· Remote Access & Monitoring
· Secure controls for remote system access, monitoring, and management of AV systems
· Physical Security & Equipment Protection
· Safeguards for on-site equipment, venues, and prevention of unauthorised access or tampering

· Supply Chain & Asset Integrity
· Assurance of secure and reliable sourcing, handling, and tracking of AV equipment and assets



[bookmark: _Toc230955257]Sustainability

The Supplier shall describe their organisation’s approach to sustainability in the delivery of audio-visual solutions.  The response must address the following areas:
· Environmental or sustainability policy
· Relevant ISO/ESG certifications (e.g., ISO 14001)
· WEEE recycling certificates 
· Example sustainability or carbon reduction plan. 


[bookmark: _Toc230955258]Innovation and value-added services
Outline any value-added services, innovations, or enhancements your organisation can provide as part of this contract at no additional cost. Include optional efficiencies, technology improvements, or service enhancements that may benefit the HPRA



[bookmark: _Toc66117036][bookmark: _Toc230955259]Anticipated Timeline

The following indicative timeline is envisaged for this procurement:

	Issue RFT
	

	Closing date for queries
	

	Closing date for receipt of tenders
	

	Award decision (Indicative, subject to change)
	



The dates provided 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: _Toc230955260]Compliance with the Terms and conditions of the contract

Award of the contract will be conditional upon acceptance of the Contracting Authority’s Terms and Conditions, being the office of Government Procurement (OGP) Services Contact, available at the following link: Services Request for Tender 

In relation to the Services Contract, Schedule A: Terms and Conditions, please note:
– 5.(E) Limitation of Liability: €160,000
– 5.(F) Retention Amount: €16,000 (“the Retention Amount”), which Retention Amount shall not at any given time exceed 10% per cent of the Charges
– 5.(G) Time of delivery shall be of the essence 

The OGP Confidentiality Agreement will also apply, available at: Services Confidentiality Agreement 

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 of this document.

[bookmark: _Toc230955261]AWARD TO RUNNER UP

If, following the award of a contract, the successful Tenderer cannot, for whatever reason, deliver the required services to the satisfaction of the Contracting Authority reserves the right to award the contract to the next highest scoring tenderer emerging from the process at any time during the contract 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: _Toc230955262]Selection Criteria

The Contracting Authority is using a Single Stage 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: _Toc230955263]General Declarations and Financial Requirements

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 the tender being considered inadmissible.


	General Information

	Provide contact details and general information on the tendering organisation – tenderer name, address and contact details for individual responsible for this tender and company overview as well as information on sub-contractors and consortium members if applicable. If any aspect of this contract will be outsourced to 3rd parties, please indicate the nature of the service and the identity of the 3rd party used.

	Declarations

	Complete the Declaration of Bona Fides as per Article 57 of Directive 2014/24/EU as implemented by SI 2804 of May 2016 (Ireland) and 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 the jurisdiction of supply compliance and equivalent legislation as applicable in the country of establishment is required,


	FINANCIAL AND ECONOMIC STANDING



	Tax 
	Confirmation that the tenderer/all parties associated with the tenderer are fully tax compliant. Please refer to the tax rules contained in the Tender Response Document.

	Turnover and Financial Standing
	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 the above statement will be required prior to the award of any contract.

	Insurance
	Confirmation of the following insurances being in place.

	
	Insurance type
	Required value €

	
	Employers liability
	€12.7 million

	
	Public Liability
	€2.6 million

	
	Professional Indemnity
	€500k

	
	Cyber Security 
	1 million







[bookmark: _Toc230955264]Award Criteria

Only tenders, which 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 tenders to be assessed under each of the award criteria set out below.

Please submit answers using the accompanying Tender Response Document (TRD). The contract will be awarded on the basis of the most economically advantageous compliant tender taking into account the following award criteria and markings.


	Criterion A
	Weighting 
	Maximum Marks
	Minimum Marks 

	
	30%
	3000
	N/A

	Title
	Price (excluding VAT)

	Description
	Please complete pricing table on the TRD.  The tenderer should pay special attention to 5.1 Pricing notes


	Criterion B
	Weighting 
	Maximum Marks
	Minimum Marks  50%

	
	30%
	3000
	1500

	Title
	Previous experience and resources

	Description
	Please provide details of experience on projects of similar scope and scale including full reference contact details.

Demonstrated experience in delivering comparable event management and AV services
Evidence of successful delivery of large‑scale events
Quality of client references/testimonials provided

Understanding of the public service environment, including strategic and corporate context
Knowledge of event management best practice
Knowledge of current AV standards and best practice for conferences/events

Clear and structured approach to planning and delivering AV services for a multi‑meeting programme (approx. 15–20 meetings), including:
· Technical design and equipment specification
· Pre‑event testing and rehearsals
· On‑site installation and derig
· Resourcing approach and contingency planning
· Risk management and availability of backup equipment

Availability of suitably qualified and experienced personnel
Provision of a dedicated project manager
Capacity to provide private studio hire (if required)
Ability to scale resources for concurrent or short‑notice events

Demonstrated ability to manage and mitigate delivery challenges (e.g. last‑minute changes, venue constraints, hybrid/technical issues)
Confirmation of equipment availability
Confirmation of resource availability


The tenderer should pay special attention to ensuring responses address all of the criteria outlined in section 2.3 Previous Experience and Resources


	Criterion C
	Weighting 
	Maximum Marks
	Minimum Marks  50%

	
	30%
	3000
	1500

	Title
	Security

	Description
	The HPRA requires all AV suppliers to adhere to robust security standards.
Tenderers must demonstrate capability across:
· Information and data security
· Personnel security
· Secure remote access and monitoring
· Physical security and equipment protection
· Supply chain and asset integrity
The tenderer should pay special attention to ensuring responses address all of the criteria outlined in section 2.4 Security

	Criterion D
	Weighting 
	Maximum Marks
	Minimum Marks  50%

	
	5%
	500
	250

	Title
	Sustainability 

	Description
	Suppliers must demonstrate:
· Sustainability policy
· Relevant certifications (e.g. ISO 14001)
· WEEE compliance
· Carbon reduction measures
The tenderer should pay special attention to ensuring responses address all of the criteria outlined in section 2.5 Sustainability

	Criterion E
	Weighting
	Maximum Marks
	Minimum Marks 50%

	
	5%
	500
	250

	Title
	Innovation and Value Add 

	Description
	Suppliers should outline:
· Value added services or innovations at no additional cost.
· Any efficiency, technology, or service enhancements beneficial to the HPRA
The tenderer should pay special attention to ensuring responses address all of the criteria outlined in section 2.6 Innovation and value-added services



Note: Tenderers should ensure in their tenders that they provide detailed information in respect of all aspects of the award criteria as stated above. This will enable the awarding authority to fully assess the extent of their offers.


[bookmark: _Toc230955265]Methodology for evaluating Criterion A - Price

All tenderers must populate the following table with a full breakdown of costs as per requirements above.  Please take note of section 6.4 Clarification of Abnormally Low Tenderers of this document when completing the following table. Please note, tenderers should populate this table within the provided (separate) Tender Response Document (TRD). 

	Meeting:
	Breakdown of costs:
	Total cost:

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	12
	
	

	13
	
	

	14
	
	

	15
	
	

	16
	
	

	17
	
	

	18
	
	

	19
	
	

	20
	
	

	21
	
	

	22
	
	

	23
	
	

	24
	
	





The costs score will then be calculated using the following formula:

	Price Score
	=
	Lowest Tendered Rate
	x
	Maximum Number of Marks Available (3000)

	
	
	________________________

Tendered Rate under evaluation

	
	




The lowest price 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: _Toc230955266]Methodology for calculating Scoring of Qualitative Criteria

[image: ]

[bookmark: _Toc230955267]Clarification/Verification/Negotiation meetings

Award of contract may be subject to attendance at a clarification and verification meeting. It would be essential that the key individual proposed to be assigned to this contract would be available and present for this meeting. If required tenderers will be notified of the date, time agenda and format for such meetings as soon as possible. However, the contracting authority reserves the right to award the contract on foot of an original tender without such a meeting.

[bookmark: _Toc230955268]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 days), 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: _Toc230955269]Instructions For Tenderers

[bookmark: _Toc230955270]Submissions of tenders

The Contracting Authority is using the Tender Post-box facility and tenders must be submitted electronically via the eTenders post-box facility on www.etenders.gov.ie only. Only Tenders submitted to the electronic post-box will be accepted. Tenders submitted by any other means will not be accepted.

[bookmark: _Toc230955271]Closing date for Tenders

	The closing date for tender responses
	5th of August 2026, 12 Noon



It is the responsibility of the tenderer to ensure that their tender is complete and is uploaded/submitted by the designated deadline.

[bookmark: _Toc230955272]Queries

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.

	The closing date for queries
	29th of July 2026, 12 Noon

	Process for submitting queries
	eTenders



[bookmark: _Toc230955273]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.

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: _Toc230955274]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 due to be returned.

[bookmark: _Toc230955275]Formatting of Tenders/ Amending Tender Documentation

Tenderers must ensure the following:
· The first page of their tender contains all the relevant contact information.
· All responses should include page numbers and contents page.
· Follow where possible the number structure of the invitation to Tender.
· Ensure that the tender response is structured in a format for ease of evaluation customised to the RFT.

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 being eliminated.

[bookmark: _Toc230955276]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: _Toc230955277]Clarification of Tenders

The Contracting Authority is entitled but not obliged to seek clarifications 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.

[bookmark: _Toc230955278]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 or as between the hard copy and electronic versions of the tender. In general, the following approach will be applied to manifest errors – where there is 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.

[bookmark: _Toc230955279]Conflict of interest

Any conflicts of interest involving a contractor (or contractors in the event of a consortium bid) must be fully disclosed to the CONTRACTING AUTHORITY, particularly where there is a insurance of interest in relation to any recommendations or proposals put forward.

Any registerable interest involving the contractor or any sub-contractors and the Minister for Health, members of the Government, members of the Oireachtas or employees of the Health Products Regulatory Authority, or their relatives must be fully disclosed in the response to this invitation to tender or should be communicated to the CONTRACTING AUTHORITY immediately upon such information becoming known to the contractor, 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 ‘registerable interest’ and ‘relative’ shall be interpreted as per section 2 of the Ethics in Public Office Act, 1994.

[bookmark: _Toc230955280]Interference with the tender evaluation process

Tenderers who endeavour to influence or interfere in any way with the tender evaluation process or award decision will have their tender rejected.

[bookmark: _Toc230955281]Right not to award

The CONTRACTING AUTHORITY is not bound to accept the lowest or any tender; no commitment of any kind, contractual or otherwise, will exist unless a formal contract has been executed by and on behalf of both parties. The award of this tender will not give rise to any enforceable rights by the tenderer. The CONTRACTING AUTHORITY reserves its position.

[bookmark: _Toc230955282]Notification of Tender Evaluations

All tenderers will be informed of the outcome of their tenders following tender evaluation and any necessary clarifications.
Potential outcomes can be:

1. Establishment of Award of Contract
2. Letter of Regret
3. Decision not to proceed with the Contract

[bookmark: _Toc230955283]Award Notices

Following the award of contract, an award notice will be despatched via e-tenders/Email announcing the successful supplier in respect of this competition

[bookmark: _Toc230955284]Policy on personal debriefings

Based on the provision of the information to unsuccessful tenderers outlined above and due to resourcing constraints the Contracting Authority will not be offering individual debriefing meetings to unsuccessful bidders.

[bookmark: _Toc230955285]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.

[bookmark: _Toc230955286]Price, currency, tax, and tender validity

It will be a condition for the award of this contract and that the successful candidate furnishes a General Tax Clearance Certificate issued by the Irish Revenue Commissioners.

[bookmark: _Toc230955287]Review of supplier performance

The successful tenderers will be appointed for a probationary period of six (6) months, during that time the supplier will be assessed based on various relevant qualitative criteria. At the end of the six (6) month probationary period, the contract shall either be allowed to continue if performance has been satisfactory, or terminated if it has not and supplier shortcomings cannot be addressed. In the event that the contract is renewed, the contract shall be subject to a further official review every twelve (12) months thereafter and will only be renewed subject to satisfactory performance.

Supplier performance will however be continually monitored over the term of the contract. cost competitiveness, quality of service and turnaround time will be the main criteria for measuring performance. It is expected that the successful tenderer’s will take a proactive role in monitoring performance with a view to making appropriate recommendations where necessary.

[bookmark: _Toc49167237][bookmark: _Toc230955288]Payment terms

European Communities (Late Payments in Commercial Transactions) Regulator 2012 (SI Number 580 of 2012)

The service provider shall be paid in accordance with the provisions of the Prompt Payment Accounts Act 1997, as amended by the European Communities (Late Payment in Commercial Transactions) Regulations 2012 (SI Number 580) and is obliged to pay subcontractors (if relevant) in accordance with those provisions. 

The CONTRACTING AUTHORITY retains the right to withhold payment where the service provider has failed to meet its contractual obligations in relation to the delivery of services to an acceptable level of quality.

All costs, damages or expenses for which the service provider is liable to the CONTRACTING AUTHORITY may be deducted from any monies due or becoming due to the service provider or may be recovered by action at law or otherwise from the service provider. 
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