
Port of Cork Company

INVITATION TO TENDER DOCUMENT

[image: image1.png]PORT of CORK



(Single Stage Negotiated Procedure)
Invitation to Tender for Public Relations & Communications Services

Deadline for submission of Tender: 17:00 (local time) on 11/09/2026
Deadline for receipt of Queries: 17:00 (local time) on  04/09/2026
CONFIDENTIALITY
All the information contained in this Invitation to Tender is given on the basis of strict confidentiality and must not be disclosed to any other party without the prior consent and authority, in writing, of Port of Cork Company (POCC). 

Tenderers shall comply promptly with any condition issued by POCC to undertake to destroy and/or return any information given to them and to confirm in writing to POCC once such condition has been complied with. Subject always to POCC’s legal disclosure, POCC shall use its reasonable endeavours not to disclose any part of a tender to any third party other than as may be required for the purposes of evaluation and/or awarding the contract. 

DISCLAIMERS

The information set out in this Invitation to Tender is made available on the condition that it is used for the sole purpose of preparing tenders for this contract. Tenderers must make their own investigations so as to form their own view as to the accuracy and completeness of the statements contained herein and to satisfy themselves as to the commercial value of entering into the contract.

Whilst the information in this Invitation to Tender has been prepared in good faith, it does not purport to be a comprehensive review of all matters relevant to POCC’s requirements and POCC does not accept any liability or responsibility for its adequacy, accuracy or completeness, nor does POCC make any representation, warranty or undertaking, express or implied, with respect to the information contained in this Invitation to Tender. No person has been authorised by POCC to give any information or to make any representation not expressly set out in this Invitation to Tender, with the exception of written clarifications issued on behalf of POCC during the tender period. If any other such information or representation has been given or made, it shall not be relied upon by any tenderer as having been authorised by POCC.

This Invitation to Tender does not constitute a contract with POCC.  By participating in the process, each tenderer acknowledges that there does not exist any contractual or quasi-contractual relationship between POCC and that tenderer save insofar as such tenderer enters into a contract with POCC.

POCC reserves the right, without notice, to terminate the process at its sole discretion or to amend or alter the process by giving notice to all tenderers. In such circumstances, POCC shall not be liable to any persons as a result thereof.  

This Invitation to Tender expands upon the information contained in the Contract Notice. POCC also reserves the right to update, delete, vary, extend or alter this Invitation to Tender and/or the information and documents contained herein at any time by written notice to all tenderers.
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1. SUMMARY

	Contracting Entity:
	Port of Cork Company (POCC)

	Title:
	Invitation to Tender for Public Relations and Communications Services 

	Type: 
	Service Contract

	Procedure:
	Negotiated Procedure

	Stage in procedure:
	Single Stage Negotiated Procedure.



	Selection Criteria
	As set out in Section 7.2 of this Document

	Award Criteria:
	As set out in Section 7.3 of this Document.



	Closing date for sending queries to the Contracting Entity:
	04/09/2026 @ 17:00 (Irish time) in accordance with the procedure set out in Section 4 of this Document.

	Closing date for receipt of tenders
	11/09/2026 @ 17.00 (Irish time) in accordance with the procedure set out in Section 4 of this Document.


2. ABOUT THE CONTRACTING ENTITY
The Port of Cork Company (hereinafter ‘the Contracting Entity’) is a commercial semi-state company and is designated a Tier 1 Port of National Significance under Ireland’s National Ports Policy and a Core Port on the EU Trans-European Transport Network (TEN-T). The Port handles approximately 17% of Ireland’s overall tonnage and plays a critical role in supporting national trade, regional economic growth, tourism, energy security, and Ireland’s climate transition.

The Port of Cork’s Draft Strategy 2026–2030 outlines a vision to - “Deliver a world-class port of the future, creating lasting value for our country, communities, customers, and people.”

The strategy is underpinned by four strategic pillars:

· Infrastructure – capacity and connectivity

· People – safety, culture, and partnerships

· Business – growth, efficiency, and modernisation

· Planet – sustainability, community, and the future of energy

Communication has been identified as a critical strategic enabler supporting stakeholder trust, collaboration, transparency, and engagement. Further information in relation to POCC may be found at https://www.portofcork.ie 
3. DESCRIPTION OF REQUIREMENTS 
The Port of Cork Company (POCC) wishes to enter into a contract for the Provision of Public Relations & Communications Services. In line with its Corporate Strategy, The Port of Cork Company (POCC) is strengthening its internal communications and marketing capability through the creation of a dedicated role. Accordingly, this procurement seeks to appoint a strategic external communications partner to provide specialist support in areas including strategic advisory, media relations, executive communications and crisis management.

The Contracting Authority is not seeking a fully outsourced communications function. Routine communications and campaign delivery will be managed internally. The successful Tenderer will operate as a high-level strategic advisor, supporting senior management and the organisation’s external positioning.

This procurement also aims to ensure clear scope definition, strong governance and cost control, with services delivered through a structured, deliverables-based model aligned to POCC’s strategic priorities.

Please refer to Section 6 Scope of Services Required for the detailed scope and specification required by the contracting entity. Any contract that may result from this procurement competition will be issued for a term of 3 years. (36 months) (“the Term”) for the provision of Public Relations & Communications Services.  
4. PROCEDURE
4.1  
This procurement is being carried out under the Negotiated Procedure. 

4.2   
Tenderers will be assessed against the Selection criteria as set out in Section 7.2. Those tenderers who successfully pass this stage will have their submissions evaluated in accordance with the criteria as set out in Section 7.3.   
4.3  
The contracting entity may exercise the option to successively reduce the number of tenders to be invited into negotiation, following initial assessment of tenders received (and any necessary clarifications). The contracting entity may exclude certain tenderers following initial assessment of tenders against the award criteria included in Section 7 of this document, with the result that the excluded tenderer(s) will not be invited to participate in any negotiation. 
4.4  
The contracting entity may negotiate all aspects of tenders and all such negotiations will be conducted with due regard to the principles of transparency and equal treatment of tenderers. Where an offer is amended following negotiation, tenderers will be asked to confirm such amendments in writing. 
5. INSTRUCTIONS TO TENDERERS 
5.1 Tender Documents - Ambiguity, Discrepancy, Error, Omission
If you consider that you are missing any documents or information, the absence of which would prevent you from submitting a comprehensive tender, please message through the message function on www.etenders.gov.ie The subject of the message should read “Port of Cork Company – Invitation to Tender for Public Relations & Communications Services.” 
Tenderers shall immediately notify POCC should they become aware of any ambiguity, discrepancy, error or omission in the Tender Documents. POCC shall, upon receipt of such notification, notify all tenderers of its ruling in respect of any such ambiguity, discrepancy, error or omission. Such ruling shall be issued in writing and shall form part of the Tender Document.
5.2 Queries

All queries regarding this tender should be submitted through the message function on www.etenders.gov.ie The closing date for receipt of queries is 17:00 (local time) on 4th September 2026.
All such queries will be responded to via www.etenders.gov.ie and any responses to queries regarding material clarification will be forwarded to all tenderers in order to ensure that no party has an unfair advantage over any other. The details of the person making a query will not be disclosed when circulating the response. 
5.3 Sufficiency and Accuracy of Tender

Tenderers will be deemed to have examined all the documents enclosed by their own independent observations and enquiries and will be held to have fully informed themselves as to the nature and extent of the requirements of the tender. 
Tenderers are cautioned to check the accuracy of their tender prior to submission.  If a tender fails to comply in any respect with the requirements set out in these instructions or is unclear, incomplete or ambiguous in any respect, POCC reserves the right at its sole discretion to take such action as it considers appropriate, including (but not limited to), (i) rejecting the tender as non-compliant, (ii) meeting with the tenderer and/or seeking clarification from the tenderer, (iii) seeking further information from the tenderer and/or (iv) waiving a requirement which in POCC’s view, at its sole discretion, is clerical, non-material or procedural.
5.4 Closing Date and Time for Receipt of Tenders


The deadline date for receipt of tenders is at 17:00 (local time) on 11/09/2026.
5.5 Tender Submission

The completed tender shall be uploaded to the e-Tenders website by 17:00 (local time) on 11th September 2026. The tenderer is fully responsible for the timely uploading of the fully completed tender to the eTenders website. 
Hand delivered, posted, e-mailed, faxed, or late tenders cannot be considered and will be returned. 
5.6 Qualification of Tenders and Referential Bids

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

5.7 Form of Tender


As part of their tender submission, tenderers are required to complete, sign and return the Pricing Schedule – Appendix A Form of Tender. Failure to sign the Form of Tender, and to complete it in the required format, will result in rejection of the tender.
5.8 Amendments to Invitation Document

Tenderers are reminded that under no circumstances should they amend, add or delete sections from the tender document which could interfere/change the interpretation of the requirement. If tenderers are found to have amended the documents in any way as part of their submission, POCC reserves the right to disqualify such tenders.

5.9 Extension of Tender Period

POCC reserves the right, at its sole discretion, to extend the closing date for receipt by giving notice in writing to all tenderers before the original closing date.
5.10 Modifications to Tenders prior to the Closing Date for Receipt of Tenders

Modifications to tenders will be accepted in the form of supplementary information and/or addenda, provided they are submitted before the closing date for receipt of tenders and clearly marked as part of the tender. Any modification received after the closing date for receipt of tenders will not be considered.
5.11 Cost of Preparation of Tender


POCC will not be liable for any costs incurred by tenderers in the preparation of tenders or any associated work effort.  It is the responsibility of the tenderer to ensure that they are fully aware of and understand the requirements as laid down in the Invitation to Tender Document. Tenderers will be responsible for any costs incurred by them in the event of their being required to attend clarification or other meetings.

5.12 Tender Validity Period


To allow sufficient time for tender assessment, a Tender Validity period of six (6) months is required, this period commencing on the closing date by which the tenders are to be returned.
5.13 Currency

Tender prices may be submitted in Euro only. All invoices and payments will be in Euro only.

5.14 Additional Charges


All administrative charges should be included in Total Price (excl. VAT) as tendered in the Pricing Schedule - Form of Tender (Appendix A). Travel and subsistence expenses shall not be chargeable. 

5.15 Total Tendered Amount
Tenderers are required to provide a Total Annual Fee for Public Relations & Communications Services for the duration of the contract. 
The Total Annual Fee submitted will be used in determining the Ultimate Cost for the purpose of tender evaluation. POCC reserves the right to negotiate the fixed price prior to finalisation of the tender process and also with the successful tenderer over the life of the contract. 

Additional Hourly Rates

Tenderers are also required to submit the hourly rates proposed for any additional services and any other work agreed to be charged on a time basis (by prior client approval) for the duration of the contract.
5.16 Personnel


POCC requires tenderers to nominate a core team who will be responsible for delivery of the services. Regarding potential changes to the personnel, notification must be sent in writing as soon as possible to POCC on any proposed change of the personnel. Any such proposed change will be subject to the written approval of POCC. Replacement personnel must be of equal or better standing than the existing personnel in terms of qualifications, professional expertise and experience. 
5.17 Acceptance 


Tenderers are required to confirm their acceptance of the Scope of the Services Required (as described in Section 6) and indicate their total acceptance thereof as part of the tender submission. Any reservation with regard to these terms should be notified in accordance with the query process.
5.18 Confidentiality


This Invitation to Tender document provided is for the sole purpose of obtaining tenders as referred to therein, and the document may not be used for any other purpose. 


Tenderers are required to treat the details of all documents supplied in connection with the tender process as both private and confidential. Similarly, POCC undertakes not to disclose to third parties any confidential information received from tenderers, subject to its obligations under law including the provisions of the Freedom of Information Acts.
5.19 Conflict of Interest


Any conflict of interest involving a tenderer must be fully disclosed to POCC. Any registerable interest involving the tenderer and POCC or employees of POCC or their relatives must be fully disclosed and should be communicated to POCC 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 a contract. The terms ‘registerable interest' and 'relative' shall be interpreted as per Section 2 of the Ethics in Public Office Act, 1995. Failure to disclose a conflict of interest may disqualify a tenderer or invalidate the contract, depending on when the conflict of interest comes to light.

5.20 Tax Clearance Certificate


It will be a condition of the award of the Contract that the successful tenderer can promptly produce a current valid Tax Clearance Certificate issued by the Irish Revenue Commissioners, if not already submitted to POCC. This tax clearance status must be maintained throughout the lifetime of the Contract. Please refer to the Irish Revenue web site http://www.revenue.ie.
5.21 Withholding Tax


Payments under this Contract 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. 

5.22 Irish Legislation


Tenderers should be aware that Irish national legislation applies in matters such as Employment, Working Hours, Official Secrets, Data Protection and Health and Safety. All relevant aspects of such legislation must be observed at all times by the successful service providers. Tenderers must also have due regard to statutory terms relating to minimum pay and to legally binding industrial or sectoral agreements in preparing tenders and apply these provisions accordingly.  

5.23 Confidentiality of Evaluation


After the official opening of tenders, information relating to the examination, clarification, evaluation and comparison of tenders and recommendations concerning the award of the Contract will not be disclosed to tenderers or any other persons save as required by law.

5.24 Determination of Responsiveness


After the official opening of tenders, POCC or its staff or agents will determine whether each tender is compliant to the requirements of the Tender Documents.  
5.25 Clarification of Tenders


Without prejudice to the conduct of the negotiated procedure, to assist in the examination and comparison of tenders, POCC may ask tenderers for clarification and/or presentation of some or all aspects of their tenders, including a breakdown of the financial proposal or other information. 

5.26 Correction of Errors


Detailed pricing of all tenders will be examined for arithmetical errors and the following approach to correction of such errors will apply:

(i) Where there is a discrepancy between the hard copy and the electronic copy of the tender, the hard copy will take precedence;

(ii) Where there is a discrepancy between amounts in figures and words the amount in words shall apply;

(iii) 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 govern in determining the adjusted total amount. 


The amount stated in the Form of Tender will be adjusted by POCC in accordance with the above procedure and, with the agreement of the tenderer, shall be considered as binding upon the tenderer. A tenderer not accepting the correction of their tender as outlined may have it rejected.
5.27 Interference

Any effort by the tenderer to unduly influence POCC, 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 the Contract shall have their tender rejected. In accordance with Section 38 of the Ethics in Public Office Act 1995 any money, gift or other consideration from a person holding or seeking to obtain a contract will be deemed to have been paid or given corruptly unless the contrary is proved.

5.28 Inducements to Purchase


POCC shall be entitled to disqualify a tenderer in the following circumstances:

· if the tenderer has offered or given or agreed to give to any person any gift or consideration of any kind as an inducement or reward for doing or forbearing to do, or for having done or forborne to do, any action in relation to the obtaining or execution of the Contract establishment procedure or showing or forbearing to show favour or disfavour to any person in relation to this tender procedure, or

· if like acts have been done by any other person employed by the tenderer or acting on its behalf (whether with or without the knowledge of the tenderer).

· The Competition Act 2002 makes it a criminal offence for tenderers to collude on prices or terms in a public tender procedure. Where POCC has reasonable grounds to believe that a tenderer may have been involved in collusion, it shall be entitled to exclude such tenderer from the competition at its sole discretion. 

5.29 Notification of Tender Evaluations


All tenderers will be informed electronically of the outcome of their tender following final tender evaluation, as well as of any decisions reached regarding the award of the Contract. 

5.30 Period for lodging objections to the outcome of the tender evaluation


POCC will undertake not to award the contract for a period of at least 14 days after the notification referred to above. This is called the ‘Standstill Period,’ and is being observed strictly on a voluntary basis. 

5.31 Award of Contract

Following the (voluntary) ‘Standstill Period,’ POCC will conclude the Contract with the highest ranked tenderer emerging from this competitive process, subject to full compliance with the Invitation to Tender.
The Contract will be established on foot of this competition for the provision of Public Relations & Communications Services.” The Contract will be awarded to the highest ranked tenderer found to be fully in compliance with the tender documentation and submitting the most economically advantageous tender under the award criteria following the evaluation at tender stage. 
5.32 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 the Contract, POCC considers that the successful tenderer has not met its obligations, POCC reserves the right to award the Contract to the next highest scoring tenderer on the basis of the terms advertised during the tender validity period. This shall be without prejudice to the right of POCC to cancel this competitive process and/or initiate a new award procedure at its sole discretion.
5.33 Award of Contract 
The successful tenderer will be required to sign the formal Contract and return this document to POCC promptly within 14 days of (i.e., final) formal notification by POCC. POCC reserves the right to cancel the award of the Contract in the event of the signed Contract not being returned within the 14-day period. 
5.34 Form of Contract
The successful tenderer will be required to sign the Contract and return this document to POCC promptly within 14 days of (i.e., final) formal notification by POCC of the award of the contract. POCC reserves the right not to award the contract at its sole discretion. 
5.35 Payment


POCC operates in accordance with the European Communities (Late Payments in Commercial Transactions) Regulations 2012. 

5.36 Invoicing and Statement of Accounts 


The successful tenderer will be paid on submission of VAT invoices. Invoices must specify supporting detail of work performed. 

5.37 Law


Both POCC and the successful tenderer shall comply with Irish law and be subject to the jurisdiction of the Irish courts, which will govern the Contract. 

5.38 Intellectual Property

POCC will have ownership of any material developed for use by POCC under the terms of the Contract. 
5.39 Delivery Locations


Delivery is required to the Contracting Authority’s sites in Cork. All meetings in relation to this Contract will be held at the Contracting Authority’s offices in Cork unless otherwise agreed to by the Contracting Authority.
5.40 Quality of Service Required 

It is emphasised that the successful tenderer must offer the appropriate expertise in all areas of the services required. 

5.41 Supplier Performance


Supplier performance will be continually monitored over the term of the Contract with the aim of achieving continuous cost improvement, quality of service, effective handling of complaints, and adherence to agreed response times. The successful tenderer will be required to take a proactive role in monitoring performance and to make appropriate recommendations where necessary.
5.42 Security Policy

The successful tenderer will be required to have in place relevant procedures (in respect of both physical constraints and IT systems) to ensure that information held by the tenderer regarding the service provided to POCC is inaccessible to any person who may be advising a third party involved in another POCC project. Any other party in the firm affected by a conflict of interest must be similarly prevented from accessing such information. 

6.  SCOPE OF SERVICES REQUIRED
6.1 
Scope and Specification of the Project

The successful Tenderer shall provide the following core services within a monthly retainer:

6.1.1 Strategic Communications Advisory

The successful Tenderer shall provide:

· an annual strategic communications planning process aligned to the Contracting Authority’s corporate strategy, commercial priorities and major projects;
· political monitoring such as PQs and Dail/Oireachtas, specifically related to Ports sessions;
· quarterly strategic review sessions with senior management;

· advice on corporate positioning, reputation management and messaging;

· advice in relation to media strategy and stakeholder-facing communications.

6.1.2 Media Relations

The successful Tenderer shall provide:

· management of reactive media enquiries during normal business hours;

· proactive media support in respect of agreed strategic announcements and priority themes;

· drafting of an agreed number of press releases and media statements, as specified in the Pricing Schedule;

· media monitoring and summary reporting.

6.1.3 Executive Communications Support

The successful Tenderer shall provide:

· speech drafting and/or speaking notes for designated senior executives, where agreed;

· preparation of media briefing notes, key messages and Q&A documentation;

· interview preparation support for agreed spokesperson engagements.

6.1.4 Crisis and Issues Management

The successful Tenderer shall provide:

· senior crisis communications advisory support;

· development and annual review of crisis communications protocols;

· support in response to reputational, operational, environmental, commercial or stakeholder-related issues affecting the Contracting Authority;

· defined out-of-hours crisis availability as set out in the tender response.
· Provide media training to nominated POCC nominated media spokesperson in the event of live interviews being required.
6.2 
Services Specifically Excluded from the Core Retainer

The following services are expressly excluded from the monthly retainer unless separately requested and approved in writing under the call-off mechanism:

· routine social media management and posting;

· website content updates or website administration;

· graphic design, creative design, video production, animation or photography;

· routine marketing collateral production;

· day-to-day marketing campaign execution;

· event management, event logistics or event staffing;

· internal communications administration;

· media buying or advertising purchasing;

· public consultation administration;

· branding or rebranding exercises;

· any work not expressly set out in the Annual Workplan or otherwise approved in writing.

The Tenderer shall clearly identify any assumptions and exclusions in its submission

6.3
Value of the Contract

The contract term shall be three (3) years, subject to satisfactory performance and continued organisational need. The total value of the contract is estimated at approx. €240,000 exclusive of VAT, comprising:

· a fixed monthly retainer for core services; and

· a controlled and pre-approved call-off mechanism for additional services.

The POCC Authority does not guarantee any minimum level of spend beyond the agreed retainer and reserves the right not to utilise all or any optional services. 
Within twenty (20) working days of contract commencement, and annually thereafter, the successful Tenderer shall prepare a proposed Annual Workplan for review and approval by the Contracting Authority. 

The Annual Workplan shall include:

· the key strategic communications priorities for the year;

· the services to be delivered under the retainer;

· indicative quarterly activities;

· anticipated major announcements/campaign peaks;

· the proposed use of retained deliverables and any optional call-off items;

· assumptions, dependencies and exclusions.

No activity outside the approved Annual Workplan shall be undertaken without prior written approval.

6.4
Governance and Instruction Protocol

6.4.1 Single Point of Contact

The successful Tenderer shall accept instructions only from the designated Contract Manager, or such other officer as may be formally nominated in writing by the Contracting Authority. The successful Tenderer shall not accept instructions from:

· individual departments or business units;

· Board members acting outside agreed arrangements;

· external stakeholders;

· any employee not formally authorised to instruct the service provider.

6.4.2 Approval Before Commencement of Additional Work

No additional work, variation, campaign activity, specialist support or out-of-scope service shall be undertaken unless:

1. a written request or brief has been issued by the Contracting Authority;

2. the Tenderer has submitted a written proposal defining scope, outputs, timetable and fixed cost or capped fee; and

3. written approval has been provided by the Contracting Authority.

Any work undertaken without compliance with this clause shall be at the Tenderer’s own risk and expense, and the Contracting Authority shall have no liability in respect of such work.

6.5 Budgetary Control and Cost Management

6.5.1 Retainer and Call-Off Model

Tenderers shall submit pricing on the basis of:

· a fixed monthly retainer for core services; and

· a schedule of fixed-price and/or capped-fee optional services.

The Contracting Authority reserves the right to adjust this profile provided the annual maximum is not exceeded.

6.5.2 No Open-Ended Time and Materials Charges

Open-ended charging arrangements, uncapped time-based charging, or vague availability-based pricing will not be accepted unless expressly authorised in writing and subject to a defined fee cap.

6.6 
Deliverables-Based Retainer

The monthly retainer must be linked to defined services and quantifiable deliverables rather than general availability. Tenderers must state clearly what is included within the retainer, including for example:

number of annual strategic planning sessions;

number of quarterly review meetings;

number of press releases/media statements included;

number of executive briefing packs included;

frequency of media monitoring/reporting;

level of crisis support provided;

senior personnel access arrangements.

General wording such as “support as required” or “reasonable advice as needed” will be considered insufficient unless fully quantified.

6.7
Resources Allocated to the Project

Tenderers shall identify:

· the proposed Lead Director / Senior Adviser;

· the day-to-day account lead;

· the proposed crisis communications adviser;

· any specialist personnel who may be called upon.

Tenderers shall specify:

· relevant experience of each named individual;

· their proposed role under the contract;

· the anticipated level of input from each person.

The Contracting Authority shall be entitled to require the replacement of any person whose performance, availability or level of seniority is deemed unsatisfactory. No substitution of key personnel shall take place without prior written approval.

Resource Allocation Schedule
	Role


	Name
	Confirmation CV Attached (Y/N)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


6.8 
Reporting Requirements
The successful Tenderer shall provide a monthly written report setting out:
· services delivered during the reporting period;

· outputs completed;

· performance against agreed KPIs;

· media coverage achieved;

· retainer utilisation;

· additional approved spend to date;

· forecast spend for the remainder of the contract year;

· any emerging issues or recommended actions.

All invoices must be itemised and must separately identify:

· retainer charges;

· approved call-off/project charges;

· any approved third-party costs.

No invoice shall be paid unless supported by appropriate detail.

6.9 
Performance Management

The successful Tenderer shall be managed against a defined KPI framework, to include:

· responsiveness and service quality;

· strategic value of advice;

· effectiveness of media relations support;

· quality of executive communications support;

· crisis preparedness and responsiveness;

· budget control and value for money.

A formal annual performance review shall be undertaken, with an enhanced review at the end of year where performance is unsatisfactory, where scope control is not maintained, or where the service is not considered to represent value for money, the Contracting Authority may:

· require a remedial action plan;

· suspend discretionary call-off activity;

· reduce the scope of services; or

· terminate the contract in accordance with the contract conditions.

7. HOW TENDERS WILL BE EVALUATED

7.1 Validity and Responsiveness of Tenders 

Tenders will be examined initially by reference to the completeness of proposals relative to the Invitation to Tender. In order for a tender to avoid the risk of elimination from this competition and to warrant consideration under the selection and/or award criteria, it must comply fully with the requirements of this Invitation to Tender, including its Appendices. 

Tenders that are valid and substantially responsive to POCC’s requirements will be assessed against the selection criteria set out in Section 7.2;

Only those Tenders that meet all the selection criterial in Section 7.2 will be evaluated against the award criteria set out in Section 7.3. 
Responses to this Invitation to Tender will be evaluated in their own right. No unsolicited communications from tenderers will be entertained during the evaluation period.

7.2 Selection Criteria
Tenderers must meet the Selection Criteria as set out in the table below. 
Tenderer either pass or fail these Selection Criteria. Tenderers that fail any of the Selection Criteria will not be evaluated further and will be eliminated from the Competition.

	Selection Criteria
	Weighting 
	Minimum Score Required

	A. Turnover 
	Pass/Fail
	Pass

	B. Insurance
	Pass/Fail
	Pass

	C. Tax Clearance Certificate
	Pass/Fail
	Pass

	D. Previous Experience
	Pass/Fail
	Pass


Please Note Tenderers must confirm by submitting a Self-Declaration at Appendix B that they will be able to provide evidence that they meet the minimum requirements set out in the Financial Standing selection criteria. 
It will only be in the event that a Tenderer is ultimately successful in this Competition that it will be required, as a condition of Contract award, to provide evidence that it satisfies the minimum requirements relating to turnover, insurance, tax clearance. At that point, it will be given seven (7) calendar days to produce the relevant evidence. If it fails to produce the evidence within the relevant period, the Contracting Authority reserves the right to award the Contract to the next highest ranked Tenderer.
Financial Standing Selection Criteria Explained

A. Turnover 

Tenderers must have achieved a turnover of at least €250,000 in each of the three previous financial years. 
In the first instance, Tenderers must initially declare that they have a turnover of at least €250,000 submitting the Self Declaration at Appendix B. 

When requested to do so, Tenderers MUST submit evidence demonstrating that the Tenderers overall annual turnover in each of the three (3) previous financial years was at least €250,000. Combined total turnover for all members of a grouping/consortium must meet the minimum turnover. If only one member has the skills, resources and experience for the service, that member must have a turnover that demonstrates financial capacity for the service.

Evidence should be in the form of overall certified turnover for the 3 previous financial years or alternatively, if the date of establishment was more recent, information on turnover available on a pro-rata basis. The evidence should be objective and from an appropriate source (e.g., auditor’s statement) but if for any valid reason this evidence cannot be provided then alternative evidence which is considered appropriate by POCC may be provided.  
B. Insurance

The Successful Tenderer will be required, at a minimum, to take out and maintain at its sole cost and expense for the benefit of POCC at all times for the duration of the Contract and for such further times as is reasonable and/or may be required in the circumstances the minimum insurance levels stated in the table below.

Tenderers must initially declare that they are in a position to take out and maintain the insurance levels specified below by submitting the Self Declaration at Appendix B.

Tenderers should note that while a Declaration is acceptable at this stage of the process 
documentary evidence will be required as condition precedent to the award of the Contract.
	Insurance Cover

	Minimum Cover every claim
	Period

	Professional Indemnity
	€5 million
	For the duration of the Services. 

	Public Liability
	€6.5 million
	For the duration of the Services.


	Employer’s Liability
	€13 million
	For the duration of the Services.


C. Tax Clearance Certificate

It will be a condition of Contract award that the Successful Tenderer shall for the term of the Contract, comply with all EU and domestic tax laws. Tenderers are referred to www.revenue.ie for further information. Prior to the award of the Contract, the Successful Tenderer shall be required to provide its current and valid tax clearance certificate number to facilitate the on-line verification of their tax status. 

In the first instance, Tenderers must initially declare that they hold or have applied for a Tax Clearance Certificate by submitting the Self Declaration at Appendix B. 
Technical and Professional Capability Selection Criteria Explained

A Tenderer must have sufficient technical and professional ability to perform the Contract and to supply the goods and services. The Tenderers’ Technical and Professional Capability will be assessed in terms of the extent to which it meets the minimum requirements in respect of the criteria set out below. Based on the merits of the submission it will either pass or fail these criteria.

D. Previous Experience 

The Tenderer should provide three (3) examples of projects supplied within the last three (3) years of similar scale, nature and complexity where they have provided similar Public Relations & Communications Services. Each example should demonstrate the overall competency of the Tenderer. Tenderers must ensure they provide sufficient information to allow a judgement of the similarity of these contracts to the service requirements. 
Tenderers should note that the onus is on Tenderers to demonstrate that they meet the prescribed requirements in respect of the Technical and Professional Capability Criteria. POCC is under no obligation to seek clarifications or supplemental information but has the right, at its absolute discretion, to do so.  Furthermore, Tenderers should note that POCC is precluded by public procurement law from obtaining additional information that may materially amend a Tender.

Reliance on Other Entities

Where in order to prove its financial, economic and technical standing, a Tenderer relies on the resources of entities or undertakings with which it is directly or indirectly linked, whatever the legal nature of those links may be (including, but not limited to, for example, reliance on a parent company’s resources), it must provide evidence that it has available to it the resources of those entities or undertakings which are necessary for the performance of the Contract. For example, a written undertaking from such an entity confirming that it will provide the necessary support will suffice. If sufficient evidence is not provided, the Tenderer will be evaluated based on its own financial, economic and technical standing. A contractual commitment may be required at contract execution stage from any such supporting entity.

7.3 Award Criteria

The undermentioned award criteria will be applied to each tender found to be substantially in compliance with the formal requirements of this tender documentation and has passed the Selection Criteria set out in Section 7.2.
Appointment will be on the basis of the most economically advantageous tenders received, in accordance with the award criteria, weightings, and rules:
	Award criteria
	%
	Maximum Score

Available
	Minimum Score Required

	Methodology for the Delivery of the Service


	20%
	2,000
	1,000

	Human Resources & Previous Experience
	40%
	4,000
	2,000

	Sustainability & Environmental/Social Approach
	10%
	1,000
	500

	Ultimate Cost
	30%
	3,000
	n/a

	TOTAL
	100%
	10,000
	n/a


Evaluation of Qualitative Criteria 
The criteria are more particularly described below:
	
	Award criteria
	%
	Maximum Score

Available
	Minimum Score Required

	A
	Methodology for the Delivery of the Service


	20%
	2,000
	1,000

	
	Paying close attention to all information provided in the Scope of the Services Required tenderers are required to provide information to enable the Contracting Authority to assess their offer under this criterion covering each of the requirements detailed in this document including detailing the overall methodology and approach to meet the requirements set out in the Scope of Services Required of this document which would be suitable for the Port of Cork Company in order to develop its public relations and communications services.



	B
	Technical Merit of Human Resources Offered and Previous Experience and Contracts 
	30%
	3,000
	1,500

	
	Tenderers are required to complete the Resource Allocation Schedule for the Core Team by setting out details of the staffing resources proposed for the delivery of the services. Comprehensive curricula vitae must be provided for all staff members proposed; these will be taken into account in the assessment of the quality of the human resources offered.
Tenderers must Identify the key team members of their proposed team including subject matter expert(s) and provide an organogram to demonstrate responsibilities and accountability. For each key team member;
· Identify the key team members including subject matter expert(s);
· Provide biographical details for each member of the proposed team including· number of years' experience, qualifications, employment record and roles held;
· Provide specialist knowledge for each member of the proposed team demonstrating core competencies, skills and proficiency.
The Tenderer should provide three (3) examples of projects supplied within the last three (3) years of similar scale, nature and complexity where they have provided similar Public Relations & Communications Services to clients. Each example should demonstrate the overall competency of the Tenderer. Tenderers must ensure they provide sufficient information to allow a judgement of the similarity of these contracts to the service requirements. 
Note: A total of 3 referees only should be provided by the tenderer and POCC reserves the right to contact the referees independently of the tenderer to carry out an assessment. POCC will take into account the references received independently from previous clients of the tenderer.



	C
	Sustainability & Environmental/Social Approach

	10%
	1,000
	500

	
	Tenderers must demonstrate their approach to sustainability in the context of the requirements and specifications set out this Invitation to Tender, providing clear and comprehensive details that demonstrate their policies and understanding relating to the following:

· Environmental considerations 

· Social considerations 
Note* - Maximum of 4 No. A4 Pages 



	D
	Ultimate Cost 

	30%
	3,000
	n/a

	
	Tenderers are required to price their services based upon the following:

1. A fixed monthly retainer for core services; and

2. A Call-off/project allocation to include Blended Hourly Rates associated with the resource required to deliver the services. 
POCC reserves the right to request fixed fees for services which can be clearly defined and scoped upfront. Where the POCC and the Tenderer are unable to agree a fixed fee, the POCC reserves its right to undertake a separate procurement process for these services.

Tenderers must complete the pricing schedule according to the Professional Grades and Descriptions as set out within the Pricing Schedule. 
Tenderers should also note the following;
· The Blended Hourly Rates quoted must be inclusive of all costs (excluding travel expenses and subsistence). Price quoted must be expressed in Euro only and exclusive of Vat.

· Grades/Levels must be priced accordingly, and higher levels should not be priced less than lower levels.

· The Blended Hourly Rates quoted in the tender response shall remain fixed for the duration of the contract.

· For the purpose of evaluation, the hours quoted in the table in the Pricing Schedule are notional and will be used for tender evaluation purposes only and are not an indication or a guarantee of the actual work involved.




	
	TOTAL
	100%
	10,000
	n/a


Methodology for Evaluation of Tenders received

Evaluation of Qualitative Criteria (A - C)

Tenderers must achieve a minimum rating of 50% of the total marks available for each of the individual qualitative criteria in order to avoid elimination from the competition.  
Baseline scoring system: 
	Score
	Meaning
	Interpretation

	90 – 100%
	Outstanding   
	An outstanding response demonstrating extensive understanding offering full assurance to client – fully supported with no reservations.

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

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

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

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

	Less than 50% is unacceptable


It should be clarified, however, that an Applicant may be awarded any score between 0 and 100% under criteria A - C.

Evaluation of the Ultimate Cost 

Please note that in relation to Criterion D – Ultimate Cost, each valid and responsive tender will be scored in inverse proportion to the maximum score, which will be allocated to the lowest cost valid tender not previously eliminated on qualitative grounds.

The expression shown below will be used where “a” is the maximum score available, “b” is the value of the lowest Ultimate cost tender and “c” is the Ultimate cost of the tender being evaluated.  The cost score for that tender will be established as follows:-

Cost Score = a x b
                    C
APPENDIX A – PRICING SCHEDULE - FORM OF TENDER
This Form of Tender must be completed, signed and returned by tenderers
Contracting Authority: Port of Cork Company      
Project: Provision of Public Relations & Communications Services
	Name of Tenderer:            

	Item No.
	Description
	Annual Fee Year 1
 
	Annual Fee Year 2 
 
	Annual Fee Year 3
 
	Total



	1
	Fixed Annual Retainer for Core Services (Monthly Retainer x 12)

	€
	€
	€
	€

	2
	Schedule of Fixed Price and/or Capped Optional Services
Please submit the fee your firm will charge each year for the resource type by total notional hours each year. (Please use table below for calculation)
	€
	€
	€
	€

	
	Total Annual Cost (Ex VAT)
	€
	€
	€
	€


Please provide Blended Hourly Rates for the resources listed below for the duration of the contract. As outlined below these rates must be inclusive of all expenses and will be marked as part of the Tender Evaluation Process. (2. Schedule of Fixed Price and/or Capped Optional Services)
	Role 
	Notional Annual No. Hours 
	Hourly Rate (€)


	Total Cost Year 1 (€)
	Total Cost

Year 2 (€)
	Total Cost

Year 3 (€)

	Lead Director/Senior Adviser
	60
	
	
	
	

	Day to Day Account Lead
	100
	
	
	
	

	Crisis Communication Adviser 
	30
	
	
	
	

	Specialist Personnel 
	10
	
	
	
	

	Total Cost 
	
	
	€
	€
	€


Tenderers must confirm that all work will be carried out at the appropriate grade/rate reflecting its complexity even though it might be performed by a higher grade. 

We have examined the Invitation to Tender and hereby offer to provide the services on the terms described therein, as and when required to do so under Contract, as per the Scope of Services Required included within this Invitation to Tender.

The total costs tendered must be inclusive of all administrative costs and ancillary expenses of every description. Travel time and subsistence expenses shall not be chargeable. 

We confirm that we 
· Have read and thoroughly examined the Tender Document, Accept that the Total Annual Price quoted is fixed as the maximum fee for the provision of Public Relations & Communications Services for each year during the duration of the contract,
· Fully understand the Tender Document and fully accept POCC’s requirements as set out in Section 6 Scope of Services Required within this Invitation to Tender,
· Undertake to treat the details of this Invitation to Tender, our tender response and any subsequent negotiations as private and confidential,

· Have reviewed the Instructions to Tenderers and agree to be bound by these conditions,

· Will keep this offer open for acceptance by you for a period of 6 months from the date of deadline for submission of tenders,

· Agree that you are not bound to accept the most economically advantageous or any tender you may receive, and that you may elect to accept or reject any tender in its entirety or part only,

· Acknowledge that no legally binding agreement shall exist between POCC and any tenderer unless and until the Contract Terms and Conditions have been executed by both parties,
· Have found no errors, omissions, conflicts or ambiguities in the Tender Document except those which we have brought to the attention of POCC before the latest date for submitting queries,
· Acknowledge that all costs and expenses incurred by us in producing and submitting this offer will be borne by us in full,
· Undertake to perform and complete delivery of the services in accordance with the terms and conditions of the tender specification.
Signed: ___________________________________________________________________
Name in Capitals: ___________________________________________________________

On behalf of: ______________________________________________________________
Address: __________________________________________________________________
Telephone: ________________________________________________________________  
 

E mail: ___________________________________________________________________
Date: ___________________________________________________________________________________________________________
A tenderer’s failure to sign and date this Form of Tender and to complete all sections will invalidate the tender. 
APPENDIX B – SELF DECLARATION 
	B.1 TENDERER SUMMMARY

Weighting: Pass/Fail only
Pass requirement:  Applicants must complete this section.   

	Organisation Name
	

	Contact Name  
	

	Position
	

	Address
	

	Telephone Office
	

	Telephone Mobile
	

	Email
	

	Date of establishment, if applicable
	

	Legal Status, if any

(Company (Ltd.), Partnership, Sole Trader, etc.)
	

	Please confirm if you are an SME (Small and Medium Enterprise) as defined in Commission Recommendation 2003/361/EC
	Yes
	
	No
	

	Definition as per 2003/361/EC 

The category of micro, small and medium-sized enterprises (SMEs) is made up of enterprises which employ fewer than 250 persons and which have an annual turnover not exceeding EUR 50 million, and/or an annual balance sheet total not exceeding EUR 43 million.


	B2.
TAX CLEARANCE CERTIFICATE DECLARED BY SELF-DECLARATION

	Weighting: Pass/Fail only
Pass requirement:  Tenderers must complete the self-declaration (B5) providing information regarding their tax compliance.  

	B3.        FINANCIAL CAPACITY DECLARED BY SELF-DECLARATION

	Weighting: Pass/Fail only
Pass requirement: Tenderers should declare in the self-declaration (B5) information regarding their financial standing and viability. The requirement is as follows: 
Annual Turnover of €250,000 per annum for each of the last three years.
NOTE #1: in the case of a Tenderer being a grouping, this condition may be satisfied by the group members as a whole, or by reliance on the lead applicant. Where group members are relying on the lead Applicant’s financial capacity, self-declaration/evidence will only be required of the lead. 

NOTE #2: In the case of firms more recently established evidence of pro-rata turnover will suffice. 

	B4. 
INSURANCES DECLARED BY SELF-DECLARATION

	Weighting: Pass/Fail only
Pass requirement: Applicants should complete the self-declaration (B5) providing information regarding the insurances in place and are asked to note that the following levels will be required for the firm(s) being awarded this contract.    

	Insurance Type
	Required Level 

	Public Liability
	€6.5m

	Employers Liability 
	€13m 

	Professional Indemnity 
	€5m


	B5.       SELF DECLARATION OF FINANCIAL INFORMATION    

	TAX CLEARANCE

	(A) I confirm and declare having a current and valid Tax Clearance Certificate in place and our tax affairs are in order. The Contracting Authority can verify your tax clearance status through Revenue’s online facility at https://www.revenue.ie/itp/view.jsp. To this end, please confirm:

	Do you grant the Contracting Authority   permission to verify your tax status online via revenue.ie?
	Yes
	
	No
	

	Information required using new tax clearance certificate status being adopted since 2016

	Applicant Name
	

	Applicant PPSN/Tax Reference Number
	

	Access Number
	

	OR 

I confirm that I currently hold a valid paper tax clearance certificate
	Registration Number
	

	
	Certificate Number
	

	OR 

I confirm that I have applied for a Tax Clearance Certificate details of which will be made available as soon as available. 
	Yes
	

	FINANCIAL STANDING

	I confirm that our turnover exceeded €250,000 per annum in each of the last three financial years OR one of the last three financial years.  

	Financial Year
	2025
	2024
	2023

	Turnover
	€
	€
	€

	I confirm that I will provide the following promptly on request at any time prior to the tender list being finalised: 

· evidence of turnover for the past three financial years
	Yes
	

	
	No
	

	INSURANCES

	(B) I confirm that we have the following insurances in place: 



	Insurance Type
	Level in Place
	Details of Any Excess
	Expiry Date

	Employers Liability
	€
	
	

	Public Liability
	€
	
	

	Professional Indemnity
	€
	
	

	
	
	
	

	AND

	I confirm that if successful, where the levels required under the contract are higher than those currently in our possession, I will be in a position to put the required forms and levels of insurances required in place promptly. 
	Yes
	
	No
	

	AND


	I confirm that I will provide the following promptly on request at any time prior to the award decision being made: 

· evidence of insurances in place or 

· letter from Insurance Broker confirming that the required levels could be put in place if successful
	Yes
	
	No
	

	Please note that the Contracting Authority will seek to verify self-declarations regarding financial capacity prior to next stage of the competition. 

	Signed:
	

	Position: 
	

	Dated:
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