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Section 1: Introduction
1.1 AirNav Ireland (the “Contracting Authority”) invites tenders (“Tenders”) to this request for tenders (“RFT”) from economic operators (“Tenderers”) for the provision of the services as described in Appendix 1 to this RFT (the “Services”).  

1.2 The Contracting Authority, AirNav Ireland, is a commercial semi-State company responsible for the provision of air traffic management and related services in Irish-controlled airspace.  The Company was incorporated on 2nd February 2023, pursuant to the Air Navigation and Transport Act 2022, following a State decision to separate out the air traffic management functions from The Irish Aviation Authority into a separate stand-alone commercial entity.  
AirNav Ireland is a Designated Activity Company (DAC) limited by shares and registered under the Companies Act 2014.  All of the shares are held by the Minister for Public Expenditure, National Plan Delivery and Reform and the Minister for Transport. The Company employs c620 employees. 
Air traffic management functions include air traffic control, ATC flight information, aeronautical information and North Atlantic communications. 
AirNav Ireland operates the standards and procedures set and agreed internationally by:
· International Civil Aviation Organisation
· European Aviation Safety Agency
· EUROCONTROL
· European Civil Aviation Conference
· European Union

AirNav Ireland is sited in the following locations:
1. The Times Building, 11-12 D’Olier Street, Dublin 2, D02 T449
1. Dublin Area Control Centre and Control Tower, Huntstown, Cloghran, Co. Dublin
1. Shannon Area Control Centre, Ballycasey Cross, Shannon, Co. Clare
1. The Control Tower Cork Airport, Liberty Stream, Upper Ballygarvan, Co. Cork
1. The Control Tower, Shannon Airport, Shannon, Co. Clare
1. North Atlantic Communications Centre, Ballygirreen, Newmarket-on-Fergus, Co. Clare 

Further information is available at www.airnav.ie








1.3 In summary, the Services required comprise: 

The provision of Public Relations & Strategic Communications Services to The Irish Air Navigation Service trading as AirNav Ireland for a contract period of three years.


1.4 This public procurement competition (the “Competition”) will be conducted in accordance with the open procedure under the European Union (Award of Public Authority Contracts) Regulations 2016 (Statutory Instrument 284 of 2016) (the “Regulations”). Any contract that may result from this Competition (the “Contract”) will be issued for a term of Three years (“the Term”).

1.5 The Contracting Authority reserves the right to extend the Term for one additional period of 12 months depending on performance, on the same terms and conditions, subject to the Contracting Authority’s obligations at law.

































Section 2: Instructions to Tenderer

2.1 		IMPORTANT NOTICES

2.1.1	While every effort has been made to provide comprehensive and accurate 			information in all notices and documents prepared for the purposes of this 		  	 Competition, the Contracting Authority does not accept any liability or provide any 	   	 express or implied warranty in respect of any such information. Tenderers must 	  	 form their own conclusions about the solution needed to meet the requirements 		 set out in this RFT and may wish to consult their legal advisers.

2.1.2 	The Contracting Authority does not bind itself to accept the lowest priced or any 		Tender.

		This RFT does not constitute an offer or commitment to enter into a Contract.

		No contractual rights in relation to the Contracting Authority will exist unless and 		until a formal written Contract has been executed by or on behalf of the Contracting 		Authority.

		Any notification of preferred bidder status by the Contracting Authority shall not 		give rise to any enforceable rights by the Tenderer. 

		The Contracting Authority may cancel this Competition at any time prior to a formal 		written Contract being executed by or on behalf of the Contracting Authority. 

		The award of a Contract does not confer exclusivity on the successful Tenderer.

2.1.3 	This RFT supersedes and replaces any and all previous documentation, 				communications and correspondence between Contracting Authority and 			Tenderers, and Tenderers should place no reliance on such previous 				documentation and correspondence. 

2.1.4  	In this clause 2.1.4, “Data Protection Laws” means all applicable national and EU 		data protection laws, regulations and guidelines including but not limited to 			Regulation (EU) 2016/679 on the protection of natural persons with regard to the 		processing of personal data and on the free movement of such data, and repealing 		Directive 95/46/EC (the “General Data Protection Regulation”), and any guidelines 		and codes of practice issued by the Office of the Data Protection Commissioner or 		other supervisory authority for data protection in Ireland from time to time.

		The Contracting Authority will be a Data Controller (where Data Controller has the 		meaning given under the Data Protection Laws) in respect of any Personal Data 			(where Personal Data has the meaning given under the Data Protection Laws) 			required to be provided by the Tenderer in response to this RFT.

		The Tenderer, as Data Controller in respect of any Personal Data provided by it in its 		Tender, is required to confirm in the statement required under paragraph 2.4 below 		that all Data Subjects (where Data Subject has the meaning given under the Data 		Protection Laws) whose Personal Data is provided by the Tenderer have consented 		to the processing of such Personal Data by the Tenderer, the Contracting Authority, 		the Evaluation Team and the supplier of the etenders.gov.ie website, for the 			purposes of the participation of the Tenderer in this Competition or that the 			Tenderer otherwise has a legal basis for providing such Personal Data to the 			Contracting Authority for the purposes of its participation in this Competition. 


2.2 	COMPLIANT TENDERS

2.2.1 	If a Tenderer fails to comply in any respect with the requirements of this paragraph 		2.2.1, the Contracting Authority reserves the right to reject the Tenderer’s Tender as 		non-compliant or, without prejudice to this right and subject to its obligations at 		law, to take any other action it considers appropriate including but not limited to:

· Seeking written clarification from the Tenderer;
· Seeking further information from the Tenderer; or 
· Waiving a requirement, which in the Contracting Authority’s view, is non-material or procedural.
		Tenderers are required:
(a) To complete and submit with their Tender the electronic version of the European Single Procurement Document (“eESPD”). Tenderers may submit an eESPD which has already been used in a previous procurement procedure PROVIDED THAT they confirm that:
(i) The information contained in it continues to be correct; and 
(ii) That they satisfy the Selection Criteria for this Competition as set out at part 3.2 below.

(b) To submit all documentation which this RFT requires to be submitted with their Tender;
(c) To follow the format of this RFT and respond to each element in the order as set out in this RFT;
(d) To conform to and comply with all instructions and requirements set out in this RFT; 
(e) To submit the statement required under paragraph 2.4 below; and
(f) Not to alter or edit this RFT in any way

2.2.2 	Without prejudice to the generality of paragraphs 2.2.1, failure to comply with 			paragraph 2.6.1, 2.6.2 or 2.6.3 below with render the Tender non-compliant and it 		will be rejected. 







2.3 	CONTRACT

Tenderers shall confirm acceptance of the Terms and Conditions of the Contract at 		Appendix 4 to this RFT as part of their Tender submission by signing the Tenderer’s 		Statement at Appendix 3. Tenderers may not amend the Contract. 

2.4	ACCEPTANCE OF RFT REQUIREMENTS

Each Tenderer is required to accept the provisions of this RFT. ALL TENDERERS MUST RETURN, with their Tender, a scanned signed copy of the Tenderer’s Statement, as set out in the Appendix 3, printed on Tenderer’s letterhead. The Contracting Authority must be able to read the scanned signature of the Tenderer. If the Contracting Authority cannot read the signed signature, Tenderers may be requested to re-submit. Tenderers may not amend the Tenderer’s Statement.

2.5	CONSORTIA AND PRIME/SUBCONTRACTORS

Where a group of undertakings (in whatever form and regardless of the legal relationship between them) come together to submit a Tender in response to this RFT, the Contracting Authority will deal with all matters relating to this Competition through a single nominated entity authorised to represent all members of the group of undertakings. The Tenderer must provide details of all members of the group of undertakings and their role in the Tender and clearly set out the contact details including name, title, telephone number, postal address, and e-mail address of the nominated entity authorised to represent the Tenderer and to who all communications shall be directed and accepted until this Competition has been completed or terminated. Correspondence from any other person will NOT be accepted, acknowledged or responded to.

Prior to and as a condition of award of any Contract, the successful Tenderer shall be required to designate a single entity who will carry overall responsibility for the Contract (the “Prime Contractor”), irrespective of whether or not tasks are to be performed by a subcontractor or other consortium member (the “Subcontractor”).


2.6   	TENDER SUBMISSION REQUIREMENTS

2.6.1   	Tenders must be submitted via the electronic postbox available on www.etenders.gov.ie. 	Only Tenders submitted to the electronic postbox will be accepted. Tenders submitted by 	any other means (including but not limited to email, fax, post or hand delivery) will NOT be 	accepted. 
The Pricing Schedule (Appendix 2 (Section 5) - Pricing Schedule) must be uploaded as a separate stand-alone document.  Details of Pricing must not be including in any other section of the Tender submission. 


	Tenderers must ensure that they give themselves sufficient time to upload and submit all 	required Tender documentation before the Tender Deadline (as defined in paragraph 2.6.2). 	Tenderers should take into account the fact that upload speeds vary. There is a maximum of 	4GB for the total (combined) documents sent to the electronic postbox. 

	In order to submit a document to the electronic postbox, please note that you must click 	“Submit Response”.  After submitting you can still modify and re-send your response up until 	the response deadline. Tenderers should be aware that the “Submit Response” button will 	be disabled automatically upon the expiration of the response deadline. 

2.6.2  	Tenders must be received not later than 15th of September 2026 at 12 noon (the “Tender Deadline”). Tenders that are received late WILL NOT be considered in this Competition.

2.6.3  	Tenders must be submitted in English.

2.6.4  	Subject to paragraph 2.14 and 2.17, each Tenderer is limited to submitting one Tender in 	its own capacity and one Tender as part of a consortium/group of undertakings under this 	RFT.

2.6.5  	All Tenders submitted must be compiled such that they can be read immediately using an MS Office package or PDF.  The Contracting Authority is not responsible for corruption in electronic documents. Tenderers must ensure electronic documents are not corrupt.  

2.7 	QUERIES AND CLARIFICATIONS

2.7.1 	All queries relating to any aspect of this Competition or of this RFT must be directed to the messaging facility on www.etenders.gov.ie.  Queries will not be accepted after 8th of September 2026 at 12 noon unless otherwise published by the Contracting Authority. For the avoidance of doubt, Tenderers may not contact the Contracting Authority directly regarding any aspect of this Competition.

2.7.2  	All responses to queries will be issued by the Contracting Authority via the messaging 	facility on www.etenders.gov.ie.  Where appropriate, queries may be amalgamated.

2.7.3 	The Contracting Authority reserves the right to issue or seek written clarifications.

2.7.4  	The Contracting Authority reserves the right at any time before the Tender Deadline, to 	update or amend the information contained in this document and/or to extend the Tender 	Deadline. Participating Tenderers will be informed of any such amendment or extension 	through the eTenders website.

2.7.5  	Tenderers should ensure that they register their interest in this Competition, by clicking on 	the “Accept” button on www.etenders.gov.ie, in order to receive all responses to 	queries and other updates in relation to this Competition.






2.8	TENDERING COSTS

All costs and expenses incurred by Tenderers relating to their participation in this 	Competition including, but not being limited to, site visits, field trials, demonstrations 	and/or presentations shall be borne by and are a matter for discharge by the Tenderers 	exclusively.

2.9 CONFIDENTIALITY

2.9.1  	All documentation, data, statistics, drawings, information, patterns, samples or 	material 	disclosed or furnished by the Contracting Authority to Tenderers during the course of this 	Competition:

(a) are furnished for the sole purpose of replying to this RFT only;

(b) may not be used, communicated, reproduced or published for any other purpose without the prior written permission of the Contracting Authority;

(c) shall be treated as confidential by the Tenderer and by any third parties (including Subcontractors) engaged or consulted by the Tenderer; and

(d) must be returned immediately to the Contracting Authority upon cancellation or completion of this Competition if so requested by the Contracting Authority.

2.9.2  	Tenderers shall take reasonable steps to ensure that information contained in their Tender response which it considers confidential are appropriately marked. 


2.10 PRICING

2.10.1 	All Tenderers must complete the Pricing Schedule (Section 5) at Appendix 2 to this RFT.

2.10.2	All prices quoted must be all-inclusive (i.e. including but not being limited to 		shipping, packaging, delivery, ancillary costs and all other costs/expenses), be expressed 	in Euro only and exclusive of VAT. The VAT rate(s) where applicable should be indicated 	separately.

2.10.3 	Tenderers must confirm that all prices quoted in the Tender will remain valid for 180 	days commencing from the Tender Deadline.

2.10.4	Any currency variations occurring over the term of the Contract shall be 	borne by the 	Tenderer.

2.10.5	 Payments for Services provided pursuant to this RFT shall be subject to and made in 	accordance with the Contract at Appendix 4 to this RFT.

2.10.6 The Pricing Schedule (Appendix 2 (Section 5) - Pricing Schedule) must be uploaded as a separate stand-alone document.  Details of Pricing must not be included in any other section of the Tender submission. 

2.11 ENVIRONMENTAL, SOCIAL AND LABOUR LAW

2.11.1 	In the performance of any Contract awarded, the successful Tenderers and their 	subcontractors (if any), shall be required to comply with all applicable obligations in the 	field of environmental, social and labour law that apply at the place where the Services are 	provided, that have been established by EU law, national law, collective agreements or by 	international, environmental, social and labour law listed in Annex X of Directive 	2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public 	procurement (the “Procurement Directive”). 

2.11.2  Tenderers shall be required to include an undertaking to comply fully with the provisions 	of 	Council Directive 2001/23/EC of 12 March 2001 on the approximation of the laws of the 	Member States relating to the safeguarding of employees’ rights in the event of 	transfers of 	undertakings, business or parts of undertakings or business and as implemented in Irish law 	by Statutory Instrument No. 131 of 2003, the European Communities (Protection of 	Employees on Transfer of Undertakings) Regulations 2003 and to indemnify the Contracting 	Authority for any claim arising or loss or costs incurred as a result of its failure or incapacity 	to fulfil its obligations under the said Directive and Statutory Instrument.

2.11.3  The Protection of Employees (Temporary Agency Work) Act 2012 (the “2012 Act”) 	provides that an Agency Worked (as defined in the 2012 Act) is entitled to the same 	basic working and employment conditions as those which apply to employees recruited 	directly by the Hirer (as defined in the 2012 Act) to do the same or a similar job. Where the 	provision of the Services will involve the provision to the Contracting Authority of Agency 	Workers (within the meaning of the 2012 Act), 	Tenderers should ensure that they consider 	their obligations under the 2012 Act when pricing their Tender. The Contracting Authority 	shall have no liability for any increase in salaries that may be payable as a result of the 	application of the 2012 Act to the provision of the Services. 

2.12 PUBLICITY

No publicity regarding this Competition or any Contract pursuant to this Competition is permitted unless and until the Contracting Authority has given its prior written consent to the relevant communication.

2.13 REGISTERABLE INTEREST

Any Registerable Interest involving any Tenderer or Subcontractor and the Contracting Authority, members of the Government, members of the Oireachtas, or employees and officers of the Contracting Authority and their relatives must be fully disclosed in the Tender or, in the event of this information only coming to the notice of the Tenderer or subcontractor after the submission of a Tender, must be communicated to the Contracting Authority immediately upon such information becoming known to the Tenderer or subcontractor. 

The terms “Registrable Interest” and “Relative” shall be interpreted as per Section 2 of the Ethics in Public Office Acts 1995 and 2001, copies of which are available at www.irishstatutebook.ie.  The Contracting Authority will, at its absolute discretion, decide on the appropriate course of action, which may in appropriate circumstances include eliminating a Tenderer from this Competition or terminating any Contract entered into by a Tenderer.

2.14 ANTI-COMPETITIVE CONDUCT

Tenderers’ attention is drawn to the Competition Act 2002 (as amended, the “2002 Act”). The 2002 Act makes it a criminal offence for Tenderers to collude on prices or terms in a public procurement competition.

2.15 INDUSTRY TERMS USED IN THIS RFT

Where reference is made to a particular item, source, process, trademark, or type in this RFT then all such references are to be given the meaning generally understood in the relevant industry and operational environment. 

2.16 TAX CLEARANCE

It will be a condition of any Contract pursuant to this Competition that the successful Tenderer(s) shall, for the term of such contract(s), comply with all applicable EU and domestic tax laws including but not limited to Circular 43/2006 issued by the Department of Finance (Tax Clearance procedures).  Tenderers are referred to www.revenue.ie for further information.  Prior to the award of any Contract arising out of this competition the successful Tenderer shall be required to supply its Tax Clearance Access Number and Tax Reference Number to facilitate online verification of their tax status by the Contracting Authority.  By supplying these numbers, the successful Tenderer acknowledges and agrees that the Contracting Authority has the permission of the successful Tenderer to verify its tax cleared position online.

2.17 CONFLICTS OF INTEREST

Any conflict of interest or potential conflict of interest on the part of a Tenderer, Subcontractor or individual employee(s) or agent(s) of a Tenderer or subcontractor(s) must be fully disclosed to the Contracting Authority as soon as the conflict or potential conflict is or becomes apparent.  In the event of any actual or potential conflict of interest, the Contracting Authority may invite Tenderers to propose means by which the conflict of interest might be removed.  The Contracting Authority will, at its absolute discretion, decide on the appropriate course of action, which may in appropriate circumstances include eliminating a Tenderer from this Competition or terminating any Contract entered into by a Tenderer.


2.18  	WITHDRAWAL FROM THIS COMPETITION

Tenderers are required to notify the Contracting Authority immediately via the e-tenders website, if at any stage they decide to withdraw from this Competition.



2.19  	SITE VISIT

 “NOT USED” 


2.20   INSURANCE

2.20.1 	The successful Tenderer shall be required to hold for the term of the Contract the 	following insurances:


	Type of Insurance
	Indemnity Limit


	Employer’s Liability 
	€13,000,000 (thirteen million)


	Public Liability
	€6,500,000 (six million five hundred thousand)

	Professional Indemnity
	€2,600,000 (two million six hundred thousand)




2.20.2  	By signing the Tenderer’s Statement at Appendix 3, Tenderers confirm that, if 			awarded a Contract under this Competition, (i) they will, from the Effective Date of 		the Contract (as defined in the Contract), obtain and hold the types and levels of 		insurance as specified at paragraph 2.20.1, (ii) the territorial limits and jurisdiction of 		its insurance policies include the Republic of Ireland and (iii) they are not aware of 		any exclusions, restrictions, conditions or warranties or, in the case of policies with 		an aggregate limit of indemnity, any outstanding claims, which could have a material 		adverse impact on the level of coverage specified above. A formal confirmation from 		the Tenderer’s insurance company or broker to this effect will be requested from 		the successful Tenderer(s) prior to the award of (and shall be a condition of) any 		Contract. 
2.20.3  	The successful Tenderer will, during the term of the Contract, be required to:
(a) immediately advise the Contracting Authority of any material change to its insured status;
(b) produce proof of current premiums paid upon request; 
(c) produce valid certificates of insurance upon request.

Section 3 – Selection and Award Criteria
3.1 	Compliant Tenders
3.1	Only those Tenderers who have – 
(a) Submitted compliant Tenders pursuant to part 2.2 above, and 
(b) Declared by way of eESPD that either:
 (i) no mandatory grounds for exclusion of the Tenderer pursuant to Regulation 57 of the Regulations apply to them, or
(ii) in circumstances where any mandatory exclusion grounds apply to the Tenderer (and where the Tenderer is not precluded from doing so under Regulation 57 (17) of the Regulations), that it can provide evidence to the effect that measures taken by it are sufficient to demonstrate its reliability despite the existence of any such relevant exclusion ground, and
(c) Declared by way of eESPD that they satisfy the selection criteria for this Competition as   set out in part 3.2 below (the “Selection Criteria”) and passed the Selection Criteria having provided the requested information for same
	will be evaluated in accordance with the Award Criteria at part 3.3 below.
	However, please note that the Contracting Authority also reserves the right to exclude 	from evaluation a Tenderer to whom a discretionary ground for exclusion pursuant to 	Regulation 57 of the Regulations applies.
	Tenderers should note that where a Tenderer is relying on the capacity of other 		entities (for example, Subcontractors) for the purposes of fulfilling any of the 			Selection Criteria in part 3.2 below it must ensure the each such entity:
(i) Completes and submits a separate eESPD in respect of each such entity; and
(ii) When requested by the Contracting Authority, submit proof, to the satisfaction of the Contracting Authority, that each such entity will place the necessary resources at the disposal of the Tenderer.
Where a Tenderer (Prime Contractor) intends to subcontract any share of any Contract to a subcontractor, but is not relying on the capacity of such subcontractor for the purposes of fulfilling any of the Selection Criteria in part 3.2 below, it must ensure that each such Subcontractor submits a separate eESPD in respect of such subcontractor completing those sections of the eESPD which are specified in section 2.D of the eESPD for this Competition.
The Contracting Authority may decide to examine Tenders before verifying the absence of exclusion grounds in Regulation 57 of the Regulations (the “Exclusion Grounds”) and the fulfilment of the Selection Criteria.
If a Tenderer does not, upon request by the Contracting Authority, provide evidence which is considered by the Contracting Authority as sufficient to demonstrate (i) its fulfilment of the Selection Criteria (or any one of them) in accordance with this RFT and (ii) the absence of Exclusion Grounds, or its reliability despite the existence of a relevant Exclusion Ground, it shall be excluded from further participation in this Competition.

If a Tenderer does not, upon request by the Contracting Authority, provide evidence which is considered by the Contracting Authority as sufficient to demonstrate (i) the fulfilment by any Subcontractor on whose capacity the Prime Contractor relies of the Selection Criteria (or any one of them) in accordance with this RFT and (ii) the absence of Exclusion Grounds in respect of any Subcontractor, or the reliability of any subcontractor despite the existence of a relevant Exclusion Ground, it shall be excluded from further participation in this Competition unless it replaces the subcontractor with one which meets all relevant requirements of this RFT. 


3.2 	SELECTION 

3.2.1  	Tenderers will either pass OR fail on each of the Selection Criteria in this part 3.2.              	
A Tenderer who fails a selection criterion will be excluded from participating in this 	Competition. 

3.2.2	Selection Criteria 1 - Economic and Financial Standing

Tenderers must declare by way of eESPD that they satisfy the financial and economic standing requirement(s) and they must provide the supporting documentation specified below to the Contracting Authority.


(a) Minimum turnover of €200,000

(b) Full company turnover and accounting ratios:

Tenderers must complete the following table by inserting the month of their financial year end, the turnover and profit (or loss) for the three most recent years for which they have prepared annual accounts – the latest of which should date from within the last twelve months. 


	Year
	insert year
	insert year
	insert year 


	Month

	
	
	

	Turnover – EUR

	
	
	

	*PBIT

	
	
	


		*PBIT – Profit before interest and tax




(c) Separate turnover details must be provided for the Prime Contractor and Sub-Contractors being proposed – Tenderers must replicate the table above for each if required. 

(d) Turnover with regard to this Tender requirement.

Tenderers must complete the following table by inserting the turnover for the three most recent years with regard to this Tender requirement only. 

	Year

	insert year 

	insert year 

	insert year 


	Turnover with regard to this Tender requirement 

	
	
	

	As a % of overall turnover

	
	
	



(e) Tenderers must list their top six customers and indicate the % of their annual revenue for most recent financial year for both total revenue and revenue with regards to this Tender requirement.
	Customer name
	Annual Revenue
	Revenue related to this Tender requirement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOP SIX =
	
	




(f) Evidence of financial capacity: Tenderers must provide one of the following options in order for the Contracting Authority to make a determination in relation to the Tenderer’s capacity to support a contract for Services specified.

(i) One copy of their company’s audited accounts for three most recent financial years (with auditor’s report). Most recent accounts should not be greater than 12 months old from date of tender submission.
	
OR

(ii) Where a company’s annual accounts may be exempt from audit, alternative evidence of financial capacity and stability should be provided. Evidence must be sufficient in order for the Contracting Authority to make a determination as to the financial standing and capacity of their company.


3.2.3 	  Selection criteria 2 - Technical and Professional Ability

	Tenderers must declare by way of eESPD that they satisfy the technical and 	professional requirements(s) set out below and they must provide the supporting 	documentation specified below to the Contracting Authority. 


(a) Tenderers must demonstrate a high level of experience and expertise in the field of the provision of Public Relations Services and must provide examples of how their business activities relate to provision of the services they are tendering for, referencing contracts of a similar size and nature.  In this regard, Tenderer’s must provide three examples of their current contracts for the service being tendered for which will also act as references for the Tenderer

Table 3.2.3 (a) (please replicate for Subcontractors if applicable)
	Contract
	Reference 1
	Reference 2
	Reference 3


	Name of organisation

	
	
	

	Contract description 

	
	
	

	Value of contract (range will suffice if confidential)

	
	
	

	Year of contract

	
	
	

	Delivery period

	
	
	

	Reference contact name & position

	
	
	

	Telephone number

	
	
	

	Email address

	
	
	






(b) Tenderers must complete the following table 3.2.3 (b)

Table 3.2.3 (b) (please replicate for Subcontractors if applicable)
	
	
	Company Information
	Comment

	a)
	Name of Tenderer’s Company:
In the case of a consortium, the name of the Prime Contractor
	

	Name of the organisation that will ultimately enter into any contract

	b)
	Address of Tenderer’s Registered Company Head Office:
	
	

	c)
	Address of Tenderer’s other Company Office(s) /sites, if any:
	
	

	d)
	Contact Details of Tenderer Personnel:
(1) Name:
(2) Position in Company:
(3) Address:
(4) Telephone:
(5) Email:

	



	

	e)
	Please mark ‘X’ in the relevant box to indicate your trading status
	(i) Public limited company
	
	yes

	
	
	(ii) Limited Company
	
	yes

	
	
	(iii) Limited liability partnership
	
	yes

	
	
	(iv) other partnership
	
	yes

	
	
	(i) Sole supplier
	
	yes

	
	
	(ii) Other (please specify)
	
	yes

	f)
	Please mark ‘X’ in the relevant box to indicate if any of the following classifications apply to you
	(i) Charity, Voluntary or Community & Social Enterprise
	
	yes

	
	
	(ii) Small Enterprise
	
	yes

	
	
	(iii) Medium Enterprise
	
	yes

	
	
	(iv) Sheltered Workshop
	
	yes

	g)
	Date at which Tenderer’s Company commenced business:
	
	

	h)
	Company Registration No.:
	
	

	i)
	Registered VAT No.
	
	

	j)
	Registered Charity No. if applicable
	
	

	k)
	If Tenderer’s Company is a member of a group of companies or subsidiary to another company state:
(1) the name and address of the immediate parent company
(2) the name and address of the ultimate Parent Company
(3) other subsidiary companies involved in similar services
	


	

	l)
	If the Tenderer’s Company is a subsidiary, would the Group or Parent Company guarantee its performance?

	Yes       

No

If no would Tenderer be able to obtain a guarantee elsewhere (e.g. from a bank?)
	

	

m)
	Tenderers must provide a statement of numbers of employees on payroll under the following headings:
	Company Wide
	Directly Employed in PR & Strategic Communications

	
	
	Insert year
	Insert year
	Insert year
	Insert year

	
	(1) No. of permanent employees
	
	
	
	

	
	(2) Management
	
	
	
	

	
	 (3) Administration
	
	
	
	

	
	(4) PR Specialist
	
	
	
	

	
	(5) Other (please list)
	
	
	
	

	
	(6) Percentage of staff turnover relevant to requirement
	
	
	
	





3.2.4 Selection Criterion 3 – Health & Safety and Environment & Sustainability 

Tenderers should note that a contract specific assessment of the Tenderers Health & Safety, Environment & Sustainability systems and capability may follow as part of the Contract Award.
Health & Safety
(a) Tenderers must outline their organisation’s policy on Health & Safety.
(b) Tenderers must state if their company has a documented Health & Safety Statement. 
	Yes
	
	No
	




(c)  If yes, Tenderer must state date of issue and date of next review and enclose a copy.  
(d) Tenderer must provide the name, title and contact details for the person responsible in their company for Health & Safety compliance.
(e) Tenderers must advise if they have a formal risk assessment process in place.
(f)  Tenderers must advise if they have structured Health & Safety training in place.
(g) Tenderers must advise if their company operates an accident/Incident reporting system.

Environment and Sustainability
(h) Tenderers must provide a policy statement on the protection of the environment, good environmental practice and sustainability.
(i) Tenderers must provide the name, title and contact details for the person responsible in their company for their Environmental and Sustainability policy.
(j) Tenderers must advise if their company undertakes assessments of the environmental impact of its operations.
(k) Tenderers must advise if their company provides appropriate environmental training/awareness for all staff.
(l) Tenderers must advise if their company conducts audits of their operations to demonstrate the effectiveness of their environmental system.
(m) Tenderers must advise if their company operates a certified environmental management system, if yes please state the name of the certifying authority.

3.2.5 Selection criteria 4 - Tenderer’s Organisation Quality Control

(a) Tenderers must provide details of their organisation’s quality control system (if any).
(b) Tenderers must provide details of conformance (if any) to the ISO 9000 series or any other equivalent standard or system. 
(c) Details of any in-house quality system must be provided. If no documented system exists, please define how conformance to customer requirements is assured.
(d) Tenderers must state what processes they have in place to ensure best-in-class quality of service.





3.3 	AWARD CRITERIA

3.3.1  	The Contract will be awarded on the basis of the most economically advantageous 	tender(s) as identified in accordance with the Award Criteria.  
Only Tenderers who have qualified in accordance with section 3.2 Selection Criteria will be evaluated under this section 3.3. Award Criteria. 

REMOVE IF ACCOUNTS REQUIRED AT TENDER SUBMISSION 

3.3.2	The award of the Contract to the successful Tenderer (as determined by this section 3.3) will 	be conditional upon:

(a) The Tenderer identified as the successful Tenderer submitting the documentation required under section 3.2.2 (f) within seven (7) days of notification by the Contracting Authority (unless already provided at Tender submission or during the Selection Process) and

(b) The documentation submitted demonstrating that the successful Tenderer has the economic and financial capacity required under Section 3.2.2.

3.3.3 	Each Tender will be subject to an evaluation using the same criteria as outlined in 	Table 3.3.3 below. 

[bookmark: _Hlk528073888]Table 3.3.3
	
Award Criteria
	
Description

	
Marks Available

	Award Criteria 1-Technical Merit
	
	4000

	
	Understanding of requirement & approach
	1000

	
	Crisis & Issues management capability
	1000

	
	Content Writing & creation capability
	1000

	
	Social Media capability &               approach
	500

	
	Internal communications ability & approach
	500

	
	
	

	Award Criteria 2 - Resources
	
	2000

	
	Team experience & governance
	1500

	
	Out of Hours/Weekend Cover
	500

	
	
	

	
	
	

	Award Criteria 3 - Costs
	Costs
	4000

	
	Total
	10000



3.3.4 	For Award Criteria 1 & 2, a minimum score of 50% of the available marks is required for a valid tender.

The scoring methodology which will be applied by the evaluation team for qualitative criteria is as follows:

	Score
	Definition

	6
	Full achievement of the requirements specified in the RFT for that criterion.  Demonstrated strengths, no errors, weaknesses or omissions.

	5
	Sound achievement of the requirements specified in the RFT for that criterion.  Some minor errors, risks, weaknesses or omissions, which may be acceptable as offered.

	4
	Satisfactory achievement of the requirements specified in the RFT for that criterion.  Some errors, risks, weaknesses or omissions, which can be corrected/overcome with minimum effort.

	3
	Reasonable achievement of the requirements specified in the RFT for that criterion.  Some errors, risks, weaknesses or omissions, which are possible to correct/overcome and make acceptable. 

	2
	Minimal achievement of the requirements specified in the RFT for that criterion.  Several errors, risks, weaknesses or omissions which are possible but difficult to correct/overcome and make acceptable.

	1
	No achievement of the requirements specified in the RFT for that criterion.  Existence of numerous errors, risks, weaknesses or omissions, which are difficult to correct/overcome and make acceptable.

	0
	Totally deficient and non-compliant for that criterion.




3.3.5	Tenderers’ response to the Pricing Schedule will produce a weighted score out of 	4000 available marks.  The methodology for awarding marks for Pricing is:

		Lowest Priced Tender x 4000
		Tender Price
	
This will produce the marks to be awarded to each Tenderer for the Pricing proposed. 



3.4 PRESENTATION OF PROPOSALS

Tenderers may be required to make a presentation of the proposal contained in their Tender. The Contracting Authority will not be responsible for the cost of such presentations (in accordance with paragraph 2.8). Performance at presentations will NOT be evaluated.




3.5 STANDSTILL PERIOD

In circumstances where the European Communities (Public Authorities’ Contracts) (Review Procedures) Regulations 2010 (Statutory Instrument 130 of 2010), as amended by the European Communities (Public Authorities’ Contracts) (Review Procedures) (Amendment) Regulations 2015 (Statutory Instrument 192 of 2015) apply, no contract can or will be executed or take effect until at least fourteen (14) calendar days after the day on which the Tenderers have been sent a notice informing them of the result of this Competition (the “Standstill Period”) if such notice is sent by electronic means. The Standstill Period shall be sixteen (16) calendar days if such notice is sent by other means. The preferred bidder will be notified of the decision of the Contracting Authority and of the expiry date of the Standstill Period.
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