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Section 1. Introduction 

1.1 National College of Art & Design: 
 
The National College of Art and Design (NCAD) is Ireland’s largest provider of Art and Design education in higher education. For nearly three centuries NCAD has provided leadership in Art and Design education and has developed an international reputation in this regard. Founded as the Dublin Society Drawing School in 1746, today the National College of Art and Design (NCAD) offers the richest and most diverse education in Art and Design in Ireland. Our vision is to change the world through bold and curious thinking, making and doing and at NCAD we educate students to be a creative force equipped to create impact and change across society. 
We understand that creativity is at the bedrock of a better future, and recognise that the creative sector, as one of of the fastest growing sectors in the global economy, is uniquely placed to contribute to Ireland’s economic growth and goals as a sustainable society.

Scope of Work 
See Appendix 1


1.2 Proposed Timetable
The following projected timetable should be used as a working guide for planning purposes. The National College of Art & Design reserves the right to adjust this timetable as required during the course of the RFP process.


	Key Milestones
	Planned date

	Issue RFQ
	26st August 2026

	Closing Date for Questions
	18th September 2026

	Closing date for Quotations to be returned
	25th September 2026 (NOON)

	Proposal Evaluation Complete
	Immediately 




 1.3. Instruction 
1.3.1 These Instructions to Bidders, Service Requirements are for Social Media Support Services at the National College of Art & Design.
1.3.2 Submission must be submitted to www.etenders.gov.ie
No other means of submission are Allowed.

Please note that hard copies should not be submitted. Late or incomplete proposals not conforming to the requirements of this Request for Proposal will not be considered.
Proposals shall be submitted on or before the 25th September 2026 to arrive no later than NOON.
1.3.3 Requests for further information or clarification regarding the procurement should be submitted to e-proposals no later than 18th September 2026.
1.3.4 	NCAD shall NOT be bound to accept the lowest or any proposal.

2. 	Confidentiality
Subject to the legal disclosure obligations on NCAD and the provisions of the Freedom of Information Act 2014, , both parties agree to treat as confidential all information obtained from the other in relation to this process and pursuant to this Agreement and shall not disclose the whole or any part of the information to a third party without the prior written permission of the other party other than as may be required by NCAD for the purposes of evaluating any proposals or awarding a contract.  The terms of this clause shall not apply to the following information:
(i)	Information which was in the public domain at the time of disclosure.
(ii)	Information which, though originally confidential information, subsequently falls into the public domain through no fault of either party receiving the confidential information, as of the date of it’s so falling.
(iii)	Information independently conceived, perfected or developed by employees or agents of either party or is now or is hereafter in either party’s or any such employees’ or agents’ lawful possession as shown by their written records where such party, employee or agent can show it had no access to confidential information received under this Agreement.
(iv)	Information disclosed pursuant to a duty to disclose imposed by law or the requirements of a regulatory body but only to the extent so required; or
(v)	Information disclosed with the other party’s prior written approval.
The foregoing obligations as to confidentiality shall remain in full force and effect notwithstanding any termination of this Agreement for whatever reason.
3. 	Collusion and Canvassing
The Competition Act 2002 makes it a criminal offence for firms to collude on prices or terms in public proposal procedure.
If any Firm is found to have, at any time, offered to give to have agreed to offer or give to any person, any brief, gift, gratuity, commission or consideration of any kind and inducement or reward for taking or forbearing to take any action in relation to the obtaining of its Proposal, the Proposal submitted by such Firm shall be automatically disqualified and the circumstances surrounding such action shall be referred to the appropriate authority.
Any attempt by a Firm to influence the process of Proposal evaluation and award through canvassing or other means shall result in that Proposal being rejected.  Firms are advised that the use of improper influence will also result in proposal being automatically disqualified.  Examples of such improper influence would be collusion, price fixing, bid rotation or market division.
4. 	Disclaimers
4.1	Nothing in this Request for Proposal is, nor shall be relied upon as, a promise or representation as to NCAD’s ultimate decision in relation to the award of the proposal.
4.2	No person has been authorised by NCAD to give any information or to make any representation and, if a representation is given or made, any such information or representation shall not be relied upon as having been so authorised.
4.3	Nothing in this Proposal Document shall constitute the basis of a contract that may be concluded in relation to the Services nor be used in construing any such contract.  Each Firm must rely on the terms and conditions contained in any contract, when, and if, finally executed, subject to such limitations and restrictions which may be specified in such contract.  No such contract will contain any representation or warranty in respect of this Proposal Document.  By participating in this procurement process, Firms acknowledge that there does not exist any contractual or quasi-contractual relationship between NCAD and Firms prior to the execution of a formal contract.

4.4	NCAD does not bind itself to accept the Proposal with the lowest stated proposal price or any proposal and will not pay any compensation whatsoever in connection therewith.  The contract, if awarded, shall be awarded on the basis of the criteria set out in this Request for Proposal who have submitted a Proposal in compliance and it and whose Proposals are adjudged to be the most economically advantageous proposal to NCAD.	

4.5	Whilst the information in this Request for Proposal has been prepared in good faith, it does not purport to be a comprehensive review of all matters relevant to NCAD’s requirements and neither NCAD nor its advisors will accept any liability or responsibility for its adequacy, accuracy or completeness, nor do they make any representation, warranty or undertaking, express or implied, with respect to the information contained in this Request for Proposal or future information supplied in connection with this contract.

 
5. 	Intellectual Property 

6.1 The NCAD reserves all copyright and ownership rights in any materials newly developed pursuant to this Contract.  The successful company will be required, in the Contract, to assign all intellectual property rights created as a result of the Contract to the NCAD.  The intellectual property shall be the property of the NCAD. 

 
Evaluation

Award Process: The Contract will be awarded based on the most economically advantageous proposal consistent with the following award criteria:
1. METHODOLOGY AND APPROACH TO THE DELIVERY OF THE SERVICE
Creativity and quality of proposed communication strategy / Understanding of NCAD’s student demographic and social media landscape

2. QUALITY OF RESOURCES 
· Relevant experience and Qualifications of the proposed personnel.
· Specialist Knowledge and Expertise.
· Track record of previous similar appointments.

3. FEE PROPOSAL: 
The proposed fixed fee should be inclusive of all related services associated with the contract, excluding VAT.

	
	DESCRIPTION
	WEIGHTING

	CRITERION A
	Methodology and Approach to Delivery of Service
	30%

	
CRITERION B
	
Relevant experience and Qualifications of the proposed personnel
	
40% 

	
CRITERION c
	
Cost
	
30%



Note: Overall Minimum Requirements for Award: Proposal submissions must achieve 60% of the available marks for each of the main sub criteria listed above.  No minimum score for fees/costs



 















Appendix 1- requirements 

1. Introduction 
The National College of Art and Design occupies a unique position in art and design education in Ireland. It offers the largest range of Art and Design degrees in the State at undergraduate and postgraduate level, and it is the only institution specializing in Art and Design within university education. NCAD has over 1,200 full-time students, and a further three hundred students who take award and non-award bearing part-time classes.

NCAD has been the most significant provider of Art & Design education in Ireland for over 250 years. It is a single discipline college with four faculties — Design, Education, Fine Art, and Visual Culture. Our focus is on excellence in art, design, and visual culture at undergraduate and postgraduate level and in research.
Governance

The College operates under the National College of Art and Design Act 1971 and reports to the Higher Education Authority on stewardship and governance matters. NCAD is governed by a board which consists of six (6) Government appointees and six (6) 6 College representatives. NCAD is a recognised College of University College Dublin.

Students

NCAD provides a learning experience based on practical studio work combined with a theoretical context, where students are challenged intellectually and creatively. In NCAD students experience small learning groups in studio, tutorials, and seminars, as we believe students learn as much from their peers as from tutors and lecturers, and that the creative process is a collaborative activity.

Students are given a range of opportunities to engage with industry, cultural organisations, and communities during their studies. Partners range from PwC to Irish Museum of Modern Art to F2 Centre in Fatima.

All students participate in end-of-year exhibitions or the Fashion Show. Students are also encouraged to engage in other students or staff-led initiatives and opportunities to enter competitions and exhibit.

Staff

Students are taught by a committed staff, many of whom are themselves experienced and practicing visual artists as theorists and designers. NCAD operates within an ECF figure of 132 staff.

Campus

NCAD Campus is located at 100 Thomas Street. Our location has all the energy and excitement of a university campus with a full academic and student life as well as easy access to the dynamic urban and cultural environment of Dublin city.


· Edward Murphy Library — The College library hosts an extensive collection of material relating to 19th, 20th and 21st century art, design, and visual culture.
· National Irish Visual Arts Library (NIVAL) — NIVAL is a public research library of international importance which documents the work of Irish artists and designers from 1900 to the present day.
· NCAD Gallery — The gallery is a public venue as well as the outward face of NCAD, which through its exhibition programme, supports contemporary practice and critical debate in visual arts and in design.
· Studio Space and Workshops — All NCAD students registered on a studio-based programme in Design or Fine Art are allocated studio space and have access to extensive workshops. The workshops include prototyping facilities such as 3D printing, laser cutting, and CNC.
2. Contract Overview
· Contract Duration:  Three years with an option to extend for a further 12 months.
· Location: Remote with possible occasional on-site meetings at NCAD campus
· Reporting To: Director, NCAD
3. Services Required
NCAD is seeking proposals to supply social media support services. 
This service will be part of a wider communications structure that includes:
· NCAD Communications Manager
· NCAD Recruitment teams
· External strategic communications consultancy

Services are sought to manage NCAD’s social media communications aligned with:
· Institutional news and key messages
· NCAD’s Alumni Connectivity Programme
· NCAD WORKS, NCAD’s annual graduate showcase. 

These services do not relate to NCAD’s student recruitment social medial campaigns. 
Primary social media channels are Instagram and LinkedIn.
Scope of work required:
It is estimated that the maximum annual work hours delivered across 12 months is 1200 hours. 
NCAD does not guarantee any volume of hours.
Work flows across the annual calendar will vary according to the schedule of activities in NCAD and allocation of hours and schedule of work will be agreed on a quarterly basis with the NCAD Communications Manager.

Specific Tasks:
· Creating content for social media posts on a weekly basis as directed by NCAD Communications Manager. 
· Creating weekly schedules for social media posts that align with student recruitment content generated by the Student Recruitment teams
· Liaising with staff across the College to generate social media content that illustrates the work that goes on across the College, special projects and staff and student achievements. 
· Liaising with Communication Manager to devise and manage social media campaigns to profile student works and events during NCAD WORKS, NCAD’s graduate showcase
· Liaising with NCAD Alumni Connectivity Officer to devise and manage social medial campaigns for NCAD Alumni Connectivity programme including blogs, polls, and linked in pages

Experience Required:
· Experience of generating and managing engaging social media content
· Experience of working with a similar organisation would be a distinct advantage
· Strong editorial skills and attention to detail
· Technical skills to deliver the services as required including familiarity with hootsuite, video editing software
· Demonstrated experience developing accurate, timely and data-driven reports on social media impact and reach
· Self-motivated and able to manage time effectively

 Services Required
3. Eligibility and Qualifications
· Proven track record of developing successful PR campaigns for third level institutions
· Excellent communication and reporting skills.
4. Proposal Submission Requirements Interested candidates are required to submit the following documents:
1. A detailed proposal outlining their approach to meeting NCAD’s objectives.
2. Examples of previous work demonstrating relevant experience.
3. CV highlighting relevant qualifications and experience.
4. Proposed timeline and availability for the contract duration.
5. Fee structure, including any additional costs.
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Appendix 2
	Letter of Offer


All Proposals must include a signed covering letter on the normal headed notepaper of the firm as follows

REQUEST FOR QUOTATION – SOCIAL MEDIA SUPPORT SERVICESSERVICES
Dear Mr McCoy,

We have read and understood all the documents contained in the Request for Proposal (“the Proposal document”) for the above procurement and hereby offer to Social Media Support Services for the sum of €_______including all expenses.  
I/We understand that the NCAD is seeking to appoint the most economically advantageous firm, but I/We understand that the NCAD may not accept the lowest or any proposal.
We certify that this is a bona fide proposal, intended to be competitive, and that we have not fixed or adjusted the amount of the proposal by or under or in accordance with any agreement or arrangement with any other person or firm.  We also certify that we have not done, and we undertake that we will not do at any time before the hour and date specified for the return of this proposal, any of the following acts:
(a)	Communicate to a person other than the person calling for the proposal the amount or approximate amount of the proposed proposal, except where the disclosure, in confidence, of the approximate amount of the proposal was necessary to obtain insurance premium quotations required for the preparation of the proposal.
(b) Enter into any agreement or arrangement with any other person that he or she shall refrain from submitting a proposal or as to the amount of any proposal to be submitted.

(c) Offer or pay or give or agree to pay or give any sum of money or valuable consideration directly or indirectly to any person for doing or having done, or causing or having caused to be done, any act or thing of the sort described above in relation to any other proposal or proposed proposal covered by the said Request for Proposal.


	We agree that this proposal, and any contract which may result from it, shall be based upon the documents listed below:
(a)	the Request for Proposal (including each and every document issued therewith);
(b)	the Proposal submitted under cover of this letter (including any response forms and price schedules included herewith).
(c)	NCAD acceptance of the proposal. 
We also agree and undertake, if required by the NCAD, to execute and deliver a contract to be prepared by the NCAD, embodying the terms and conditions contained therein. We accept the terms and conditions set out in the proposal document.
We further agree that any other terms and conditions, or any general reservations which may be printed on any correspondence emanating from us in connection with this proposal, or with any contract resulting from this proposal, shall not be applicable to the contract.
The prices quoted in this proposal are valid for 60 days from the closing date for the return of the
proposal submission.
Duly authorised to sign proposals for and on behalf of [name of firm]:

	



	Signed in the capacity of
	

	Director/Secretary Name
	

	Date
	

	
	






Appendix 3 – Response Document

SECTION A – COMPANY DETAILS
	Name 
	

	Address of Registered Office
	

	Addresses of Other Relevant Office(s)
	

	Date Business Commenced Trading
	

	Telephone
	

	Email Address
	

	WWW
	



Contact Name
	Name
	

	Position in Firm
	

	Contact Number
	

	Email Address
	



If the Firm is a Limited Company
	Company Registration Number
	

	Year Established
	

	Number of Years Trading Under Present Name
	



SECTION B – ECONOMIC AND FINANCIAL STANDING
	[bookmark: C1]B.1. Turnover 

	Firms must have recorded a minimum turnover equal to €100,000, or in excess of (excluding VAT) in any of the last three financial years, or, where the date of establishment is more recent, for each financial year the Firm has been established. 
Firms must provide evidence of turnover promptly upon request.


	
I confirm that the Firm’s turnover exceeded the turnover specified for the lot(s) to which this proposal refers, in any of the last three financial years, or pro-rata if more recently established.
Turnover: €100,000

Declaration Yes             No 

	

	B.2. Insurance Levels 

		Insurance - Self Declaration
	Insert X in the relevant cells below

	1. I confirm that the Firm has the following insurances in place: 
	

	· Professional Indemnity - €1 million
	

	OR
	

	1. I confirm that, if successful, the Firm will be in a position to put the required forms and levels of insurances required for the contract in place. 
	

	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 
· A letter from an insurance broker confirming that the required levels could be put in place, if the proposal is successful 
	






	SECTION C - PREVIOUS CONTRACT EXPERIENCE 

	Firms must provide examples of three (3) previous contracts, undertaken within the last three (3) years, which demonstrate successful contract delivery. A brief description of the services provided must be included. These contracts must be of similar scope and nature to the specified requirements of the Request for Proposal, particularly in terms of the size and range of services required. 



	Contract 1: 
	Contract Title

	Start Date - End Date
	

	Client Name & address
(Note: where name is confidential, please indicate nature / type of client and location)
	

	Client contact person:
	
	Phone no:
	

	Nature and scope of the Contract
Note: If the Contract formed part of a wider project where others were involved, please state your role within the overall project and how you interacted with the others involved.
	

	Details of Services provided to the Client
	

	Approx. Value € of the Services provided under the Contract
	

	Please indicate in detail the extent to which this Contract is comparable with the Services required by Fáilte Ireland.
	




	Contract 2: 
	Contract Title

	Start Date - End Date
	

	Client Name & address
(Note: where name is confidential, please indicate nature / type of client and location)
	

	Client contact person:
	
	Phone no:
	

	Nature and scope of the Contract
Note: If the Contract formed part of a wider project where others were involved, please state your role within the overall project and how you interacted with the others involved.
	

	Details of Services provided to the Client
	

	Approx. Value € of the Services provided under the Contract
	

	Please indicate in detail the extent to which this Contract is comparable with the Services required by Fáilte Ireland.
	








	Contract 3:
	Contract Title

	Start Date - End Date
	

	Client Name & address
(Note: where name is confidential, please indicate nature / type of client and location)
	

	Client contact person:
	
	Phone no:
	

	Nature and scope of the Contract
Note: If the Contract formed part of a wider project where others were involved, please state your role within the overall project and how you interacted with the others involved.
	

	Details of Services provided to the Client
	

	Approx. Value € of the Services provided under the Contract
	

	Please indicate in detail the extent to which this Contract is comparable with the Services required by Fáilte Ireland.
	






SECTION D – AWARD CRITERIA
	
	DESCRIPTION
	WEIGHTING

	CRITERION A
	Methodology and Approach to Delivery of Service
	30%


	
CRITERION B
	Relevant Experience and Qualifications of the proposed personnel
Relevant experience and Qualifications of the proposed personnel
	
40% 

	
CRITERION B

	
Cost
	
30%



	AWARD CRITERIA A – 30% (300 Marks) Minimum Qualifying Threshold 60% - 180 Marks

[bookmark: _GoBack]Methodology & Approach 300 Marks (Suggested Page Count: Five Pages)
· Tenderers must outline in full their Methodology and how they would approach the services required and NCAD’s objectives
· Creativity and quality of proposed communication strategy.
· Understanding of NCAD’s student demographic and social media landscape.
· Engagement with NCAD personnel
· Contract Management
Delivery of Services
· Tenderers must be able to commence Services required within one month from time of the award of the contract. The successful tenderer should confirm that they are able to deliver to the required timescale.


	Enter response here.





















	
CRITERION B - Relevant experience and Qualifications of the proposed personnel (400 Marks)  
Maximum length of response – 4,000 words





Minimum requirements are:
A written submission to provide a narrative together with supporting CV’and resource allocation schedule explaining the make-up of their team, indicating and describing the Firm's Project Lead, detailing the ability of the team and each member (both "Key Personnel" and supplemental staff) to effectively deliver the Service and achieve the Client's objectives for this project and detailing the interaction within the team. 

Response (insert response below)
	Biographical Details 

	Please provide biographical details of the proposed resource who it is proposed will be responsible for the delivery of the requirements to NCAD.


	Name
	

	Position in Firm
	

	Role
	

	No. of Years’ Experience
	

	

	Qualification Details: Educational/Professional/Training Record

	Description
	Year Obtained
	Accreditation Body

	
	
	

	
	
	

	

	Employment Record

	Employer
	Period
	Role Held

	
	
	

	
	
	

	
	
	



	Specialist Knowledge - Experience, Competencies and Skills
(no more than 500 words)

	
Experience







Competencies




Consulting Tools and Techniques










	
CRITERION C - COST







	Hourly Rate–inclusive of all costs
Must be Completed–Please check that all calculations are accurate prior to submitting

	
	(B) Hourly Rate

	(C) Notional No. of Hours
	(D) Cost:
Multiply (B) by (C)


	
	€
	1200
	€

	Rates provided in this table will be Fixed for the term of the Contract
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