
[image: ]


[image: ]

An Rialálaí Agraibhia – Agri-Food Regulator
Tender Response Document
for the provision of Event Management Services
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[bookmark: _Toc239174636]Part 1: Tenderer Information and Submission Checklist
[bookmark: _Toc239174637]1.1 Tenderer details
	Field
	Tenderer response

	Full legal name
	Click here and insert details

	Trading name (if different)
	Click here and insert details

	Legal Status, if any (eg. Partnership, LLP, Sole Trader)
	Click here and insert details

	Country of establishment
	Click here and insert details

	Registered address
	Click here and insert details

	Company/registration number
	Click here and insert details

	Tender contact name and title
	Click here and insert details

	Email address
	Click here and insert details

	Telephone number
	Click here and insert details

	Most Recent Annual Turnover
	Click here and insert details

	Number of Employees
	Click here and insert details

	VAT number
	Click here and insert details


[bookmark: _Toc239174638]1.2 Consortium, Prime Contractor and Subcontractors
Complete the following table where the Tender is submitted by a group of undertakings or where the Tenderer proposes to rely on, or subcontract to, another entity.
	Entity name
	Role (Prime Contractor / consortium member / entity relied upon / Subcontractor)
	Contact details

	Click here and insert details
	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details
	Click here and insert details


[bookmark: _Toc239174639]1.3 Tender submission checklist
	Returnable item
	Included / completed

	Completed Services Tender Response Document 
	[Yes / No]

	Responses to all award criteria
	[Yes / No]

	Completed Services Pricing Schedule
	[Yes / No]

	Signed Tenderers’ Statement
	[Yes / No]

	Any other document expressly required by the RFT
	[Yes / No / Not applicable]


[bookmark: _Toc239174640]Part 2: Selection Criteria Response
Tenderers must declare that they satisfy each applicable Selection Criterion in Part 3.2 of the RFT. Supporting documentation is to be provided only when requested by the Contracting Authority.
[bookmark: _Toc239174641]2.1 Economic and Financial Standing

	Turnover

	Year
	2025
	2024
	2023

	Month End (e.g., December)
	
	
	

	Turnover €
	
	
	

	We confirm that we have the financial capacity to pay our debts identified on the current statement of assets and liabilities as being the debts as they fall due and that I will provide evidence of turnover promptly on request. Tenderer must have a minimum annual turnover of €50,000 in each of the last three financial years for which accounts are available.
NOTE:  In the case of sole traders or partnerships this condition may be satisfied by a letter of confirmation from a senior partner.
	Yes
	

	
	No
	



	
Tax Clearance
	Please confirm YES/NO

	I confirm and declare being tax compliant.  The Contracting Authority can verify your tax clearance status through Revenue’s online facility at http://www.revenue.ie/en/online/tax-clearance.html  To this end, please confirm:
	Yes
	

	(A) 
	No
	

	Applicant Name:
	

	Applicant PPSN/ Tax Reference Number
	

	Access Number
	

	OR 
I confirm that I hold a current valid paper Tax Clearance Certificate (generally relates to Non-Residents)

	Registration Number
	
	Certificate Number
	

	OR
I confirm that I have applied for Tax Clearance status or a Tax Clearance Certificate which will be made available on request
	Yes
	

	
	No
	



	Insurances

	I confirm that we have the following insurances in place 

	Insurance Type
	Level in Place
	Details of Any Excess
	Expiry Date

	Employers Liability – €13 m
	€
	
	

	Public Liability - €6.5 m
	€
	
	

	Professional Indemnity- €1m
	€
	
	

	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. 
	

	AND
	

	I confirm that I will provide the following promptly on request:
· evidence of insurances in place      or 
· letter from Insurance Broker confirming that the required levels could be put in place if successful 
	

	Signed
	



[bookmark: _Toc239174642]2.2 Technical and Professional Ability
	RFT criterion
	Tenderer confirmation
	Description of policy/resources in place

	TP1 – Comparable services experience
	[Yes / No / Not applicable]
	Detailed in 3 previous contract references below. 

	TP2 – The Tenderer must have and operate a Health and Safety policy in line with the requirements of event organisation and management.
	[Yes / No / Not applicable]
	Click here and insert details

	TP3 – Technical resources and delivery capacity. Confirmation of sufficient resources and organisational capacity, with a short supporting description.
	[Yes / No / Not applicable]
	Click here and insert details

	TP4 – Quality assurance and service management. Relevant quality certifications or a description of equivalent quality-assurance procedures
	[Yes / No / Not applicable]
	Click here and insert details



Tenderers must demonstrate that they have successfully supplied services of a similar nature to the requirements set out in the RFT.
Tenderers must demonstrate the successful delivery of 3 comparable contracts (in scale, nature, quality and complexity) involving the supply of services similar to those set out in the RFT within the five previous years.


	[bookmark: _Toc158298405]PREVIOUS REFERENCE CONTRACT #1

	Name of Reference Contract
	Click here and insert the name of project or matter on which you delivered service

	Client/Contracting Authority
	Click here and insert the name of the client or contracting authority

	Public or Private Sector?
	Click here and insert either Public or Private

	Contract Description
	Click here and insert a full description of services provided to the Client/Contracting Authority

	Contract Management
	Click here and insert details of the management systems/approach employed during the course of the contract

	Contract Performance
	Click here and insert tangible examples of where your expertise and skill added value

	Contract Value excluding 
Vat
	€Click here and insert the total value charged

	Contract Duration (start and finish)
	Click here and insert the start date and finish date of the project/contract

	Comparability to this RFT Specification and requirement
	Click here and insert a narrative that outlines the extent to which you feel the services are comparable to the Contracting Authorities current requirements

	Number of Attendees/Event Scale
	Click here and insert details

	Name of Client Referee
	Click here and insert name

	Title/Role of Client Referee
	Click here and insert title/role

	Telephone of Client Referee
	Click here and insert telephone number

	Email Address of Client Referee
	Click here and insert email address





	PREVIOUS REFERENCE CONTRACT #2

	Name of Reference Contract
	Click here and insert the name of project or matter on which you delivered service

	Client/Contracting Authority
	Click here and insert the name of the client or contracting authority

	Public or Private Sector?
	Click here and insert either Public or Private

	Contract Description
	Click here and insert a full description of services provided to the Client/Contracting Authority

	Contract Management
	Click here and insert details of the management systems/approach employed during the course of the contract

	Contract Performance
	Click here and insert tangible examples of where your expertise and skill added value

	Contract Value excluding 
Vat
	€Click here and insert the total value charged

	Contract Duration (start and finish)
	Click here and insert the start date and finish date of the project/contract

	Comparability to this RFT Specification and requirement
	Click here and insert a narrative that outlines the extent to which you feel the services are comparable to the Contracting Authorities current requirements

	Number of Attendees/Event Scale
	Click here and insert details

	Name of Client Referee
	Click here and insert name

	Title/Role of Client Referee
	Click here and insert title/role

	Telephone of Client Referee
	Click here and insert telephone number

	Email Address of Client Referee
	Click here and insert email address





	PREVIOUS REFERENCE CONTRACT #3

	Name of Reference Contract
	Click here and insert the name of project or matter on which you delivered service

	Client/Contracting Authority
	Click here and insert the name of the client or contracting authority

	Public or Private Sector?
	Click here and insert either Public or Private

	Contract Description
	Click here and insert a full description of services provided to the Client/Contracting Authority

	Contract Management
	Click here and insert details of the management systems/approach employed during the course of the contract

	Contract Performance
	Click here and insert tangible examples of where your expertise and skill added value

	Contract Value excluding 
Vat
	€Click here and insert the total value charged

	Contract Duration (start and finish)
	Click here and insert the start date and finish date of the project/contract

	Comparability to this RFT Specification and requirement
	Click here and insert a narrative that outlines the extent to which you feel the services are comparable to the Contracting Authorities current requirements

	Number of Attendees/Event Scale
	Click here and insert details

	Name of Client Referee
	Click here and insert name

	Title/Role of Client Referee
	Click here and insert title/role

	Telephone of Client Referee
	Click here and insert telephone number

	Email Address of Client Referee
	Click here and insert email address




[bookmark: _Toc239174643]Part 3: Award Criteria Responses
Complete each applicable response section in accordance with Part 3.3 of the RFT. 
[bookmark: _Toc239174644]3.1 Quality and Technical Merit of the Proposed Service
	Criterion A –   ​Quality and Technical Merit of the Proposed Service

	Total Weighting
	Maximum Marks
	Min Marks Required

	
	45%
	450
	270

	​Tenderers must provide a comprehensive methodology and delivery plan for the planning, management and delivery of both the June 2027 and June 2029 conferences, with specific reference to the requirements and tasks set out in Appendix 1.
The response should include:
· the Tenderer's proposed approach to mobilisation and project initiation;
· the proposed approach to responding to additional ad hoc event requirements during the Term, including mobilisation and resourcing where requirements arise at short notice;
· an indicative programme and timeline for the planning and delivery of each conference - this should include specific reference to the ‘tasks’ outlined in the Specification. The plan must include a programme detailing time frame for each of the stages 
· the proposed approach to venue identification and management;
· stakeholder, speaker, MC and panel participant management;
· attendee registration and communications;
· event design, production, audio-visual requirements and recording;
· health and safety, risk management and contingency planning;
· on-site event management (both pre and on the day of the event);
· post-event evaluation, reporting and close-out;
· quality assurance arrangements;
· arrangements for regular engagement, progress reporting and escalation of issues to the Contracting Authority; and
· the approach to applying lessons learned from the June 2027 conference to improve the planning and delivery of the June 2029 conference.
· Tenderers must also provide an indicative resource plan identifying the expected personnel and days associated with each principal stage and task for each conference.
Please limit your response to 8 A4 pages. 
Where page limits are provided, any material provided in excess of the stated page count will not be considered at evaluation.  

	



[bookmark: _Toc239174645]3.2 ​Quality of Expertise in Providing the Services, to include Qualification and Experience of Key Staff Resources Assigned
	Criterion B – Quality of Expertise in Providing the Services, to include Qualification and Experience of Key Staff Resources Assigned

	Total Weighting
	Maximum Marks
	Min Marks Required

	
	30%
	300
	180

	Tenderers must provide details of the team proposed to deliver the Services, clearly identifying each team member's role, responsibilities and anticipated involvement in the June 2027 and June 2029 conferences.
Tenderers should demonstrate the relevance of each proposed team member's qualifications, skills and previous experience to the role assigned to them and to the successful delivery of the Services.
Tenderers must identify the proposed lead Event Manager / Contract Manager and any key personnel who will have primary responsibility for planning and delivery.​In addition, comprehensive CVs must be provided demonstrating each team members expertise for the role proposed.
Each CV should be limited to (2) A4 pages with a maximum of 4 CVs
Please limit your response to (4) A4 pages. 
Where page limits are provided, any material provided in excess of the stated page count will not be considered at evaluation.  

	



[bookmark: _Toc239174646]3.3 Championing sustainability within your organisation
	Criterion C – Sustainability in the Delivery of the Services

	Total Weighting
	Maximum Marks
	Min Marks Required

	
	5%
	50
	30

	Tenderers must describe how sustainability will be incorporated into the planning and delivery of the conferences.
The response should address, where relevant:
· sustainable venue and supplier selection;
· reduction of single-use materials and plastics;
· minimisation of printed materials through appropriate use of digital solutions;
· sustainable signage and delegate materials;
· waste prevention, reuse and recycling;
· environmentally responsible catering options;
· transport and travel considerations;
· energy efficiency; and
· any proposed measurement or reporting of sustainability outcomes associated with the events.

Tenderers should focus on practical measures that will be applied in delivering the Services under this Contract.Please limit your response (2) A4 pages. 
Where page limits are provided, any material provided in excess of the stated page count will not be considered at evaluation.  

	





[bookmark: _Toc239174647]3.4 Proposed Cost
Complete the proposed cost table below. All pricing must comply with paragraph 2.10 of the RFT. The budget allocated for the completion of the services is a maximum €120,000.00 (Excl. Vat) which is for the full duration of the contract, including all contract extensions and tenderers should not exceed this when preparing their submission.
	Cost Element
	Conference 1 – June 2027 (€ excl. VAT)
	Conference 2 – June 2029 (€ excl. VAT)

	1. Pre-event planning, project management and coordination
	€
	€

	2. Venue sourcing, liaison and event logistics management
	€
	€

	3. Speaker, MC and stakeholder coordination
	€
	€

	4. Registration and attendee management
	€
	€

	5. Event design, production and supplier coordination
	€
	€

	6. On-site event management and delivery
	€
	€

	7. Post-event evaluation, reporting and close-out
	€
	€

	8. Other professional event-management costs required to deliver the Services (please specify)
	€
	€

	Fixed Event Management Fee per Conference
	€
	€



	Total Evaluated Tender Price - Conferences 1 and 2.
	€



[bookmark: _Toc236900460]Tenderers must provide a fixed Event Management Fee for each of the two conferences specified in the RFT. The Total Evaluated Tender Price will be the combined Fixed Event Management Fee for the June 2027 conference and the June 2029 conference and will be used for the evaluation of Criterion D – Proposed Cost.

The prices tendered must be exclusive of VAT and fully inclusive of all personnel costs, project management, administration, meetings, travel, subsistence, overheads and other costs and expenses incurred by the Tenderer in providing its professional event-management services. Tenderers must ensure that the individual cost elements set out above reconcile to the Fixed Event Management Fee tendered for each conference.

Third-party costs associated with venue hire, catering, audio-visual equipment and production, recording, printing, signage, external speakers/MCs and other separately procured event services are not to be included in the Total Evaluated Tender Price.

No additional charges will be payable for the provision of the Services described in the RFT except where additional or changed Services have been expressly agreed in writing by the Contracting Authority in accordance with the Services Contract. Where the Contracting Authority draws down services for an additional ad hoc event under Appendix 1, the successful Tenderer shall provide a written quotation for the relevant Services for approval in advance. No such Services shall commence, and no associated charges shall be payable, unless the scope and charges have been expressly agreed in writing by the Contracting Authority.

[bookmark: _Toc236900462][bookmark: _Toc239174648]Tenderers’ Statement
 [Tenderers shall complete and return the following form of Tenderers’ Statement printed on the Tenderers’ headed notepaper and signed by the Tenderer.]  
 
TENDERERS’ STATEMENT
 
TO:  ​An Rialálaí Agraibhia (Agri-Food Regulator)​ (the “Contracting Authority”) 
RE: Request for Tenders for the Supply of ​Event Management Services for An Rialálaí Agraibhia – Agri-Food Regulator​ 
 
Having examined your Request for Tenders (the “RFT”) including the Instructions to Tenderers, the Selection and Award Criteria, the Requirements and Specifications, and the Terms and Conditions of the Services Contract, we hereby declare the following: 
	1. 
	We understand the nature and extent of the Services required to be delivered as described in Requirements and Specifications at Appendix 1 to the RFT. 

	2. 
	We accept all of the Terms and Conditions of the RFT, the Services Contract and the Confidentiality Agreement and agree if awarded a Services Contract to execute the Services Contract at Appendix 4 to the RFT and the Confidentiality Agreement at Appendix 5 to the RFT. 

	3. 
	We accept all the Selection and Award Criteria as set out in Part 3 of the RFT. 

	4. 
	We agree to provide the Contracting Authority with the Services in accordance with the RFT and our Tender. 

	5. 
	We agree that, if awarded any Services Contract, we shall, in the performance of such contract, comply with all applicable obligations in the field of environmental, social and labour law. 

	6. 
	We confirm that we have complied with all requirements as set out at Part 2 of the RFT. 

	7. 
	We confirm that all prices quoted in our Tender will remain valid for the period of time commencing from the Tender Deadline, as specified at paragraph 2.10.3 of the RFT.  

	8. 
	We shall, if awarded any Services Contract under the RFT, have in place on the Effective Date of the Services Contract all insurances (if any) as required by paragraph 2.21.1 of the RFT. 

	9. 
	We confirm that all Data Subjects whose Personal Data is provided in our Tender have consented to the processing of such Personal Data by us, the Contracting Authority and the Evaluation Team, for the purposes of our participation in this Competition or that we otherwise have a legal basis for providing such Personal Data to the Contracting Authority for the purposes of our participation in this Competition and that we will provide evidence of such consent and / or legal basis to the Contracting Authority upon request. 

	10. 
	We do not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same). 

	11. 
	The origin of goods connected to our Tender, if any, are not subject to the prohibitions set out in Regulation (EU) No 833/2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same).           

	12. 
	The subcontractor(s) on whose capacity we rely as part of our Tender (where the value of that subcontract exceeds 10% of the value of the Services Contract) does not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same). 


 
	SIGNED 
 
 
 
(Authorised Signatory) 
	Company 
 

	Print name 
	Address 

	Date 
	


 
[bookmark: _Toc236900463][bookmark: _Toc239174649]Declaration as to Personal Circumstances of Tenderer
Re: Request for Tenders for the Provision of ​Event Management Services for An Rialálaí Agraibhia – Agri-Food Regulator​  

NAME:   	[Click here and insert name] 

ADDRESS: 	[Click here and insert address] 

I, [Click here and insert name of Declarant], of [Click here and insert name of entity]  do solemnly and sincerely declare that: 

1. I am a [insert role of Declarant] of [Click here and insert name of entity] and am authorized by [Click here and insert name of entity]  to make this declaration which relates to a tender (“the Tender”) submitted by [Click here and insert name of entity]  in response to an RFT dated titled [insert description of competition] published by [insert name of contracting authority] (“the Contracting Authority”). 
 
2. Neither [Click here and insert name of entity]  nor any person who is a member of the administrative, management or supervisory body of [Click here and insert name of entity]  nor any person who has powers of representation, decision or control in [Click here and insert name of entity]  has: 
 
a. ever been the subject of a conviction for participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA. 
b. ever been the subject of a conviction for corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union and Article 2(1) of Council Framework Decision 2003/568/JHA as well as corruption as defined in the national law of the Contracting Authority or the law of the state in [Click here and insert name of entity] is established. 
c.  ever been the subject of a conviction for fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests. 
d. ever been the subject of a conviction for terrorist offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA respectively, or for inciting or aiding or abetting or attempting to commit an offence, as referred to in Article 4 of that Framework Decision. 
e. ever been the subject of a conviction for money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council. 
f. ever been the subject of a conviction for child labour and other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council. 
 
3. [Click here and insert name of entity]: 
 
a. is not in breach and has not breached its obligations relating to the payment of taxes or social security contributions. 
b. has carried out the preparation of the Tender independently. 
4. [Click here and insert name of entity]: 
 
a. has, in the performance of all public contracts, complied with applicable obligations in the field of environmental social and labour law that apply at the place where the works are carried out or the services provided, that have been established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Schedule 7 of the European Union (Award of Public Authority Contracts) Regulations 2016 (Statutory Instrument 284 of 2016).      
b. is not bankrupt or the subject of insolvency or winding-up proceedings, its assets are not being administered by a liquidator or by the court, it is not in an arrangement with creditors, its business activities are not suspended nor is it in any analogous situation arising from a similar procedure under national laws and regulations. 
c. is not guilty of grave professional misconduct. 
d. has not entered into agreements with other economic operators aimed at distorting competition. 
e. is not aware of any conflict of interest due to its participation in the Competition; 
f. has not had any prior involvement in the preparation of the Competition; 
g. has not shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions. 
h. is not guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the Selection Criteria for this Competition and did not withhold such information and did not fail or is not able to submit supporting documents in respect of this Competition as required under Regulation 59 of the European Union (Award of Public Authority Contracts) Regulations 2016 (Statutory Instrument 284 of 2016).  
i. has not undertaken to unduly influence the decision-making process of the Contracting Authority in respect of the Competition, or obtain confidential information that may confer upon it undue advantages in respect of the Competition; or negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award. 
 
5. [Click here and insert name of entity] does not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same);  
 
6. The origin of goods connected to the Tender, if any, are not subject to the prohibitions set out in Regulation (EU) No 833/2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same);   
 
7. Any subcontractor, supplier or other entity on whose capacity [Click here and insert name of entity]  relies as part of the Tender does not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same). 
 
I understand and acknowledge that the provision of inaccurate or misleading information in this declaration may lead to my business/firm/company/partnership being excluded from participation in this or future tenders, and I make this solemn declaration conscientiously believing the same to be true and by virtue of the Statutory Declarations Act, 1938. This declaration is made for the benefit of the Contracting Authority. 
 
	 
________________________ 
Signature of Declarant 

	Declared before me by ___________________________________ who is personally known to me 
(or who is identified to me by ______________________________who is personally known to me) or* 
at ____________________________ this ___________ day of _______________ 20__ 
 
________________________________ 
(signed) 
Practising Solicitor/Commissioner for Oaths 


*Please include such other form of identification used to identify the Declarant as permitted by the Statutory Declarations Act, 1938 (as amended)  
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