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[bookmark: _Toc243556020]Introduction
The HEA leads the strategic development of the Irish higher education and research system, with the objective of creating a coherent system of diverse institutions with distinct missions, which is responsive to the social, cultural and economic development of Ireland and its people and supports the achievement of national objectives.
The HEA has a statutory responsibility, at central government level, for the effective governance and regulation of higher education institutions and the higher education system. In executing its mandate, the HEA works to ensure that:
· there is due regard to institutional autonomy and academic freedom
· institutional strategies are aligned with national strategic objectives
· agreed objectives, as detailed in compacts with institutions, are delivered through effective performance management at institutional and system levels
Section 9(1)(f) of the Higher Education Authority Act 2022 provides that one of the HEA’s functions is “to support the provision of a range of programmes of higher education and training aimed at meeting the educational and skills needs of individuals, business, enterprise, the professions, the community, local interests, and other stakeholders locally, regionally, and nationally”.
The HEA’s objectives include enhancing teaching and learning, promoting equity of access to higher education, improving institutions’ responsiveness to the needs of wider society, building research capacity and supporting the internationalisation of Irish higher education. The HEA also leads the development of the evidence base that underpins strategic planning and the implementation of strategy at institutional, regional and national levels.
The HEA is accountable to the Minister for Further and Higher Education, Research, Innovation and Science, through the Department of Further and Higher Education, Research, Innovation and Science, for the achievement of national outcomes for the higher education sector. The HEA has entered into a service level agreement with the Department.
Overall, the HEA exercises a central oversight role in the higher education system and is the lead agency in creating a coordinated system of higher education institutions with clear and diverse roles, appropriate to their strengths and national needs. The HEA acts as a catalyst for change, requiring higher levels of performance while ensuring an appropriate level of accountability consistent with institutional autonomy and academic freedom.
Further information on the HEA and the Springboard+ programme is available at:
· HEA: www.hea.ie
· Springboard+: https://springboardcourses.ie/
[bookmark: _Toc243556021]Background

Springboard+, launched in 2011 as part of the Government’s Jobs Initiatives, is managed by the Higher Education Authority (HEA) on behalf of the Department of Further and Higher Education, Research, Innovation and Science (DFHERIS). A flagship initiative, Springboard+ helps to promote upskilling, reskilling, and lifelong learning through heavily subsidised higher education courses for target categories of applicant. The initiative provides a stream of job-ready graduates with skills for growing areas of enterprise and evolving industries in Ireland. Public and privately-run higher education providers are eligible to bid for and provide Springboard+ courses, with c.36-40 education providers participating each year. Over 122,000 individuals have participated in Springboard+ to date.

While the Springboard+ initiative is well-established, there is still significant potential for reaching prospective applicants and employers who are not aware of the opportunities provided via Springboard+. There are three target categories of applicant for the programme for 2027.

· Individuals in receipt of a qualifying social welfare payment
· Returners (people out of the workforce currently due to family care obligations but seeking a return to the workforce)
· Employees seeking upskilling or reskilling opportunities

There is also a small number of full-time ICT Skills Conversion courses at NFQ Level 8 that the “Recent Graduate” category is eligible to apply for.

Marketing of the Springboard+ initiative has been underway for over 15 years. In the past it has focused on upskilling the unemployed and reskilling or upskilling the employed, as well as targeting ‘returners’ – those who wish to return to the workforce after an absence. This focus will continue for 2027 but also with an extra emphasis on future skills and lifelong learning.

We will require innovative approaches that are attention-grabbing, targeted and generate interest in the Springboard+ offering and the results it achieves. This could involve online videos (e.g. YouTube pre-roll, short videos for website use), social media graphics and videos for use on social media platforms, and some use of traditional media. Recent campaigns have included a strong focus on radio ads, but we are seeking innovative and creative marketing strategies for 2027.

Such approaches will need the involvement not just of the HEA but by all participating higher education providers and there will be a need to seek and secure the engagement of this full range of partners as part of the marketing approach.

Tenderers should refer to Section 6.2 (Remuneration) and Section 7.1 (Methodology for evaluating Criterion – Fixed Cost) for all budget, pricing and cost-submission requirements.

The successful tenderer will be required to devise a targeted and effective approach to marketing the Springboard+ programme. As mentioned above, the approach required will need to focus on all three target categories for Springboard+, with individual messaging appropriate for each target category. The campaign will need to be relevant to the target categories in terms of attracting attention and engagement through a range of advertising mediums and utilise an evidence-based approach to inform the overall strategy.

The successful tenderer will report on an ongoing basis to the Head of Skills, Engagement and Statistics and the Springboard+ Senior Manager in relation to this project. The successful tenderer will also liaise with the HEA Communications team, as required.

[bookmark: _Toc243556022]Scope of REQUIREMENTS UNDER THE CONTRACT
[bookmark: _Toc66117033][bookmark: _Toc243556023]Scope of Requirements under the Contract

The Higher Education Authority (HEA) is seeking comprehensive communications and PR services for the strategic marketing of the Springboard + programme in 2027. The contracted agency will work closely with the HEA’s Springboard+ team to devise and implement effective public relations, marketing, and communications strategies. This includes raising awareness of the Springboard + programme, ensuring its benefits and opportunities are effectively communicated to the target audience, and enhancing the programme’s overall visibility and impact in the education sector.

[bookmark: _Toc243556024]The hashtags #SkillsThatWork and #YearOfMe have been successfully used in previous campaigns. 
Services expected under this contract
[bookmark: _Toc243556025]Requirements

The types of services for this contract include a comprehensive range of activities to effectively market the Springboard+ programme in 2027. This encompasses in depth analysis of target demographics and development of distinct marketing strategies for various audience segments. The approach integrates digital marketing, social media engagement, and traditional advertising supported by market research, and any other innovative approaches to marketing that may be appropriate to this brief.

Collaboration with the HEA Springboard+ team, monitoring campaign performance, and adjusting strategies based on data-driven insights are also key aspects. Please find a list of services below which is not an exhaustive list.

· analyse the target demographics for the Springboard+ programme
· develop distinct marketing strategies for each of the Springboard+ applicant categories
· develop a targeted strategy for employers that may wish to support staff undertaking Springboard+ courses for upskilling, reskilling or lifelong learning
· design and implement digital marketing campaigns
· create engaging social media content, including graphics and video assets
· use relevant social media platforms for engagement and promotion
· develop print and online advertising assets where appropriate to the campaign
· monitor, evaluate and report on campaign performance metrics
· manage third-party contracts and payments funded from the separate third-party promotional budget








	Project: Springboard+ 2027 Strategic Marketing Campaign

	Campaign Date
	2027. The detailed campaign schedule and launch dates will be agreed with the HEA following contract award.

	Client
	Higher Education Authority (HEA), on behalf of the Department of Further and Higher Education, Research, Innovation and Science.

	Market
	Eligible prospective Springboard+ applicants, employers supporting staff development, participating higher education providers and relevant stakeholders throughout Ireland.

	Requirements
	Develop and implement an evidence-based, targeted and creative national communications, public relations and marketing campaign for Springboard+ in 2027. Tailor messaging to the principal applicant categories and employers, build awareness, generate engagement and direct prospective applicants to the Springboard+ offering. The campaign has recently used the hashtags #SkillsThatWork and #YearOfMe, in this regard.

	Campaign Background
	Springboard+ was launched in 2011 and is managed by the HEA. It provides heavily subsidised higher education courses that support upskilling, reskilling and lifelong learning and has attracted more than 122,000 participants. Although well established, the programme has further potential to reach eligible applicants and employers who are not yet aware of the opportunities available.

	Communication Objectives
	Increase awareness and understanding of Springboard+; communicate its benefits and eligibility clearly; generate interest and engagement among the target audiences; encourage eligible applicants to explore and apply for courses; engage employers in supporting employee upskilling and reskilling; and demonstrate the programme’s outcomes and relevance to Ireland’s evolving skills needs.

	Target Audience(s) listed in order of priority
	1. Individuals in receipt of a qualifying social welfare payment
2. Returners seeking to re-enter employment following family-care responsibilities
3. Employees seeking upskilling or reskilling opportunities
4. Employers that may support staff participation
5. Recent graduates eligible for the limited full-time ICT Skills Conversion courses at NFQ Level 8

	What are the Target Audience thinking about this topic (if known)
	Awareness and understanding will vary across the target audiences. The campaign should address uncertainty about eligibility, course relevance, affordability, time commitment, career value and the practical benefits of upskilling or reskilling. Tenderers should validate audience insights through appropriate research and evidence.

	Client Remit or Campaign theme and or Mission statement ‘Brand Essence’ 
	Springboard+ provides flexible, relevant and accessible learning opportunities that equip people with skills that work for individuals, employers and Ireland’s economy. The campaign hashtags used in recent years have been #SkillsThatWork and #YearOfMe.

	Campaign Objectives and key message(s)
	Springboard+ supports people to gain relevant skills for employment, career progression and lifelong learning through heavily subsidised higher education courses. Messaging must be tailored to each principal applicant category and employers, with additional emphasis on future skills, upskilling, reskilling and lifelong learning.

	How the Client wants their Target Audience(s) to think or act as a result of the communication campaign
	The target audiences should recognise Springboard+ as relevant, accessible and valuable; understand the opportunities and applicable eligibility requirements; visit the Springboard+ website; explore suitable courses; and, where eligible, proceed towards application. Employers should be encouraged to support staff participation.

	Required Media by Type
	A suitable evidence-based mix of digital marketing, relevant social media platforms, online video including YouTube pre-roll and short-form website content, social media graphics and video assets, print and online advertising and appropriate traditional media. Tenderers may propose other innovative channels where justified by audience insight and expected effectiveness.

	Other Considerations
	The campaign must involve the Springboard+ team, the HEA Communications team, as required, and participating higher education providers. The successful tenderer will be required to secure and maintain partner engagement, monitor performance, report regularly and adjust activity using data-driven insights. Third-party expenditure requires the HEA’s prior written approval and will be reimbursed at actual cost without mark-up.

	Timings / Campaign Schedule
	Following contract award, the successful tenderer will agree a detailed project plan with the HEA covering research, strategy development, creative development, approvals, production, campaign launch, ongoing optimisation, reporting and post-campaign evaluation. Tenderers must propose a realistic high-level schedule and milestones in their response.

	Creative Budget (exclusive of VAT)
	Refer to Section 6.2 (Remuneration) and Section 7.1 (Methodology for evaluating Criterion – Fixed Cost) for the applicable budget, fixed-cost breakdown and contract-value requirements.






[bookmark: _Hlk169192440]Location
· Blended in-person (HEA, Dublin) as required and remote delivery.

Contract Duration
· This contract is for an initial term of six (6) months, with the option to extend for a further six (6) months, subject to continued requirements, available funding, satisfactory performance and prior written agreement by the HEA.
1.1.1 Team composition and roles
· Detailed profiles of the proposed team members, emphasising their roles and experience in marketing and PR.
· Information on the team leaders experience in overseeing similar projects.
· Description of the team’s collaborative and communication skills, critical for working with the HEA.

1.1.2 Qualifications and expertise
· Detailed qualifications of key team members including relevant degrees and certifications.
· Specific experience of team members in similar projects, highlighting roles and responsibilities.
· A record of past success and contributions of each team member in strategic marketing and media campaigns.

1.1.3 Relevant experience
· Demonstrated experience in launching media events, including specific examples and outcomes.
· Proven track record in developing and managing strategic marketing campaigns.
· Experience in handling national promotional campaigns with measurable success.
· Detailed case studies or references from previous similar projects.
· Evidence of innovative and effective campaign strategies and execution.
· Demonstrated ability to achieve significant media coverage and public engagement.

1.1.4 Availability and commitment
· Confirmation of the availability of each team member for the duration of the project.
· A statement of commitment from each team member to dedicate the necessary time and resources to the project.

[bookmark: _Toc149730011][bookmark: _Toc149730066][bookmark: _Toc149730012][bookmark: _Toc149730067][bookmark: _Toc149730013][bookmark: _Toc149730068][bookmark: _Toc149730014][bookmark: _Toc149730069][bookmark: _Toc149730015][bookmark: _Toc149730070][bookmark: _Toc149730016][bookmark: _Toc149730071][bookmark: _Toc149730017][bookmark: _Toc149730072][bookmark: _Toc149730018][bookmark: _Toc149730073][bookmark: _Toc149730019][bookmark: _Toc149730074][bookmark: _Toc149730020][bookmark: _Toc149730075][bookmark: _Toc149730021][bookmark: _Toc149730076][bookmark: _Toc149730022][bookmark: _Toc149730077][bookmark: _Toc149730023][bookmark: _Toc149730078][bookmark: _Toc149730024][bookmark: _Toc149730079][bookmark: _Toc149730025][bookmark: _Toc149730080][bookmark: _Toc149730026][bookmark: _Toc149730081][bookmark: _Toc149730027][bookmark: _Toc149730082][bookmark: _Toc149730028][bookmark: _Toc149730083][bookmark: _Toc243556026]Approach and methodology

Please indicate your approach to this assignment including the structure of the proposal outlining the key features as well as including any other relevant information, noting the requirements outlined in section 3.

Please indicate any other information which you feel might be relevant in evaluating your company including any value add or unique services that you will offer as part of your approach.

Tenderers should refer to Section 6.2 (Remuneration) and Section 7.1 (Methodology for evaluating Criterion – Fixed Cost) for all budget, pricing and cost-submission requirements.

[bookmark: _Toc243556027]Proposed team

Tenderers should confirm the core team members who will be involved in delivering this project on behalf of the HEA and what role each will play.

The qualifications, experience and expertise of the proposed team members who will be working on the project must be outlined.
[bookmark: _Toc158965477][bookmark: _Toc243556028][bookmark: _Toc66117036]Contract Management

Tenderers are required to demonstrate their approach to the following:
· Contract management plan
· Communication protocol
· Performance monitoring
· Risk management.
· Budget management

[bookmark: _Toc243556029]Anticipated Timeline

The following indicative timeline is envisaged for this procurement:

	Issue RFT
	Thursday 29th October 2026

	Closing date for queries
	12:00 Friday
13th November 2026

	Closing date for receipt of tenders
	12:00 Friday
20th November 2026	Comment by Fiona Davis: To be confirmed as should it be 3 weeks?



The dates provided are estimates at the time of publication of the Request for Tender. The Contracting Authority will endeavour to run the process to this timetable, but this cannot be guaranteed.

[bookmark: _Toc243556030]Selection Criteria

The Contracting Authority is using a Single Stage Procedure for the award of this contract therefore, while all interested parties may submit a tender, only those demonstrating that they have the required level of financial and technical capacity will have their tender considered. In order to demonstrate a tenderers qualification, tenderers are required to provide the information set out below in the Tender Response Document (TRD) which is based on a self-declaration model, however tenderers are required to provide the minimum information required.

[bookmark: _Toc243556031]General Declarations and Financial Requirements

Tenderers are required to provide information in the Tender Response Document. The criteria and rules outlined below are assessed on a pass/fail basis. Failure to comply with the requirements will result in the tender being considered inadmissible.

	General Information

	Provide contact and general information on the tendering organisation - company name, address and contact details for individuals responsible for this tender and company overview as well as information on sub-contractors and consortium members if applicable.

	Declarations

	· Complete the Declaration of Bona Fides as per Art. 57 of Directive 2014/24/EU as implemented by Regulation SI 284 of May 2016 and as contained in the Tender Response Document.
· Complete the Declaration regarding compliance with relevant statutory obligations as contained in the Tender Response Document. Where tenderers are established and operating outside of the jurisdiction of supply, compliance with equivalent legislation as applicable in the country of establishment / operation is required.

	FINANCIAL AND ECONOMIC STANDING

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

	Turnover and Financial Standing
	Tenderers must have achieved an average annual turnover of at least €120,000 over their last three completed financial years. Tenderers must declare in the Tender Response Document (TRD) that they satisfy this requirement and must, upon request and without delay, provide supporting financial documentation to the Contracting Authority. This requirement will be assessed on a pass/fail basis. Failure to satisfy the requirement or to complete the relevant section of the TRD will result in elimination from the competition.	Comment by Fiona Davis: Is this the revised amount previously discussed?

	Insurance
	Tenderers are required to complete the insurance schedule in the Tender Response Document (TRD), outlining their current insurance arrangements, applicable excesses and renewal dates. Failure to complete the insurance schedule in full will result in the tender response being deemed inadmissible.

	
	Insurance type
	Required value €

	
	Employers’ liability
	€12.7 million

	
	Public Liability
	€6.5 million

	
	Professional Indemnity
	€1 million

	Previous experience and contracts of similar size and nature
	Tenderers are required to complete the relevant section of the Tender Response Document (TRD) using the template provided below and must complete every data cell.

Tenderers must demonstrate a track record in providing the services required under this competition by submitting details of three verifiable reference contracts that are either in progress or were completed within the past five years. This is a pass/fail requirement. If the references do not adequately demonstrate the required track record, or if the required TRD template is not completed in full, the tender will be deemed non-compliant and excluded from the competition.




[bookmark: _Toc243556032]Remuneration

The budget for the Springboard+ campaign is €140,000, excluding VAT. Tenderers must provide a fixed price for the complete development and implementation of the campaign within this budget. The HEA may, at its sole discretion and subject to available funding and requirements, draw down limited additional services for a potential MicroCreds campaign up to a maximum additional budget of €40,000, excluding VAT. The HEA does not guarantee that the MicroCreds campaign will proceed, that any additional services will be requested, or that the full maximum aggregate contract value will be spent. The maximum aggregate spend under the contract is €180,000, excluding VAT.

Ad hoc services related to other initiatives may be requested only through a written task order issued by the HEA. Before commencing any such services, the successful tenderer must provide a written scope, delivery timetable and fixed-price or agreed rate-based quotation for the HEA’s prior written approval. No ad hoc work may commence, and no related cost will be payable, without that approval. All expenditure remains subject to the maximum aggregate contract value of €180,000, excluding VAT.
[bookmark: _Toc243556033]Duration of the contract

The contract will be established for an initial period of six (6) months, with the option to extend for a further six (6) months, subject to continued requirements, available funding, satisfactory performance and prior written agreement by the HEA.

[bookmark: _Toc243556034]Award Criteria

Only tenders, which meet the selection criteria and are confirmed as valid and responsive to the specifications set out in this document will be evaluated against the award criteria. Tenderers should ensure that they have submitted sufficient relevant information to allow tenders to be assessed under each of the award criteria set out below.

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

Tenderers must achieve the minimum qualifying mark of 50% in each of the qualitative award criterion: failure to meet the minimum mark in any criterion will result in elimination from further evaluation.


	Criterion A
	Weighting 
	Maximum Marks
	Minimum Marks 

	
	30%
	3000
	N/A

	Title
	Fixed Price (excluding VAT)

	Description
	Fixed price lump sum
(Please submit responses using the TRD)

	Criterion B
	Weighting 
	Maximum Marks
	Minimum Marks  50%

	
	50%
	5000
	2500

	Title
	Approach and methodology/Proposed team (Max 14,000 words)

	Description
	Please indicate your approach to this assignment noting the requirements outlined in section 3 including:
· The proven capability of the proposer to develop and deliver the services specified in this document.  This will be assessed based on the calibre of personnel proposed for this contract and the relevance of previous work undertaken.  
· Details of the personnel who will be involved in the delivery of communication consultancy services across the two specific components.
· A minimum of three reference sites should be provided which demonstrate track record for the services required/being tendered for
Please indicate any other information which you feel might be relevant in evaluating your company including any value add or unique services that you will offer as part of your approach.
(Please submit responses using the TRD)

	Criterion C
	Weighting 
	Maximum Marks
	Minimum Marks  50%

	
	20%
	2000
	1000

	Title
	Understanding of requirements – Max 2,000 words

	Description
	Evidence that the tenderer has a good understanding of the public sector and inherent issues relating to this type of environment.
(Please submit responses using the TRD)


[bookmark: _Toc243556035]Methodology for evaluating Criterion – Fixed Cost

Tenderers must submit in the separate Tender Response Document (TRD) a fixed-price lump sum for the complete development and implementation of the Springboard+ campaign. The fixed price must not exceed the campaign budget of €140,000, excluding VAT, and must be supported by a clear, itemised breakdown of the proposed costs and estimated service days. Tenderers should also note Section 7.5, Clarification of Abnormally Low Tenders.

The fixed price must include all costs associated with delivery of the campaign, including professional fees, meetings, research, strategy, creative development, production, account management, reporting, stationery, telecommunications, data transport and storage, travel and subsistence, and any other costs required to deliver the tendered services. VAT must be shown separately.

The amount entered as the Total in the Fixed Cost table will constitute the tendered price for Criterion A and will be used in the price-scoring formula below. The potential additional budget of up to €40,000, excluding VAT, for limited services connected with a potential MicroCreds campaign is not part of the tendered fixed price for Criterion A. Any such services may be requested and approved only in accordance with Section 6.2 and remain subject to the maximum aggregate contract value of €180,000, excluding VAT.

	Fixed Cost

	Breakdown
	Amount

	
	

	
	

	
	

	
	

	
	

	Total fixed price (excluding VAT)
	



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

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

	
	
	________________________

Tendered Fixed Price under evaluation

	
	



The lowest price tender will receive the maximum score achievable under this criterion. The scores of the other valid tenders will be calculated using the following formula.

Tenderers must provide a Daily Blended Rate in the table below. The rate must be quoted excluding VAT and must include travel and subsistence and all other costs associated with providing the relevant ad hoc services. This rate will not be evaluated or scored as part of Criterion A. If the HEA elects to draw down ad hoc services outside the fixed-price Springboard+ campaign, the Daily Blended Rate will be used to calculate the price of those services, subject to the written task-order and prior-approval requirements set out in Section 6.2 and the maximum aggregate contract value.


	Ad hoc services – Daily Blended Rate (excluding VAT)

	Breakdown
	Amount

	
	

	
	

	
	

	
	

	
	

	Daily Blended Rate, including travel and subsistence
	




[bookmark: _Toc243556036]Methodology for calculating Scoring of Qualitative Criteria

	Score
	Category
	Description

	90 – 100%
	Exceptional
	An exceptional 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 and considered ineligible from further consideration



Marks in the score ranges outlined above can be awarded where responses so merit additional marks.

[bookmark: _Toc243556037]Clarification/Verification/Negotiation meetings

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

[bookmark: _Toc177572579][bookmark: _Toc243556038]Post Tender Clarification

At the discretion of the Contracting Authority, tenderers may be invited, in writing, to clarify certain aspects of their tender, particularly where information or documentation to be submitted appears to be incomplete or erroneous. However, all such requests will be made in full compliance with the principles of equal treatment and transparency and avoid any distortion of competition

[bookmark: _Toc243556039]Clarification of Abnormally Low Tenders

If the Contracting Authority considers the tender submission to be commercially unsustainable or otherwise problematic in light of the tendered price or any other financial matter (including proposed indicative days), the tenderer shall be invited to provide clarification to the Contracting Authority in respect of all elements of the tender submission that the Contracting Authority deems relevant. Any failure to satisfactorily comply with such a request or to satisfactorily address the Contracting Authority’s concerns may at the discretion of the Contracting Authority result in the elimination of the tender in question on the basis of it being considered abnormally low.

[bookmark: _Toc177572582][bookmark: _Toc243556040]Right to Confirm Suitability

Tenderers should note that the Contracting Authority reserves the right to confirm that the financial and technical capacity of the tenderer is valid and unchanged prior to the award of any contract.
[bookmark: _Toc243556041]Instructions For Tenderers
[bookmark: _Toc177572584][bookmark: _Toc243556042]Closing Date for Tenders

The closing date for tender submission is specified on the title page.
It is the responsibility of the tenderer to ensure that their tender is complete and is uploaded / submitted by the designated deadline. Tenders that are received late or via other means will not be considered in this public procurement competition.

It is important to note that only people who have downloaded and accepted a document can upload a submission.

[bookmark: _Toc243556043]Submissions of tenders

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

If a Tenderer fails to comply in any respect with the requirements of this clause 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 submit all documentation as specified in this RFT along with their Tender.
b) To follow the format of this RFT and respond to each element in the order as set out in this RFT.
c) To conform to and comply with all instructions and requirements set out in this RFT.
d) Not to alter or edit this RFT or Tender Response Document (TRD) in any way.

Tender submissions must consist of the following:
· The Tender Response Document (TRD) which addresses all the response requirements in relation to the award criteria set out in this RFT.
· The signed Tenderer’s Statement as set out in Tender Response Document TRD. Each Tenderer is required to accept the provisions of this RFT and Service Contract.  Tenderers must not amend the Tenderer’s Statement. 
· Tenders must be submitted in English. 
· The font and size that should be used is Calibri 11.
· Responses to each qualitative award criteria should be submitted in the space provided for that specific award criterion within the Tender Response Document.
· Additional material provided to support/in addition to information provided in the Tender Response Documents will not be considered at evaluation.
· Where a specified page limit, as stated in the Tender Response Document, has been exceeded the Client may elect, at its sole discretion, not to give any consideration to that element of the tender exceeding the specified page limit.
[bookmark: _Toc164437145][bookmark: _Toc243556044]Important notices

· This RFT does not constitute an offer or commitment to enter into a Services Contract;
· No enforceable commitment of any kind will exist unless and until a formal written Services Contract has been executed by or on behalf of the Contracting Authority;
· No contractual rights in relation to the Contracting Authority will exist unless and until a formal written Services 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 Services Contract being executed by or on behalf of the Contracting Authority;
· The award of a Services Contract does not confer exclusivity on the successful Tenderer(s); and
· Tenderers should note that the Contracting Authority shall not be under any obligation to purchase any minimum value of Services.

[bookmark: _Toc243556045]Closing date for Tenders

	The closing date for tender responses
	12:00 Friday
20th November 2026



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

[bookmark: _Toc243556046]Queries

The closing date for submitting queries is specified on the title page.

All queries regarding this tender should be through the messaging facility on www.etenders.gov.ie, including any omissions which would prevent tenderers from submitting a comprehensive tender. Please submit queries as soon as possible.

In circulating responses, queries will be edited to avoid disclosing the identity of the querist and will be circulated to all parties who have expressed an interest in the procurement on the eTenders website.

	The closing date for queries
	12:00 Friday
13th November 2026

	Process for submitting queries
	eTenders messaging system



[bookmark: _Toc243556047]Extension of Tender Period

The Higher Education Authority reserves the right at its sole discretion to extend the closing date for receipt of tenders by giving notice in writing to all parties no later than six days before the original closing date.

Tenderers will be responsible for any costs incurred by them if they are required to attend clarification or other meetings or make a presentation of their proposals.

[bookmark: _Toc243556048]Tender validity period

To allow sufficient time for Tender assessment a Tender Validity period of 12 months is required, this period commencing on the closing date by which the tenders are due to be returned.

[bookmark: _Toc177572591][bookmark: _Toc243556049]Discrepancies between Documents

A PDF version of the Request for Tender has been made available on eTenders. This document will be considered as the primary source document in this procurement process, word versions of documents where they are provided are being made available to assist tenderers in responding to the tender competition. Where there is a discrepancy between a pdf version and a word version, the pdf version will take precedence. Tenderers are requested to notify the Contracting Authority immediately of any anomaly. Where applicable the Contracting Authority will issue amended versions.

[bookmark: _Toc243556050]Formatting of Tenders/ Amending Tender Documentation

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

The Contracting Authority may at its discretion eliminate the tenderer from further consideration. Likewise, failure to use the template documentation provided particularly in relation to costing/pricing may result being eliminated.

[bookmark: _Toc243556051]Confidentiality

Tenderers shall treat the details of all documents supplied to them in connection with this contract as private and confidential and shall not disclose the contents to a third party without the permission of the Higher Education Authority.

Any effort by the Tenderer to influence the Contracting Authority or their staff in the process of examination clarification evaluation and comparison of tenders and in decisions concerning the award of the contract may result in the rejection of that Tender.

[bookmark: _Toc243556052]Clarification of Tenders

The Contracting Authority is entitled but not obliged to seek clarifications of tenders including pricing breakdowns during the evaluation process. No change in the price or substance of the Tender shall be sought offered or permitted. To assist in finalising the tender evaluation selected tenderers may be invited to attend clarification meetings with the Higher Education Authority.

[bookmark: _Toc243556053]Correction of Errors

Detailed pricing of all tenders will be examined for errors that might alter the tender pricing as determined from the figures on the tender or as between the hard copy and electronic versions of the tender. In general, the following approach will be applied to manifest errors – where there is discrepancy between the unit price and the total amount derived from the multiplication of the unit price and the quantity the unit price as quoted will normally govern.

The amount stated in the tender form will be adjusted by the Higher Education Authority in accordance with the above procedure and with the agreement of the tenderer shall be considered as binding upon the tenderer. Without prejudice to the above, a tenderer not accepting the correction of their tender as outlined may have their tender rejected.

[bookmark: _Toc243556054]Conflict of interest

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

Any registerable interest involving the contractor or any sub-contractors and the Minister for Department of further and higher education, research, innovation and science, members of the Government, members of the Oireachtas or employees of the Higher Education Authority,, or their relatives must be fully disclosed in the response to this invitation to tender or should be communicated to the Higher Education Authority immediately upon such information becoming known to the contract or, in the event of this information only coming to their notice after the submission of a bid and prior to the award of the contract.  The terms ‘registerable interest’ and ‘relative’ shall be interpreted as per section 2 of the Ethics in Public Office Act, 1994.
[bookmark: _Toc243556055]Interference with the tender evaluation process

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

[bookmark: _Toc243556056]Right not to award

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

[bookmark: _Toc243556057]Policy on personal debriefings

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

[bookmark: _Toc243556058]Environmental Aspects

The Higher Education Authority is committed to the principles of environmental management in its activities, and it encourages the implementation of sustainability principles in its procurement practices. Tenderers/contractors should make all reasonable efforts to minimise adverse environmental impact in the methods of services delivery and in materials used.

[bookmark: _Toc177572605][bookmark: _Toc243556059]Copyright

The Contracting Authority will have copyright ownership of any material developed for use by the Contracting Authority under the terms of this tender. The service provider may have a non-exclusive license to use such material but only for its own purposes (to be agreed with the successful tenderer).

[bookmark: _Toc243556060]Price, currency, tax, and tender validity

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

[bookmark: _Toc243556061]Review of supplier performance

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

[bookmark: _Toc177572610][bookmark: _Toc243556062]Irish Legislation and Law

Tenderers should be aware that national legislation applies in other matters such as Employment, Working Hours, Official Secrets, Data Protection and Health and Safety. Tenderers must have regard to statutory terms relating to minimum pay and to legally binding industrial or sectoral agreements in the Contracting Authority tenders and in delivering contracts awarded to them. The contract(s) awarded on foot of this tender process will be governed by Irish law.


[bookmark: _Toc177572613][bookmark: _Toc243556063]Withholding Tax

Where applicable, payments 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. Non- residents may be able to reclaim such deducted Tax from the Office of the Revenue Commissioners in Ireland, International Claims Section located currently at Government Buildings, Nenagh, Co. Tipperary, Ireland (Tel: +353 (0) 67 63400).

[bookmark: _Toc49167237][bookmark: _Toc243556064]Payment terms

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

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

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

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

[bookmark: _Toc164437156][bookmark: _Toc243556065]Data Protection

In this clause, “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”),  the Data Protection Act 2018 and any guidelines and codes of practice issued by the Office of the Data Protection Commission 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 Response Document is required to confirm, in a statement as set out in the TRD to this SRFT,  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 Tenderer, 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.

[bookmark: _Toc177572614][bookmark: _Toc243556066]Freedom of Information

All responses to this Request for Tender will be treated in confidence and no information contained therein will be communicated to any third party without the written permission of the tenderer except insofar as is specifically required for the consideration and evaluation of the response or as may be required under law, including the Freedom of Information Act 2014, EU and Irish Government Procurement Procedures, or in response to questions, debates or other parliamentary procedures in or of the Oireachtas (the Irish Parliament).

Tenderers are asked to consider if any of the information supplied by them in response to this request for tenders should not be disclosed because of its sensitivity. However, any blanket or all- encompassing request for exemption from disclosure is not acceptable; tenderers must identify explicitly any such information and give relevant reasons for considering it to be economically sensitive or confidential in nature. If this is the case, tenderers should specify the information that is sensitive and the reasons for its sensitivity. The Contracting Authority cannot guarantee that any information provided by tenderers, either in response to this tender or in the course of any contract awarded as a result thereof, will not be released pursuant to the Contracting Authority’s obligations under law, including the Freedom of Information Act 2014, or to those under EU and Irish Government Procurement rules. The Contracting Authority accepts no liability whatsoever in respect of any information provided which is subsequently released, or in respect of any consequential damage suffered as a result of such disclosure.
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