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Tender for a Framework Agreement for the Supply and Delivery of Videography Services

Form of Tender

Information on Tenderer (for information only)
	Name of Organisation
	

	Business Address
	

	Postcode / Eircode
	

	Trading Status (sole trader, partnership, private limited company etc)
	

	Company Registration Number (if applicable)
	

	Web Address (URL)
	

	Size of Organisation, ie:
Micro (1 to 9 staff)
Small (10 to 49 staff)
Medium (50 to 249 staff)
Large (250 or more staff)
	

	Organisation Contact – Name, Job Title, Email 
	

	(if different from above) 
Person Responsible for the information provided in this submission – Name, Job Title, Email
	






	Please confirm that you have read all information and instructions contained within the Request for Tender document BEFORE commencing work on your submission.
	YES ☐

	
	NO ☐




ELIGIBILITY CRITERIA AND MINIMUM STANDARDS

1. Declaration as to Personal Circumstances (pass/fail)

	Mandatory exclusion grounds
Please confirm that your organisation (including any member of the administrative, management or supervisory body of your organisation) or any other person who has powers of decision, representation or control, complies with the eligibility requirements as outlined in Regulations 57(1)(a)-(f) and Regulation 57(3) of the European Union (Award of Public Authority Contracts) Regulations 2016.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐


	If your response is ‘No’, please provide evidence of the measures you have taken to demonstrate your reliability, despite the existence of a relevant ground for exclusion.
If your response is ‘Yes’ please state ‘N/A’.

	



	Discretionary exclusion grounds
Please confirm that your organisation (including any member of the administrative, management or supervisory body of your organisation) or any other person who has powers of decision, representation or control, complies with the eligibility requirements as outlined in Regulations 57(4) and Regulation 57(8) of the European Union (Award of Public Authority Contracts) Regulations 2016.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐


	If your response is ‘No’, please provide evidence of the measures you have taken to demonstrate your reliability, despite the existence of a relevant ground for exclusion.
If your response is ‘Yes’ please state ‘N/A’.

	



	Principles of Procurement
Please confirm that your organisation complies with all applicable obligations in the fields of environmental, social and labour law as outlined Regulation 18(4)(a) of the European Union (Award of Public Authority Contracts) Regulations 2016.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐



	Collusion
Please confirm that your organisation has not entered into any agreements with other economic operators with the aim of distorting competition.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐



	Conflict of Interest
Could there be a possible conflict or perceived conflict of interest in relation to your organisation and/or personnel and/or type of work involved in this framework?
[yes = fail / no = pass]
	YES ☐

	
	NO ☐


	If your response is ‘Yes’, please explain what the possible conflict or perceived conflict of interest may be, who it relates to, how it could have an adverse effect on this framework and how this could be mitigated.
If your response is ‘No, please state ‘N/A’.

	



2. Equality of Opportunity
	Please confirm that your organisation complies with the requirements and duties of all equality and anti-discrimination legislation applicable to Ireland?  (Refer to the Irish Human Rights and Equality Commission website for information.) 
[yes = pass / no = fail]
	YES ☐

	
	NO ☐



3. Economic and Financial Standing

	Turnover
Please state below your organisation’s turnover in the last 3 financial years (include FY):

	


	Please acknowledge the following:
As there is no guarantee of the volume or value of business which each provider will receive under this framework, considering all relevant factors and taking a proportionate approach, the tender evaluation panel, at its absolute discretion, will determine whether the Tenderer’s threshold is high enough to demonstrate sufficient financial capacity.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐

	[bookmark: _Hlk177415619]Please acknowledge that, if appointed to this framework, you will be required to provide documentary evidence of your turnover for the last 3 financial years (eg P&L statement, letter from an independent auditor)
[yes = pass / no = fail]
	YES ☐

	
	NO ☐



	Tax Clearance
It is a requirement that all firms dealing with MTU, regardless of their location, have relevant tax clearance arrangements in place.  
Please acknowledge that, if appointed to this framework, you will be required to provide the following:
· Resident and Non-resident Suppliers with an Irish Tax Registration Number – Registration Number and Access Code to be provided
· Non-resident Suppliers with no Irish Tax Registration Number - copy of Tax Clearance Certificate to be provided

Further information available is available here:  https://www.revenue.ie/en/starting-a-business/tax-clearance/apply-for-tax-clearance-certificate/non-resident-applications.aspx
[yes = pass / no = fail]
	YES ☐

	
	NO ☐



	Insurance Cover
Please confirm that your organisation has, or is willing to attain if appointed to this framework, insurance cover of the types and levels set out below. 


	Employer’s Liability Insurance (EL):
Minimum Limit of Indemnity Required is €13.0m 
	YES ☐

	
	NO ☐

	Public & Products Liability Insurance (PPL):
Minimum Limit of Indemnity Required is €6.5m

	YES ☐

	
	NO ☐

	Public & Products Liability Insurance (PPL):
Please confirm that, if appointed to this framework, your Public Liability cover will be extended to include the following:

Specific indemnity is provided to Munster Technological University, its President and its Agents during the time in which [name of your organisation] operates on any MTU Campus.

[yes= pass / no = fail]
	YES ☐

	
	NO ☐

	Professional Indemnity Liability (PI):
Minimum Limit of Indemnity Required is €1.0m 

	YES ☐

	
	NO ☐

	Please acknowledge that, if appointed to this framework, you will be required to provide documentary evidence of your insurance cover, as per all requirements set out above.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐









4. Technical and Professional Ability
	Relevant Experience
Using the box below, please provide below details of three clients to which you have supplied goods, of a similar nature to those required under this framework, during the last 5 years. 
The information provided, per client, must include:
· Client name, client contact name and email address
· Brief description of the goods supplied by your organisation 
· Framework/Contract Start and End/Completion Date
· Framework/Contract value per annum
· If a multi-supplier framework, state total value of business received.

The information provided, per client, should be limited to 500 words. 

	

	Important Note:  the University reserves the right to contact the named client(s) to verify the information provided.



	Quality Policy
Please confirm that your organisation has in place a Quality Policy.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐

	Please acknowledge that, if appointed to this framework, you will be required to provide a copy of your Quality Policy.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐



	Health & Safety Policy
Please confirm that your organisation has in place a Health & Safety Policy.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐

	Please acknowledge that, if appointed to this framework, you will be required to provide a copy of your Health & Safety Policy.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐



	Environmental Policy
Please confirm that your organisation has in place an Environmental Policy.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐

	Please acknowledge that, if appointed to this framework, you will be required to provide a copy of your Environmental Policy.
[yes = pass / no = fail]
	YES ☐

	
	NO ☐





QUALITY (technical) SUBMISSION

	Proposed methodology and approach to service delivery
Question 1:
Tenderers should describe their pre-production methodology and creative process for the management and the delivery of services to ensure that the requirements are fully met in terms of quality and timely delivery. In particular, please address:
· Demonstrated understanding of the requirements of MTU and how they would ensure they would meet the brief provided by MTU in the delivery of the services.
· Pre-Production and storyboard preparation, meetings, proposed timelines from request for service to implementation.
· Identify potential risks to the project and how these risks will be managed and mitigated.
	Max Score: 5
Weighting: 10%

	Response (Maximum 2 pages. Font in Arial 11pt, single spacing. Appendices should not be included and will not be evaluated)

	



	Proposed methodology and approach to service delivery
Question 2:
Tenderers should demonstrate their production, art direction and post-production process to ensure the delivery of services are fully met in terms of quality and timely delivery. In particular please address:
· Approach to production and art direction
· Post-Production process including editing, formatting, motion graphics and accessibility
· Revisions and client feedback during editing
· Final delivery of files in suitable format 
· Details as to how videos, raw footage, b-roll footage, interviews etc will be stored and shared.
· Proposed contingency arrangements to ensure continuity of service including flexibility and production of content at short notice.
	Max Score: 5
Weighting: 10%

	Response (Maximum 2 pages. Font in Arial 11pt, single spacing. Appendices should not be included and will not be evaluated)

	



	Proposed methodology and approach to service delivery
Question 3:
Please showcase in detail one project from your portfolio of work which best encapsulates your company’s design philosophy and capability.  In particular, indicate how you believe this is relevant to MTU and its requirements.	
	Max Score: 5
Weighting: 10%

	Response (Maximum 2 pages. Font in Arial 11pt, single spacing. Appendices should not be included and will not be evaluated)
	

	Qualifications & Expertise of the Proposed Team 
Question 4:
Tenderers should address the following elements in their response.
· Tenderers should provide comprehensive information regarding the proposed team to be assigned to MTU including up to date CVS for all personnel for the duration of the Framework.
· Details of the team’s skills, qualifications and experience working on projects of a similar nature.

Tenderers must also confirm their willingness to undergo Garda Vetting procedures should that be required.
	Max Score: 5
Weighting: 20%

	Response (Maximum 2 pages. Font in Arial 11pt, single spacing. Appendices should not be included and will not be evaluated)
	



	Resources / Contract Management 
Question 5:
Tenderers should address the following elements in their response.
· A detailed organisational chart and indicate the account management process of a similar nature.
· Details of the assigned point of contact with MTU.
· Procedure for providing replacement staff.

	Max Score: 5
Weighting: 15%

	Response (Maximum 2 pages. Font in Arial 11pt, single spacing. Appendices should not be included and will not be evaluated)
	



	Sustainability and Environmental Practices
Question 5:
Tenderers are asked to demonstrate how they support and implement environmental and sustainable efficiencies in their practices and in the delivery of client services. Tenders should outline their commitment to work practices that limit environmental impact and promote sustainability.

	Max Score: 5
Weighting: 5%

	Response (Maximum 2 pages. Font in Arial 11pt, single spacing. Appendices should not be included and will not be evaluated)
	




PRICE SUBMISSION
Pricing Schedule.xlsx
	Please check this box to confirm that you have attached a fully completed Pricing Schedule.
	☐




TENDERER’S DECLARATION
	Please confirm that, by completing and submitting this Form of Tender, you agree to the following:
· you have the necessary corporate authority – including on behalf of all other group members/entities (if applicable);
· the submission of your tender electronically negates the requirement for a formal signature;
· you unequivocally accept the applicable the Conditions which will govern the framework; 
· you acknowledge that Munster Technical University is not bound to accept the lowest or any tender; and
· you acknowledge that the provision of inaccurate or misleading information in this declaration may lead to your organisation being excluded from participation in this or future tenders.
	YES ☐



	Bona Fide Tender
Please confirm that you are submitting a Bona Fide tender, intended to be competitive and that, in doing so, you agree to the following:
· you have not communicated to any person the amount or approximate amount of the proposed tender, except where the disclosure in confidence, or the approximate amount of the tender, was necessary to obtain insurance premium quotations required for the tender submission; 
· you have not entered into any agreement or arrangement with any other person that shall refrain from tendering or as to the amount of any tender to be submitted; 
· you have not offered or paid or given or agreed 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, in relation to any other tender or proposed tender for the said work, any act or thing of the sort described above;
· you undertake that you will not do any of the acts mentioned in paragraphs listed in the point above at any time before the date and hour specified for the return of this tender. 
	YES ☐

	the word "person" includes any persons and any body or association, corporate or incorporated and "any agreement or arrangement" includes any such transaction, formal or informal and whether legally binding or not. 




	Changes to Personal Circumstances
Please confirm that, should there be any event which would render as void a response under ‘Declaration of Personal Circumstances’ (Eligibility Criteria and Minimum Standards), you will undertake to inform MTU immediately. 
	YES ☐
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