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1. Introduction

1.1 
An Bord Pleanála is a non commercial semi-state body, which has the responsibility for determining planning appeals and other matters.

1.2    
An Bord Pleanála invites tenders for a Stenography Service. The Board uses stenography in the course of oral hearings on Strategic Infrastructure Developments and Local Authority Projects.  During the course of 2008 stenography was used in approximately 53 cases.  A number of oral hearings may take place on the same date at different locations nationwide.

1.3
The type of tendering procedure is Open and the Board intends entering into a Framework Agreement with three service providers. The contract will be for a period of three years from the date of commencement and may be extended in certain circumstances dependent on performance, quality of work, price and level of service. 


1.4
The specification included at Section 3 of this document sets out the requirement for stenography services at oral hearings and the provision of transcripts within time limits for An Bord Pleanála.

2.
GENERAL CONDITIONS OF TENDER

2.1
Tenders should be prepared in English or Irish and are subject to the following:

2.1.1
This Request for Tender shall form part of the contract documents. 

2.1.2
Tenderers should be aware that national legislation applies in other matters such as Data Protection and Health and Safety. 

2.1.3
Tenderers must have regard to statutory terms relating to minimum pay and to legally binding industrial or sectoral agreements in preparing tenders.

2.1.4
Information supplied by tenderers will be treated as contractually binding. However, the Board reserves the right to seek clarification or verification of any such information.

2.1.5
Any conflicts of interest involving a tenderer must be fully disclosed to the Board particularly where there is a conflict of interest in relation to any recommendations or proposals put forward by the tenderer.

2.1.6
Any registerable interest involving the tenderer and the Board, members of the Government, members of the Oireachtas or their relatives must be fully disclosed in the response to this invitation to tender, or should be communicated to the Board immediately upon such information becoming known to the tenderer, 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.

2.1.7
Before a contract is awarded the successful tenderer (and agent, where appropriate) will be required to promptly produce a Tax Clearance Certificate, or in the case of a non-resident tenderer, a statement from the Revenue Commissioners confirming suitability on tax grounds. Non-residents should contact the Office of the Revenue Commissioners, Revenue Residence Section, Government Offices, Nenagh Co. Tipperary.  In addition, contractors must retain records of tax reference numbers for any subcontractors where payments exceed €650 (incl. VAT).  

2.1.8
Tenderers should note that the provisions of Department of Finance Circular 22/95 apply and the Board may require sight of Tax Clearance Certificates for any subcontractor where payments exceed €2,600. Forms are attainable from the following address: Office of the Revenue Commissioners, Sarsfield House, Limerick. Where a Tax Clearance Certificate expires within the course of the contract, the Board reserves the right to seek a renewed certificate.  All payments under the contract will be conditional on the contractor(s) being in possession of a valid certificate at all times. 

2.1.9
The successful tenderers shall be responsible for the delivery of all services provided for within the contract on the basis of a fixed price agreement set at the beginning of the contract. Prices quoted in the tender cannot be increased during the currency of the tender. Similarly, terms and conditions cannot be altered. 

2.1.10
The Board retains the right to withhold payment where a contractor has failed to meet its contractual obligations in relation to the delivery of services to an acceptable level of quality.

2.1.11
The Board will not be liable in respect of any costs incurred by tenderers in the preparation of tenders or any associated work effort. 

2.1.12
Responses to this invitation to tender will be evaluated in their own right.  No recognition will be given to information previously submitted.

2.1.13
The Board is not bound to accept the lowest or any tender submitted.

2.1.14
The Board undertakes to hold confidential any material provided in response to this tender subject to their obligations under the Freedom of Information Acts (FOI), 1997 and 2003. Tenderers are asked to consider if any of the information supplied in response to this notice should not be disclosed because of its sensitivity.  If this is the case, tenderers should when providing the information identify it and specify the reasons for its sensitivity. The Board shall consult with tenderers about sensitive information before making a decision on any freedom of information request received. If tenderers consider that none of the information supplied by them is sensitive, they should make a statement to that effect. Such information may be released in response to an FOI request.

2.1.15
Tenders must be completed in accordance with the format specified in Section 4 and all appendices must be complied with and completed where necessary.
2.1.16
Tenders which are incomplete will not be evaluated. 

Four copies of the tender and one CD in a sealed envelope, marked “Tender for Stenography Services PP/81” should be delivered to the following address not later than 12 noon on 9th June 2009 and addressed to: Mr. Chris Clarke, Secretary, An Bord Pleanála, 64 Marlborough Street, Dublin 1, Ireland.


   Faxed, e-mailed or late tenders will not be considered.

2.1.17   
All prices must be quoted in euro (€) with the applicable rate of VAT in respect of each of the services shown separately. Indicate clearly any discounts.  Payment terms must also be specified. 

The Board is not responsible for any errors on the calculation of the costs.

2.1.18
Under EU Public Procurement Directives An Bord Pleanála is required to publish a Contract Award Notice in the OJEU containing certain information, including the name of the successful tenderers, relating to the award of this contract.

3.
SPECIFICATION OF REQUIREMENTS

3.1
The service providers shall provide stenographers for such locations as may be required by An Bord Pleanála. No level of work is guaranteed to the service providers. 

3.1.1 The stenographer shall attend throughout the duration of the oral hearing and take a verbatim note and an audio recording of the proceedings, as required by the Board. Proceedings may run over the normal working day. The service provider shall ensure that at the conclusion of each day, the stenographer  transfers all verbatim notes taken on disk on to a back up disk, in addition to any disk which the stenographer uses for the production of transcripts, and such back up disks shall at all times be securely stored at the service provider’s premises. 

3.2 The service providers shall provide transcripts as follows:

· In the case of daily/overnight transcripts the service provider shall provide a transcript of the oral hearing, or any part of the oral hearing, or copies of transcripts, as requested to the presiding Inspector within the time limits specified in paragraph 3.2.9.

· In the case of any other transcript the service provider shall provide transcripts of the oral hearing, or any part of the oral hearing, or copies of the transcripts, as requested to An Bord Pleanála within the time limits specified in paragraph 3.2.9.

3.2.1 The service provider shall not provide transcripts, or copies of transcripts, to any person other than the presiding inspector or a staff member of An Bord Pleanála. 

3.2.2 The service provider shall ensure the transcripts continue to be available to An Bord Pleanála in the event that any stenographer leaves the employment of the service provider.

3.2.3 The service provider shall be required to produce transcripts and shall also produce the audio recording of the proceedings, as and when required to do so by An Bord Pleanála. 

3.2.4 The service provider shall ensure that the transcript produced is certified as being a true and accurate record of the oral hearing. Any other legal requirements concerning transcripts shall be complied with.

3.2.5 The copyright in all material shall be the property of An Bord Pleanála, which reserves the right to reproduce without restriction any such material as may be required for the Board, or legal proceedings.

3.2.6 Transcripts shall be produced in accordance with the page specifications, format requirements and style guidelines set out in Appendix 2, or in accordance with any future standards as defined by An Bord Pleanála from time to time.

3.2.7 Transcripts shall be delivered in hard copy form, in addition to such electronic format as prescribed by the Board, at no additional cost. The service provider shall ensure that the electronic formatted version of each transcript is page image perfect with the hard copy.

3.2.8 The transcript for each day of the oral hearing shall be delivered in a single volume format.

3.2.9 The service provider must comply with the following time scales:

· In the case of an overnight transcript, the transcripts shall be delivered at such time as may be required by An Bord Pleanála but in any case no later than 9.00am the following morning.

· In the case of all other requests, transcripts shall be delivered within five working days, or such shorter period as may be directed by An Bord Pleanála from time to time, at no additional cost.

3.3
All transcripts shall be verbatim. The service provider shall provide the equipment and all other hardware, software and any other materials which may be required at the oral hearing for the provision of the service. 

3.3.1 In any dispute which may arise in calculating the accuracy of any transcript provided, the view of An Bord Pleanála will be final.

3.3.2 In the event that an oral hearing is cancelled on the day of that proposed and the stenographer is not required, the Board shall pay the full daily fee appropriate for the stenographer who attended the oral hearing on that occasion. No fee is payable where oral hearings are cancelled, except as provided for by this paragraph.

3.3.3 In the event of stenography services being required on a Saturday, Sunday or Public Holiday, the attendance fee only shall be double the normal rate.

3.3.4 The service provider shall bear all costs, expenses and outlays associated with travel, subsistence and accommodation of its employees, servants and agents.

3.3.5 The service provider shall bear all costs in connection with the delivery of transcripts.

3.4
No work other than those services provided for within the terms of the contract shall be undertaken by the service provider’s personnel whilst at an oral hearing.  All employees, servants and agents shall operate under the direction and control of the service provider, who shall be responsible for their conduct and discipline at all times. 

3.5
Upon commencement of the contract the service provider, in conjunction with An    Bord Pleanála, shall establish a management regime to ensure that performance requirements are met and that strategies are established for the continuous improvement of services throughout the period of the contract.

3.5.1
The service provider shall provide a progress report on transcript production for each quarter, or at other intervals to be agreed, including all transcripts ordered for that quarter.

3.5.2
The service provider shall provide a series of statistics in relation to the operations of the services for each quarter, or at other intervals to be agreed.

3.5.3
Once a year at a time to be agreed between the service providers and An Bord Pleanála the service provider shall submit a draft contract management plan to effectively manage and improve performance during the course of the following year.  The plan will address the issues as agreed by the parties and will include a description of how the service provider will manage the delivery of service during the following year taking into account factors such as changes required by An Bord Pleanála, trends in workload and issues arising from the previous year’s performance.

3.5.4  
The performance of the services by the service providers will be monitored by An Bord Pleanála on an ongoing basis and regular review meetings will be held between the parties. Amongst the items of key interest to An Bord Pleanála will be:

· Key statistics and deliverables

· Adherence to deadlines

· Fulfilment of requirements under the contract

· Accuracy of transcripts provided

· Adequacy of quality control procedures

· Problems encountered by either party

· Future development

3.5.5 
The service providers shall issue a written report in advance of such review meetings, which report shall update An Bord Pleanála on the progress of the services provided.

3.6
Any failure by a service provider to meet the minimum performance requirements will entitle An Bord Pleanála to withhold or deduct payment proportionate to the degree of non-compliance with the requisite standards, which will reflect a genuine pre-estimate of the loss suffered or likely to be suffered by An Bord Pleanála should the services not meet such requisite standards.

3.6.1
An Bord Pleanála shall have a right to terminate the contract in the event of non-compliance with the terms of the contract by the service provider, and to forthwith substitute a stenography provider of its own election. In the event of termination in such circumstances, the service provider will be liable for any loss (including consequential loss) or delay suffered by An Bord Pleanála in obtaining alternative stenographic services.

4 Format of Tender

4.1
Tenders must address all the requirements specified and must be in the format requested below.  Tenders not in this format will not be considered.

4.1.1
Tenderers must supply the following information:

· Name, address, telephone number, e-mail address and fax number of tenderer together with the name of the person within the tendering business dealing with the matter.
· Confirmation of acceptance by the tenderer and any third parties of the conditions of tender described in section 2,’ General Conditions of Tender’ of the invitation to tender.
· Details of relevant reference sites [must be at least three] where similar work has been carried out including client names, delivery dates and contract values.

·    Contact details for at least three referees who may be contacted on a confidential basis.

· A declaration of bona fides in the form of Appendix 6 attached hereto.

· An appropriate financial profile for the last three years must be provided including, in the case of corporate entities, independently audited accounts. Where a tenderer is trading for less than three years accounts for each year of trading must be provided.
· A Performance Bond from the service provider’s financial institution.
·    Evidence of relevant professional risk indemnity, employers, public liability and any other relevant insurances.

4.1.2
A brief profile of the company should be provided incorporating the following:

· Length of time in existence.

· Number of employees, both general and staff involved in stenography.

· A short description of the company’s principal areas of activity.

· Experience of the provision of volume stenography services and use of stenography technology.

· A declaration of company details in the form of Appendix 3 attached hereto.

4.1.3
Tenderers must submit details of the personnel they propose to engage to    provide stenography services, including a resume of their educational qualifications, stenography skills and experience.

4.1.4
Tenderers must indicate the steps they take to ensure the competence of the staff employed to provide stenography services, including steps taken to verify qualifications.

4.1.5
Tenderers should describe the steps they propose to take to ensure accuracy and completeness of transcripts, including details of the relevant qualifications and experience of the personnel they propose to engage for quality control purposes.

4.1.6
Tenderers should also indicate the proposed arrangements which will be put in place to manage this contract in An Bord Pleanála and the proposed reporting and liaison arrangements at all levels. Details should be given of arrangements in place to ensure timely turnaround in transcript delivery and short notice replacement of stenographers. These details should include details of the procedures, systems (including phone and e-mail links) and staff involved   with particular reference to roles and responsibilities. Similar details should be given in relation to arrangements in place to ensure reliable and accurate billing.

4.1.7
Tenderers are required to provide details of the persons they intend to appoint to manage the delivery of the services, including details of their qualifications and experience in the field of stenography services. Of particular interest is experience in the delivery of managed services of the kind under this contract.

4.2
Tenderers must outline in detail their overall approach to the provision of the services outlined in this document. In formulating responses, tenderers should in particular provide comprehensive replies to the information sought in specific sections of this document and the attached appendices which require completion.

4.3
Confirm that the tender holds good for 4 months after the closing date for receipt of tenders. 

4.4
Indicate the applicable rate of VAT in respect of the service being proposed.

4.5
Tenderers must submit a Price Schedule following the format set out at Appendix 1 of this document.



4.6
A contract will be concluded with the tenderer whose tender is deemed to be the most economically advantageous subject to agreement on conditions of contract.  Please note the following:

· Any terms and conditions in the proposed contract does not imply acceptance by the Board.

· All works carried out shall be governed by the Laws of Ireland and subject to the exclusive jurisdiction of the Courts of Ireland.

· The Board may cancel the tender process at any time prior to a contract being entered into.

4.7 Whilst every effort has been made to adequately describe the requirements arising from this procurement, it is for tenderers to satisfy themselves regarding the nature and extent of the services to be provided and should therefore provide any other information which may be relevant to this proposal.

5. Examination and Evaluation of Tenders    

         Tenders will be examined initially by reference to the following:

· Completeness of proposals and tender documentation as specified in each section of this document

· Stated ability of the tenderer to meet all the requirements specified. 

· Statement that none of the circumstances listed in paragraphs 1 and 2 of Article 45 of EU Directive 2004/18/EC (copy attached) apply to the tenderer.

·    Contract management system, experience of management offered and client reporting

·    Quality and skill base of stenography personnel and measures for ensuring quality

· Technical capacity, expertise and financial standing as evidenced by the information requested above.

5.2
Only those tenders who satisfy conditions in relation to the above will be eligible for inclusion in the award process.

6. Award Criteria 

6.1
The contract will be awarded to the most economically advantageous tender of those meeting the specifications set out in this document, and not otherwise validly excluded, on the basis of the following award criteria [scored from          300 marks as indicated]

6.1.1
Quality of tender and ability to meet requirements - 50 marks

6.1.2
The management and service structure proposed - 50 marks.

6.1.3
Expertise and skills of stenography personnel assigned to providing the service - 80 marks

6.1.4
Time frame for delivery of service - 50 marks.

6.1.5
Cost of providing services as detailed in the attached Price Schedule Appendix 1 - 70 marks. 

6.2
During the evaluation period clarification may be sought in writing/by e-mail from tenderers. Responses to requests for clarification may not materially change any of the elements of the tenders submitted. No unsolicited communications from tenderers will be entertained during the evaluation period. A number of the most competitive tenderers may be invited to make presentations on their proposals for the purpose of elaboration, clarification and/or aiding mutual understanding. Invited tenderers must be in a position to make such a presentation.  Any proposed subcontractors may be required to participate in the presentation. 

7. Financial Arrangements 
7.1
Payment for services covered by this invitation to tender will be on foot of appropriate invoices, which will be based on agreed deliverables.  Invoicing arrangements will be agreed with the successful service provider, following the award of contract.  A contract entered into on foot of this Request for Tender is subject to the Prompt Payments of Accounts Act.

7.2
Each invoice from the service provider shall include, as a minimum, the following information:

(a) the full business name and registered address of the service provider;

(b) the service provider’s Value Added Tax registration number;

(c) details of the services to which the invoice relates as required by An Bord Pleanála;

(d) details of any service credits due to An Bord Pleanála;

(e) the total charged excluding Value Added Tax;

(f) the Value Added Tax charged;

(g) the total sum payable (including Value Added Tax). 

7.3
Invoices shall be submitted only after the services to which the invoice relates have been performed to the satisfaction of An Bord Pleanála. 

8. Further Information and Query Handling

8.1
Every effort has been made to ensure that this documentation contains all the necessary information for completion of tenders. However, in the interests of equity, requests for additional information and clarification on the content of this document and all other queries of substance (other than in relation to purely factual or procedural matters) must be made in writing or by email. Any additional information elicited will be made available to all potential tenderers who have obtained a copy of this document via the etenders website or directly from An Bord Pleanála. 

8.2
Any queries should be submitted by email or in writing only, not later than 12 noon on 20th May, 2009 addressed to:


Name : Mary Kelly     Address: 64 Marlborough Street, Dublin 1



Fax    : 01 8722684
  E-mail: m.kelly@pleanala.ie
9. ARTICLE 45 OF EU DIRECTIVE 2004/18/EC

Personal situation of the candidate or tenderer

1.
Any candidate or tenderer who has been the subject of a conviction by definitive judgment of which the contracting authority is aware for one or more of the reasons listed below shall be excluded from participation in a public contract:

(a)
participation in a criminal organisation, as defined in Article 2(1) of Council Joint Action 98/733/JHA 
;

(b)
corruption, as defined in Article 3 of the Council Act of 26 May 1997 
 and Article 3(1) of Council Joint Action 98/742/JHA 
 respectively;

(c)
fraud within the meaning of Article 1 of the Convention relating to the protection of the financial interests of the European Communities 
;

(d)
money laundering, as defined in Article 1 of Council Directive 91/308/EEC of 10 June 1991 on prevention of the use of the financial system for the purpose of money laundering 
.

Member States shall specify, in accordance with their national law and having regard for Community law, the implementing conditions for this paragraph.

They may provide for a derogation from the requirement referred to in the first subparagraph for overriding requirements in the general interest.

For the purposes of this paragraph, the contracting authorities shall, where appropriate, ask candidates or tenderers to supply the documents referred to in paragraph 3 and may, where they have doubts concerning the personal situation of such candidates or tenderers, also apply to the competent authorities to obtain any information they consider necessary on the personal situation of the candidates or tenderers concerned.  Where the information concerns a candidate or tenderer established in a State other than that of the contracting authority, the contracting authority may seek the cooperation of the competent authorities.  Having regard for the national laws of the Member State where the candidates or tenderers are established, such requests shall relate to legal and/or natural persons, including, if appropriate, company directors and any person having powers of representation, decision or control in respect of the candidate or tenderer.

2.
Any economic operator may be excluded from participation in a contract who:

(a)
is bankrupt or is being wound up, whose affairs are being administered by the court, who has entered into an arrangement with creditors, who has suspended business activities or who is in any analogous situation arising from a similar procedure under national laws and regulations;

(b)
is the subject of proceedings for a declaration of bankruptcy, for an order for compulsory winding up or administration by the court or of an arrangement with creditors or of any other similar proceedings under national laws and regulations;

(c)
has been convicted by a judgment which has the force of res judicata in accordance with the legal provisions of the country of any offence concerning his professional conduct;

(d)
has been guilty of grave professional misconduct proven by any means which the contracting authorities can demonstrate;

(e)
has not fulfilled obligations relating to the payment of social security contributions in accordance with the legal provisions of the country in which he is established or with those of the country of the contracting authority;

(f)
has not fulfilled obligations relating to the payment of taxes in accordance with the legal provisions of the country in which he is established or with those of the country of the contracting authority;

(g)
is guilty of serious misrepresentation in supplying the information required under this Section or has not supplied such information.

Member States shall specify, in accordance with their national law and having regard for Community law, the implementing conditions for this paragraph.

3.
Contracting authorities shall accept the following as sufficient evidence that none of the cases specified in paragraphs 1 or 2(a), (b), (c), (e) or (f) applies to the economic operator:

(a)
as regards paragraphs 1 and 2(a), (b) and (c), the production of an extract from the "judicial record" or, failing that, of an equivalent document issued by a competent judicial or administrative authority in the country of origin or the country whence that person comes showing that these requirements have been met;

(b)
as regards paragraph 2(e) and (f), a certificate issued by the competent authority in the Member State concerned.

Where the country in question does not issue such documents or certificates, or where these do not cover all the cases specified in paragraphs 1 and 2(a), (b) and (c), they may be replaced by a declaration on oath or, in Member States where there is no provision for declarations on oath, by a solemn declaration made by the person concerned before a competent judicial or administrative authority, a notary or a competent professional or trade body, in the country of origin or in the country whence that person comes.

4.
Member States shall designate the authorities and bodies competent to issue the documents, certificates or declarations referred to in paragraph 3 and shall inform the Commission thereof.  Such notification shall be without prejudice to data protection law.

Appendix 1 

Price Schedule
A1.1
General Requirements

1.1
The Price Schedule must follow the format set out hereunder.

1.2
An Bord Pleanála requires a flat rate per day for a stenographer’s attendance at an oral hearing.

1.3
The applicable rate of Value Added Tax which would be incurred must be itemised.   

1.4
There shall be no additional charges whatsoever unless otherwise agreed in writing with An Bord Pleanála.

A1.2
Attendance of Stenographer at an oral hearing:






2.1
Dublin-based oral hearing:

(Flat rate, does not vary according to oral hearing or length of day)

a) Daily fee (one fee), excluding VAT

€

b) VAT, if any




€ 

c) Daily fee (one fee), including VAT

€

2.2
Provincial oral hearing:

(Flat rate, does not vary according to oral hearing, length of day

or distance to venue) 

a) Daily fee (one fee), excluding VAT

€

b) VAT, if any




€

c) Daily fee (one fee), including VAT

€


A1.3
Transcripts (in addition to attendance fee): 

3.1
Standard transcripts

a) Fee per folio, excluding VAT


€

3.2
Overnight transcripts
a) Fee per folio, excluding VAT


€

A1.4
Copy Rate (for additional copies of transcripts)

4.1
a)   Fee per A4 page, excluding VAT


€

A1.5
Copy Rate for additional CD

5.1
a)   Fee per copy excluding VAT


€

A1.6
Public Sector and/or Government Discount
%

Note

1. Transcripts comprise one hard copy transcript, including key word index and including electronic delivery.

2. A folio is 72 words, excluding key word index.
3. Transcripts comprise delivery in bound format or, as required by An Bord Pleanála.

4. Where a transcript has been provided on an overnight or other basis and that transcript is subsequently required for other purposes, no fee shall be payable on that transcript other than at the copy rate proposed in this Price Schedule.  

Appendix 2
   
Page Specifications

A2.1
Cover page

(i)
A cover page shall be included in every transcript.

(ii)
The cover page shall contain the following information: 

· The case No.

· Description of the case  

· Location of the hearing

· Name of Inspector(s) 

· Date(s) of proceedings

(iii)
The cover page shall be in single line spacing.

(iv)
The font shall be Arial, font size 12 (or as close as possible).

A2.2
Header

(i)
A header shall be included in every transcript and shall appear on every page, with the exception of the cover and index pages.

(ii)
The header shall contain the following information: 

· Page number (right-aligned) 

· Name of case, date of proceedings (centred)

(iii)
The font shall be Arial, font size 10 (or as close as possible).

A2.3
Index
(i)
An index of proceedings shall be included in every transcript and shall be provided in a format specified by An Bord Pleanála.

(ii)
A key word index shall be appended to transcripts.

A2.4
Page Specification for body of transcripts


Each page of the transcript shall be formatted as follows:-

	Paper Size

	A4 (210mm x 297mm) paper



	Left Margin
	20mm (to commencement of line numbering)

30mm (to commencement of Q and A)

40mm (to commencement of text of transcript)



	Right Margin
	15mm



	Top Margin
	25mm (15mm to header)



	Bottom Margin
	25mm

(There shall be no text in bottom margin.)

	Line Spacing
	1.5

There shall be an extra line space before and after key events

such as commencement of new witnesses, examination

status, adjournments, etc.



	Line Numbering
	Each line shall be identified by a line number.



	Font
	Arial, font size 12

(or as close as possible to this font)



	Font Style
	Regular (no bolding of text)



	Character Spacing
	Normal



	Justification
	The text of the transcript shall be left unjustified.



	Underlining
	Key events shall be underlined.



	Capitals
	Speaker designation shall be in capitals, followed by a

colon and two spaces.

New speakers shall be in capitals; other key events shall

be in lower case (initial caps).



	Spacing
	There shall be two spaces following a full stop and a colon.




Appendix 3
General Information

	Date of Formation of Company
	

	
	

	No. of Persons in Company
	

	
	

	No. of Staff involved in Stenography
	

	
	

	Company Safety Statement Available
	


Details of Insurance Policies:

Employers Liability:

Limit of Idemnity: € _____________Name of Company: __________________

Public Liability: 

Limit of Idemnity: € _____________Name of Company: __________________

If limited company state extent of Liability: ____________________

COMPANY NAME:                                        ______________________________
ADDRESS:                                                              ______________________________
                                                                                  ______________________________
CONTACT NAME:                                                ______________________________ 

SIGNED ON BEHALF OF COMPANY:             ______________________________
POSITION IN COMPANY:                                   ______________________________
DATE:                                                                       ______________________________ 

TELEPHONE NO:   ____________________   FAX NO:  __________________________
Appendix 4
Client References

Referees:


I have detailed below the names and addresses of three Institutions/Major Organisations who are customers of our company, who have agreed to act as referee and named a contact person in each instance.

	Company Name & Address
	Contact Person
	Phone No.
	Email

	_________________________________

_________________________________

_________________________________

_________________________________

_________________________________


	___________________

___________________


	_____________


	_________________

	_________________________________

_________________________________

_________________________________

_________________________________

_________________________________


	___________________

___________________


	_____________


	_________________

	_________________________________

_________________________________

_________________________________

_________________________________

_________________________________


	___________________

___________________


	_____________


	_________________


Appendix 5

DECLARATION

THIS DECLARATION, DULY COMPLETED, MUST BE SUBMITTED BY ALL TENDERERS

Name of Tenderer: __________________________________________________________




Address:



Country: 

   _________________________________________________________​_

Please tick Yes or No as appropriate to the following statements relating to the current status of your organisation.

(1) The Tenderer is bankrupt or is being wound up or its affairs are being administered by the court or has entered into an arrangement with creditors or has suspended business activities or is in any analogous situation arising from a similar procedure under national laws and regulations.  

Yes [   ]

No [   ]

(2) The Tenderer is the subject of proceedings for a declaration of bankruptcy, for an order for compulsory winding up or administration by the court or for an arrangement with creditors or of any other similar proceedings under national laws and regulations.  

Yes [   ]

No [   ]

(3) The Tenderer, a Director or Partner, has been convicted of an offence concerning his professional conduct by a judgment which has the force of res judicata or been guilty of grave professional misconduct in the course of their business. 

Yes [   ]

No [   ]

(4) The Tenderer has not fulfilled its obligations relating to the payment of taxes or social security contributions in Ireland or any other State in which the tenderer is located. 

Yes [   ]

No [   ]

(5) The Tenderer has been guilty of serious misrepresentation in providing information to a public buying agency. 

Yes [   ]

No [   ]

(6) The Tenderer has contrived to misrepresent its Health & Safety information, Quality Assurance information, or any other information relevant to this application. 

Yes [   ]

No [   ]

This form must be completed and signed by a duly authorised officer of the tenderers organisation

I certify that the information provided above is accurate and complete to the best of my knowledge and belief.    I understand that the provision of inaccurate or misleading information in this declaration may lead to my organisation being excluded from participation in future tenders.

SIGNATURE







DATE:


NAME








TEL:

POSITION








FAX:


Appendix 6

DECLARATION RE STATUTORY OBLIGATIONS
To:



From:



Tender for:  Stenography Services

We, _________________________________________, confirm that 

a) We are fully compliant with the minimum terms and conditions of the Employment Regulation Order of the Irish Labour Court, with the Working Time Directive and with all other relevant employment legislation, as well as all relevant Health & Safety Regulations.


AND 
b) We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
I certify that the information provided above is accurate and complete to the best of my knowledge and belief.  I understand that the provision of inaccurate or misleading information in this declaration may lead to my organisation being excluded from participation in future tenders.
Signed: _______________________________________________


Position: ______________________________________________

Print Name:____________________________________________
Company Name:________________________________________

Phone No:
__________________________________________  


Date:   ___________________________________________

Appendix 7
Guarantee Form

I/We accept the conditions set out in the tender documentation and confirm that the 

services meet the requisite standards and specifications as set out in the tender 

documents.

Signed:


______________________________

Company Name:

______________________________

Date:
______________________________
Company Stamp:
Appendix 8
SELECTION CRITERIA

	Criteria
	Rule/minimum level
	Yes/No

	ECONOMIC / FINANCIAL CRITERIA

	Evidence of current Tax Clearance Certificate
	Must provide copy of current Tax Clearance Certificate.  Available from Revenue
	Yes / No

	Evidence of Insurances
	Must provide evidence of relevant insurances in place e.g. Employers/ Public Liability etc.
	Yes / No

	Evidence of overall turnover for the previous 3 years 
	Must provide financial profile by way of audited accounts, along with a performance bond.
	Yes / No

	TECHNICAL CRITERIA

	Details of organization
	Must provide a comprehensive statement of organisation structure, resource levels, skills base, etc. 
	Yes / No

	Portfolio of previous contracts
	Must provide satisfactory evidence of at least three similar contracts of a similar scale, value of the contract.
	Yes / No

	Client References
	Must provide contact details for at least 3 clients that may be contacted on a confidential basis.  Details should include name, company name company address, telephone number and e-mail address.
	Yes / No

	Health & Safety Policy & Record
	Must confirm that company has Health & Safety Policy in operation.  Copy of detailed H& S Policy and if company hold H&S certificates will be requested on award of contract.  
	Yes / No

	RESULT – QUALIFIED OR ELIMINATED FROM DETAILED TENDER EVALUATION
	Qualified /

Eliminated


You must achieve YES in each of the sections and failure to comply with the above requirements (i.e. demonstrate a minimum financial and technical capacity) will result in the tender not being qualified for detailed evaluation.
� 	OJ L 351, 29.12.1998, p. 1.


� 	OJ C 195, 25.6.1997, p. 1.


� 	OJ L 358, 31.12.1998, p.2.


� 	OJ C 316, 27.11.1995, p. 48.


�	OJ L 166, 28.6.1991, p. 77.  Directive as amended by Directive 2001/97/EC of the European Parliament and of the Council of 4 December 2001 (OJ L 344, 28.12.2001, p. 76).
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