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Description automatically generated]Request for Quotation 

REQUEST FOR QUOTATION
FOR AGGREGATE SPEND UPTO €50,000 (Excl. VAT)
	Subject of Quotation

	Provision of Services for the Recruitment and Management of the Kildare County Council’s Local Enterprise Office (LEO) exhibit at Taste of Kildare 2026. 

	Key Dates

	Issue Date
	20th August 2025

	Closing Date for Queries
	12 noon on 1st September 2025

	Closing Date for Quotations
	12 noon on 08th September 2025

	Contact for Queries

	localenterprise@kildarecoco.ie

	Format for submission of quotations – use the Quotation Response Document provided

	Email to localenterprise@kildarecoco.ie
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[bookmark: _Toc206497623]	ABOUT THE CONTRACTING AUTHORITY
[bookmark: _Toc490417749][bookmark: _Toc206497624]The Contracting Authority
Kildare County Council, herein after referred to as the Contracting Authority, is the authority responsible for this procurement. 
Further information is available at our corporate website www.localenterprise.ie/kildare 
[bookmark: _Toc490402517][bookmark: _Toc490417750][bookmark: _Toc206497625]Small and Medium Enterprise Participation
It is the policy of the Contracting Authority to encourage participation by Small and Medium Enterprises (SMEs) in this competition.  
SMEs are encouraged to explore the possibilities of forming relationships with other SMEs or with larger enterprises to meet the financial, economic or technical capacity requirements of the competition, if required. 
[bookmark: _Toc206497626]SCOPE OF REQUIREMENT
[bookmark: _Toc64619935][bookmark: _Toc64621786][bookmark: _Toc66368901][bookmark: _Toc72325191][bookmark: _Toc72325934][bookmark: _Toc72331942][bookmark: _Toc72421482][bookmark: _Toc72957314][bookmark: _Toc206497627][bookmark: _Toc206497628]Specification of Requirements 
Kildare County Council’s Local Enterprise Office (LEO) is seeking proposals from experienced event management professionals or agencies to support the recruitment, coordination, and on-site management of LEO exhibitors for Taste of Kildare 2026. This flagship event celebrates the region’s vibrant food, drink, and hospitality sectors and will take place in Naas Racecourse during summer 2026.

The selected provider will be supported by the LEO team and responsible for:

· Exhibitor Recruitment
Identify and engage 40-50 food, drink, and craft businesses that are owned and operated in Co. Kildare.
Manage exhibitor documents (applications, insurance, HSE certs etc) and ensure exhibitors are correctly briefed on all operational requirements
Host a briefing event for exhibitors in advance of the event (online or from Athy Food Hub).

· Event Coordination
Liaise with exhibitors regarding logistics, setup requirements, and compliance.
Coordinate exhibitor placement and layout.
Lease with LEO Team to coordinate furniture hire, sink hire and installation of signage, decorations/styling, etc (these additional costs will be covered by LEO).
Provide ongoing support and communication to exhibitors leading up to the event
Provide weekly updates to and lead weekly meetings with LEO Team

· On-Site Management
Supervise exhibitor setup and breakdown
Serve as primary point of contact for exhibitors during the event
Ensure smooth operations and address any exhibitor-related issues

· Post-Event Deliverables
Post-event report including feedback and recommendations
Audit-ready file documenting all preparation, quotes, costings etc.

If Taste of Kildare 2026 is cancelled, postponed indefinitely, or otherwise does not proceed for any reason beyond the control of Kildare County Council’s Local Enterprise Office, the contract with the selected provider will be withdrawn without liability.

No payments will be made beyond services already rendered and agreed upon prior to cancellation.

Kildare County Council’s Local Enterprise Office may avail of the option to drawdown services for the same project in 2027 at the amount set out in the Quotation Response Document.

[bookmark: _Toc206497629]Delivery Locations
The event is expected to take place at Naas Racecourse (subject to change). The Food Hub in Athy can be used as a meeting point to host any pre-event briefings. 
[bookmark: _Toc206497630]Pricing
The price quoted shall be valid for a period of 6 months from the date of quotation. 
[bookmark: _Hlk72328445][bookmark: _Hlk72318679]Economic operators must complete all required inputs in the pricing schedule to remain eligible in this competition.
Any alteration or amendment to the pricing schedule may result in that economic operator’s bid being rejected. 
[bookmark: _Toc206497631]Review of Performance
A quality service is required under this contract.  Therefore, performance will be continually monitored over the term of the contract. Cost competitiveness, performance, quality of service and turnaround time will be the main criteria for measuring performance.   
[bookmark: _Toc206497632]Account Management
Economic operators submitting a quotation are required to nominate a dedicated account manager who will act as the main point of contact for the duration of the contract.  This person shall have the authority to deal with all matters in relation to the contract and be responsible for the satisfactory delivery of the services required.  
[bookmark: _Toc206497633][bookmark: _Toc171227902][bookmark: _Toc72904666][bookmark: _Hlk490556319]Invoicing 										
[bookmark: _Toc171227903][bookmark: _Toc72904667]Invoices shall be submitted by the successful economic operator on completion of the project.   All official invoices must quote a Contracting Authority purchase order number.  All invoices which do not quote the relevant order number(s) will be returned to the service provider. 


[bookmark: _Toc206497634]EVALUATION CRITERIA

[bookmark: _Toc64619945][bookmark: _Toc64621796][bookmark: _Toc66368912][bookmark: _Toc72325202][bookmark: _Toc72325945][bookmark: _Toc72331953][bookmark: _Toc72421493][bookmark: _Toc72957325][bookmark: _Toc206497635][bookmark: _Toc206497636]Suitability
The Contracting Authority will only consider quotations from competent and financially sound and compliant economic operators.  To this end, you are required to confirm the following by completing the self-declaration contained in the separate Quotation Response Document (QRD). 
(a) General economic operator information. 
(b) Confirmation of tax compliance (if awarded contract)
(c) Confirmation that the economic operator is appropriately insured (if awarded contract)
(d) Confirmation via declaration that the economic operator is not bankrupt, guilty of corruption, fraud, money laundering, membership of a criminal organisation, not involved in child labour and/or human trafficking and is fully compliant with all its statutory obligations.   
[bookmark: _Toc171227907][bookmark: _Toc168998881][bookmark: _Toc168110468][bookmark: _Toc206497637]Award Criteria
The contract will be awarded based on a quality and cost evaluation as assessed by the Contracting Authority, who is not obliged to accept the lowest or indeed any quotation. The following criteria will be applied: 

Please note that the maximum marks available is 10,000.
	Criterion A
	Weighting 
	Maximum Marks
	Minimum Marks

	 Cost Criterion
	20%
	2,000
	1,000

	Description
	Please complete the Quotation Form provided in the Quotation Response Document.  

	Criterion B
	Weighting 
	Maximum Marks
	Minimum Marks

	Experience 
	50%
	5,000
	2,500

	Description
	Tenderers must demonstrate relevant experience and track record in similar events which includes exhibitor management. Additionally, they should demonstrate and understanding of the local food and hospitality landscape.

	Criterion C
	Weighting 
	Maximum Marks
	Minimum Marks

	[bookmark: _Hlk72320191]Methodology and Project Plan 
	30%
	3,000
	1,500

	Description
	Tenderers must outline the proposed methodology and project plan for delivering the scope of services. 



[bookmark: _Toc206497638]Methodology for Calculating the Cost Score
The following formula will be applied to the cost score: 
The lowest cost tender that also meets all the minimum requirements of the qualitative award criteria will receive the maximum score achievable under this criterion.  The scores of the other valid tenders will be calculated using the following formula:
	Lowest Cost from a Bona Fide Tender
	A

	Cost for the tender being evaluated
	B

	Maximum Points available for Cost
	C

	Formula employed
	A x C
 B




[bookmark: _Toc206497639]Methodology for Calculating Scoring of Qualitative Criteria

	Score
	Meaning
	Interpretation

	90 – 100%
	Outstanding   
	A very comprehensive 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 – strongly supported.

	70 – 79%
	Very good       
	A very good response demonstrating very good understanding offering assurance to client – fully 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


	25 – 49%
	Mediocre
	Response demonstrates limited understanding with insufficient or no detail and a risk of non-delivery.  This is unacceptable and classified as inadmissible.

	 1 – 24%
	Poor
	Response demonstrates very limited understanding of the requirements and has fundamental flaws and lacks credibility with a significant risk of non-delivery. This is unacceptable and classified as inadmissible. 

	0%
	No response
	Response completely fails to address the criterion under consideration. This is unacceptable and classified as inadmissible.



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

Note: where there is a tie-break, the economic operator with the highest quality score will be awarded the quotation.  In a case where the overall qualitative scores are identical the economic operator with the highest score on the highest weighted qualitative criterion will be awarded the quotation.   

All information regarding the evaluation process or potential outcomes shall remain confidential until after the conclusion of the quotation process. 










[bookmark: _Toc206497640]FORMAT OF RESPONSE
Economic operators are required to complete the separate Quotation Response Document (QRD) which contains: 
(i) General Economic operator Information
(ii) The Quotation Form for pricing information and where relevant response to the Qualitative Award Criteria. 

Information regarding compliance with the Suitability Criteria – tax, insurances and declarations will be sought prior to award of any contract.

Please ensure you read the Instructions to economic operators Quoting as detailed in Section 5. 
[bookmark: _Toc195681197][bookmark: _Toc206497641]5. INSTRUCTIONS FOR ECONOMIC OPERATORS QUOTING
1 [bookmark: _Toc64621801][bookmark: _Toc66368917][bookmark: _Toc72325207][bookmark: _Toc72325950][bookmark: _Toc72331958][bookmark: _Toc72421500][bookmark: _Toc72957332][bookmark: _Toc206497642][bookmark: _Toc391403799][bookmark: _Toc490418858][bookmark: _Toc206497644][bookmark: _Toc217713501][bookmark: _Toc391403802]
Closing Date
The closing date for receipt of quotations is listed on the title page of this document. Quotations that are received late will not be considered in this competition.
[bookmark: _Toc490418859][bookmark: _Toc206497645][bookmark: _Toc217713492][bookmark: _Toc391403800]Submission of Quotations
[bookmark: _Toc488764816]Quotations should be submitted to the email address listed on the title page of this document. 
[bookmark: _Toc490418860][bookmark: _Toc206497646]Queries
All queries regarding this quotation must be submitted via email to localenterprise@kildarecoco.ie. Queries should also be marked referencing the title of the procurement.    
Queries should be raised as soon as possible and, in any case, at least 3 days before the closing date. 
[bookmark: _Toc206497647]Currency and Payments
[bookmark: _Toc217713502][bookmark: _Toc391403803]The currency in which all prices and rates shall be tendered, and which payments under the contract will be paid, shall be Euro (€). All prices and rates quoted should be exclusive of VAT, with the applicable rate of VAT clearly indicated.    
A schedule of payments will be agreed with the successful tenderer and invoices shall be submitted in accordance with the terms agreed with the Contracting Authority. 
[bookmark: _Toc206497648]Confidentiality
The distribution of the quotation documents is for the sole purpose of obtaining offers. The distribution does not grant permission or licence to use the documents for any other purpose. Economic operators are required to treat the details of all documents supplied in connection with the quotation process as private and confidential. 
[bookmark: _Toc217713503][bookmark: _Toc391403804][bookmark: _Toc206497649]Conflict of Interest
[bookmark: _Hlk523165976][bookmark: _Toc217713504][bookmark: _Toc391403805]Any conflict of interest involving a tenderer (or tenderers in the event of a consortium bid) must be fully disclosed to the Contracting Authority.  Any registrable interest involving the tenderer and the Contracting Authority or employees of the Contracting Authority, or their relatives must be fully disclosed in the tender submission or should be communicated to the Contracting Authority 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.  Failure to disclose a conflict of interest may disqualify a tenderer or invalidate an award of contract, depending on when the conflict of interest comes to light. 
[bookmark: _Toc206497650]Freedom of Information Acts
All responses to this Request for Quotation 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.
[bookmark: _Toc206497651][bookmark: _Toc490418865][bookmark: _Toc217713505][bookmark: _Toc391403806]Data Protection 
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 Data Protection Commission or other supervisory authority for data protection in Ireland from time to time. 
The Contracting Authority will be a Controller (where 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 Request for Quotation.
The Tenderer, as Controller in respect of any Personal Data provided by it in its Tender, is required to confirm by way of statement in the “Declarations” section of the accompanying Quotation Response Document (QRD) 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 Contracting Authority, 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: _Toc206497652]Publicity
Economic Operators shall not undertake (or permit to be undertaken) at any time, whether at this stage or after the award of the agreement, any publicity activity with any section of the media in relation to this tender/agreement other than with the prior written consent of the Contracting Authority.  Such consent shall extend to the content of any publicity.  For the purposes of this paragraph, the word “media” includes (but is not limited to) radio, television, newspapers, trade and specialist press, the Internet and e-mail accessible by the public at large and the representatives of such media.
The Contracting Authority will have the right to publicise or otherwise disclose to any third-party information regarding this process and the agreement.
[bookmark: _Toc206497653]Tax Clearance Certificate
[bookmark: _Toc195681215][bookmark: _Toc195673935][bookmark: _Toc195672590][bookmark: _Toc191097903][bookmark: _Toc391403807][bookmark: _Toc217713506]It will be a condition of award of this contract and any subsequent contract that the successful economic operator(s) comply with all EU and national tax laws.  Economic operators are referred to the Irish Revenue web site http://www.revenue.ie. Non-resident economic operators should apply to the Office of the Revenue Commissioners, Non-Resident Tax Clearance Unit, Office of the Collector General, Sarsfield House, Francis Street, Limerick, Ireland; e-mail: nonrestaxclearance@revenue.ie.      
[bookmark: _Toc206497654]Withholding Tax
Relevant 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: +353-67-63400).
[bookmark: _Toc206497655]Irish Legislation and Law
Economic Operators 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: _Toc206497656]Dignity at Work
The successful economic operator(s) shall comply with all relevant legislation relating to dignity at work. As a public body and employer, the Contracting Authority is committed to a policy of equality of opportunity for all personnel.   
In line with the Disability Act 2005, accessibility requirements should be clearly stated in request for tenders / quotations where applicable. Under Section 27 of the Act the Contracting Authority is required to ensure that both the goods supplied, and services provided to it are accessible to persons with disabilities.
[bookmark: _Toc217713510][bookmark: _Toc391403809][bookmark: _Toc206497657]Interference and Inducement to Purchase
Any effort by the economic operator to unduly influence the Contracting Authority, relevant agency personnel or any other relevant persons or bodies in the process of examination, clarification, evaluation and comparison of quotations and in decisions concerning the Award of Contract shall have their quotation rejected. The presumptions (including as to any gift, consideration or advantage) and other provisions under the Criminal Justice Act 2018, and all other measures for the time being governing the subject-matter in any applicable jurisdiction, shall be applicable.
[bookmark: _Toc217713511][bookmark: _Toc391403810][bookmark: _Toc206497658]Notification of Evaluations
[bookmark: _Toc217713513]All parties will be informed of the outcome of their proposals following evaluation and any necessary clarifications. All information regarding the evaluation process or potential outcomes shall remain confidential until after the conclusion of the tender process.
[bookmark: _Toc195681229][bookmark: _Toc195673949][bookmark: _Toc195672605][bookmark: _Toc391403813][bookmark: _Toc206497659]Replacement Personnel
Notification must be sent in writing (by post or electronic means) as soon as possible to the Contracting Authority on any proposed change of nominated personnel, such change to be subject to the written approval of the Contracting Authority.  Replacement personnel must be of equal or better standing that the existing personnel in terms of qualifications and experience. 
[bookmark: _Toc195681230][bookmark: _Toc195673950][bookmark: _Toc195672606][bookmark: _Toc391403814][bookmark: _Toc206497660]Copyright
The Contracting Authority will have copyright ownership of any material developed for use by the Contracting Authority under the terms of this quotation. The successful tenderer may have a non-exclusive licence to use such material but only for its own purposes (subject to agreement). 
[bookmark: _Toc206497661]Brand Names, etc.
Please note in relation to this tender document; where reference is made to a particular make, source, process, trademark, type or patent, that this is not to be regarded as a de facto requirement.  In all such cases it should be understood that the reference in question is accompanied by the words "or equivalent”.
[bookmark: _Toc206497662]Responsibility of Successful Party
As a condition of award, it shall be the sole responsibility of the tenderer (in the event of success in this competition) to fulfil the obligations under the Contract, notwithstanding any changes in circulars, laws, regulations, taxation, duties or other factors which might arise following the withdrawal of the United Kingdom from membership of the EU.

Page | 1			

image1.png
% Comhairle Contae Chill Dara
8

Y Kildare County Council

S




