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REQUEST FOR QUOTATION GUIDELINES

CLOSING DATE FOR RECEIPT OF QUOTATION
The Local Enterprise Office Kilkenny is currently inviting submissions from Consultants/Trainers to quote for the delivery of a range of Enterprise Training and Management Development Programmes (hereafter referred to as ‘soft supports’), as per the attached 2017 Training Programme Schedule.  The closing date for the receipt of submissions will be 4.00p.m. Wednesday 21st December 2016.  Submissions should be forwarded via e-mail to info@leo.kilkennycoco.ie with ‘Quotation for Soft Supports’ in the subject line or in hard copy marked ‘Quotations for Soft Supports’ to Local Enterprise Office Kilkenny, 42 Parliament Street, Kilkenny. It will be the responsibility of the Company / Consultant to ensure that quotations submitted are received by the Local Enterprise Office Kilkenny by the closing date and time.
QUOTATION FORMAT

Company / Consultants who wish to be considered for engagement in the delivery of the Board’s soft supports should forward their submission(s) to the Local Enterprise Office Kilkenny on the attached Submission Sheet document for each programme quotation submitted. Supplementary documentation to the Submission Sheet shall not exceed 4 A4 pages.
GENERAL CONDITIONS OF ENGAGEMENT

· The quotation sum shall be agreed between the Company / Consultant to be engaged and the Local Enterprise Office Kilkenny and shall be the total amount that is necessary to carry out all of the work required to deliver the ‘soft support(s)’. It shall include the costs of all labour, equipment (e.g. Laptop, PowerPoint Projector, etc.), materials, travel and other expenses, overheads, insurance's, permits, licences, liaison and consultation with all relevant authorities, organisations and sub-contractors fees, etc., unless otherwise agreed with and in advance by the Local Enterprise Office Kilkenny. The quotation will include the costs of providing copies of any documentation, as appropriate, to be submitted to the Local Enterprise Office;
· The Local Enterprise Office Kilkenny will not be bound to accept the submission of any Company / Consultant for engagement based solely on the lowest price. Prospective bidders should note that the criteria to be applied in deciding on the successful bid will involve scoring on the following: 1. how quotation meets with the programme objectives, the quality and comprehensiveness of proposal (40%); value for money (30%); and previous experience of the bidder in delivering similar programmes, in particular to promoters of micro-enterprises (30%). The prospective bidder should also clearly demonstrate how they will assist in the promotion/recruitment of suitable client companies. Please also be advised that in limited instances a Company / Consultant quoting for this assignment may be invited (as part of the selection process) to make a presentation on their submission;
· The Company / Consultant to be engaged shall be required to fully comply with the tax clearance procedures for public service contracts and allow the Local Enterprise Office Kilkenny permission to verify their tax clearance position online via the ROS scheme. 
· The Company / Consultant to be engaged shall be required to ensure they have Professional Indemnity Insurance and this policy shall be extended to provide indemnity for the Local Enterprise Office Kilkenny as Principals against any / all claims that may arise out of works completed or in progress;
· The Company / Consultant to be engaged shall be required to work within the remit and comply with the Health Safety & Welfare at Work Act 2005;
· The Company / Consultant will be required to submit a copy of the notes prior to the commencement of the programme that they (i.e. the Company/Consultant) will be circulating to participants and upon completion submit evaluation forms, attendance record sheets and a feedback report to the Local Enterprise Office Kilkenny staff on completion of the programme(s);  
· It shall be a condition of engagement that, if in the opinion of the Local Enterprise Office Kilkenny, the appointed Company / Consultant are not achieving the pre-set objectives or are deviating from the brief and terms of reference, their engagement will be terminated without the full cost being incurred;
· Please note that all necessary arrangements in connection with the promotion of the soft supports programmes (including selection of participants; venue hire and associated costs; etc.) will be arranged by the Local Enterprise Office Kilkenny directly;
· The Company / Consultant to be engaged shall be required to submit additional promotional material to assist the Local Enterprise Office Kilkenny promote the soft support programmes in our marketing campaigns e.g. training brochures, website, etc.  
· Please note that the delivery of all soft support programmes is subject to demand. The Local Enterprise Office Kilkenny reserves the right to postpone and/or cancel programmes, for which sufficient demand is not subsequently generated;
· Please note that the Local Enterprise Office Kilkenny will under no circumstances supply equipment (e.g., laptop, projectors) for training programmes.  The Company / Consultant shall be required to supply these.  No further costs, other than the quoted sum for the supply of same will be incurred by the Local Enterprise Office.
· Quotations may be submitted for more than one of the listed programmes/workshops and the Local Enterprise Office Kilkenny is open to new programme proposals. A submission sheet needs to be completed for each proposal in order for it to be considered.
· One to-One Mentoring is attached to some of the courses and will be paid separately under LEO Mentoring Rates i.e. €175 per 3 hour session or €460 per day for clinic days (i.e. hourly appointments) held in our offices, 42 Parliament Street, Kilkenny
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