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REQUEST FOR QUOTATION GUIDELINES 2022 (AMENDED – VERSION 2) 
CLOSING DATE FOR RECEIPT OF QUOTATION
Kilkenny County Council’s Local Enterprise Office (LEO) 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 Proposed Programme Schedule 2002 in Appendix A.  
As per our Enterprise Development Plan, our aim is to enhance the confidence, ambition and leadership skills of small and micro enterprises through the delivery of client-focused, management development programmes to drive the strategic priorities – entrepreneurship, competitiveness and digitalisation, green/sustainability, exporting/internationalisation and innovation.  
Please note that the target audience for all programmes are owner/managers or senior management level employees of small businesses based in County Kilkenny and the programmes will be highly subsided.
CLOSING DATE 

The closing date for the receipt of submissions will be 5pm, Monday 17th January 2022. Submissions should be forwarded via e-mail to quotes@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, Kilkenny County Council, County Hall, John Street, Kilkenny R95 A39T. 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. The Closing Date for Clarifications/Queries is Monday 10th January, as outlined above closing date for submissions is Monday 17th January @ 5pm. 
PROPOSED SCHEDULE 2022

The Proposed Schedule is outlined in Appendix A and the Local Enterprise Office Kilkenny is seeking quotations for the following:

Start Your Own Business Programmes Specifications * 4


Pages 2-5

Innovation Programmes Specifications *2
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Business Development Programmes Specifications *2
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Digitialisation Programme Specifications * 4
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Market Development Programmes Specifications * 2 
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Green Seminars 







Page 16

EU Work Life Balance Seminars 
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QUOTATION FORMAT

Company / Consultants who wish to be considered for engagement should forward their submission to the LEO Kilkenny as per the Submission sheet in Appendix B. Relevant supplementary documentation to the Submission Sheet shall not exceed four A4 pages. Additional information in excess of four pages will not be considered. 
GENERAL CONDITIONS OF ENGAGEMENT
· The quotation sum shall be agreed between the Company / Consultant to be engaged and the LEO 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, online delivery platforms 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 LEO Kilkenny. The quotation will include the costs of providing copies of any documentation, as appropriate, to be submitted to the LEO.
· Company / Consultants in taking account the restrictions arising from COVID 19 should outline in detail the framework for the effective delivery of the programme in physical format and an alternative for full programme delivery online. The methodology for online delivery should be clearly outlined. Note the hosting platform for online delivery is the responsibility of the successful bidder not the Local Enterprise Office Kilkenny.
· The LEO 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:
	Criterion
	Maximum Score Available

	1. Quality of Training Content 

	300
	27%

	2. Qualifications/ Experience 
	300
	27%

	3. References/ Testimonials
	200
	18%

	4. Cost
	200
	18%

	5. Value Add 
	100
	10%

	Total Maximum Score Available
	1100
	100%




1. Quality of Training Content – Outline proposed approach to pre-and post-training delivery, delivery timeframe, brief outline of topics covered, method of delivery, etc. 

2. Qualifications Please name the trainer(s) who will deliver this course, with a brief history of their knowledge and experience in delivering this programme. Under this criterion need to show that recognised qualifications/education/professional experience have been achieved by the designated staff providing the proposed training. 
Relevant experience refers to the history and background in the design and/or delivery of training categories/programmes applied for. Under the criteria the relevance and the length of such experience will be assessed. Further information i.e. C.V./Bio can be included  

3. References/ Testimonials will be assessed in terms of their relevance, content, i.e. 
4. Cost - please provide total cost per day, inclusive of any travel, materials, etc. Total cost of delivery must be supplied and must equate to the final invoice after the programme is delivered. Total cost must be clearly stated.

Please indicate clearly if there is a difference between physical and virtual training delivery and if there is a maximum number of participants per programme

The lowest price tender that has been accepted as a valid tender will receive the maximum score of 200 marks under the price category. The scores of all other valid tenders received will be assessed under the price category using the following formula:

A x 200

B

In this instance A is the lowest price received from a valid tender and B is the price submitted in relation to the tender being assessed.

5. Value Add - Additional information that may make you stand out from competitors.

The following marking scheme will be used in assessing scores in all other criteria (apart from Cost):

	Score
	Meaning
	Interpretation

	950 – 1100
	Outstanding   
	An outstanding response demonstrating extensive understanding offering full assurance to client – fully supported with no reservations.

	800 – 949
	Excellent        
	An excellent response demonstrating excellent understanding offering assurance to client – fully supported.

	650– 799
	Very good       
	A very good response demonstrating very good understanding offering assurance to client – strongly supported.

	500– 649
	Good               
	A good response demonstrating good understanding offering assurance to client – well supported.

	350– 499
	Acceptable      
	An acceptable response demonstrating a minimum understanding offering assurance to client - satisfactorily supported.

	200– 349
	Poor
	A poor response demonstrating limited understanding with insufficient or no detail and a risk of non-delivery.  This is unacceptable and a fail.

	 50-199
	Very Poor
	A very poor response demonstrating very limited understanding of the requirements with fundamental flaws and a significant risk of non-delivery. 

This is unacceptable and a fail.

	0-49
	No response
	Response completely fails to address the criterion under consideration. 

This is unacceptable and a fail.


Failure of achieve more than 650 marks in total, across the combined scoring criterion (with the exemption of cost) will mean that application will not be considered any further. 
· Applicants must nominate and detail the personnel involved in the delivery of the programme to the clients and must nominate one person as key project manager in delivery to the programme. 
· 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 LEO Kilkenny permission to verify their tax clearance position online via the ROS scheme. 

(i) Confirmation of the following insurances being in place: 

· Employer’s Liability

· Public Liability 

· Professional Indemnity

· Other Relevant Insurances

	Insurance Type
	Level

	Employers Liability 

Sole Traders
	€13m

Not Applicable 

	Public Liability
	€2.6m

	Professional Indemnity
	€1m


And that if successful you agree to implement the following insurance levels, where these are not currently available promptly on award

A formal confirmation from an insurance company or broker to this effect will be requested from the successful bidder(s) prior to the award of (and shall be a condition of) any Services Contract.

The successful bidder will, during the term of the Services Contract, be required to: 

a)  Immediately advise the Contracting Authority of any material change to its insured status; 

b)  Produce proof of current premiums paid upon request; 

c)  Produce valid certificates of insurance upon request.

Note: The levels of insurance requested are in line with the levels recommended by Kilkenny County Councils Insurer – Irish Public Bodies Mutual Insurance Ltd and are non-negotiable. 

· 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 to be engaged shall be required to work within the remit and comply with the Data Protection Acts 1998-2018; 
· 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 LEO Kilkenny staff on completion of the programme(s) prior to issuing invoice for payment;  

· It shall be a condition of engagement that, if in the opinion of the LEO 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 co-ordination of the programmes (including selection of participants; physical venue hire and associated costs; etc.) will be arranged by the LEO Kilkenny directly;

· The Company / Consultant to be engaged shall be required to submit additional promotional material to assist the LEO Kilkenny promote the programmes in our marketing campaigns e.g. training brochures, website, etc.  

· Please note that the delivery of these programmes is subject to demand. The LEO Kilkenny reserves the right to postpone and/or cancel programmes, for which sufficient demand is not subsequently generated;

· Please note that the LEO Kilkenny will under no circumstances supply equipment (e.g., laptop, projectors, online platforms, tools etc) 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.
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