
Request for Tenders for Online Media Campaign, for Supporting SMEs Campaign
Department of Finance



CLOSING DAY:		Thursday
CLOSING DATE:		30 July 2015
CLOSING TIME:		12pm
DATE ISSUED:	      	10 July 2015


Tender Response
All completed Tenders should be returned in the required format to the following address on or before the Tender Closing Date:
Pamela Malone
Banking Policy Division
Department of Finance
4th Floor, St Stephen’s Green House
Dublin 2      	
E-mail: pamela.malone@finance.gov.ie
Please return 3 hard copies of your tender response and one electronic copy. “Supporting SMEs Online Advertising Campaign” should be quoted on the outside of your response envelope. Any queries in relation to this Request for Tender should be submitted through the etenders Q & A facility. 
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[bookmark: _Toc394394694]SECTION A
[bookmark: _Toc394394695]Statement of Requirements
[bookmark: _Toc374026705][bookmark: _Toc394394696]Background, Supporting SMEs Campaign
[bookmark: _Toc383164965]As part of the Action Plan for Jobs, the Government launched the Supporting SMEs campaign in May 2014, aimed at increasing the awareness amongst Irish small businesses and start-ups of the range of Government supports available to them.  
At the heart of this campaign is the Supporting SMEs Online Tool, a simple guide that helps Irish SMEs and entrepreneurs navigate over 80 Government business supports that they could be eligible for, from nearly 30 Government Departments and agencies.  The tool is based on 8 simple questions, which the user will answer resulting in a list of funds or supports that the user is eligible for. The campaign has received good traffic to the site – to date almost 60,000 businesses have used the Online Tool.
Also as part of this campaign, the Supporting SMEs Campaign team takes stands at key events across the country to demonstrate the Online Tool and will be undertaking some other communications work such as leafleting and media work. Included in this media work is an online advertising campaign. So far the Campaign team has spoken to entrepreneurs and small businesses at over 20 events across the country.
For this campaign, it will be essential that reaching our key audiences (Irish businesses under 250 employees, start-ups and potential entrepreneurs) is well identified and understood. 
In the first year of this campaign, a modest campaign of online advertising was undertaken with positive results. 
[bookmark: _Toc374026706][bookmark: _Toc394394697]RFT requirements
The Department of Finance is seeking tenders from interested parties for the development and rollout of an online advertising campaign to drive awareness of and engagement with the Supporting SMEs Online Tool. This is an open tender competition, the timeline is outlined in Section 5, A1. This campaign will include the design and production of a number of ad formats suitable for placement in an online advertising campaign, including display and pay per click advertising. Campaign optimisation and ongoing management is also required.  Some creative development is possible as part of the campaign spend but given the suite of materials already produced, the main focus for this campaign should be on media buying. Any creative development should build on the existing creative materials already produced for the campaign (see some examples at Appendix 1).
Please note: Tenderers may be requested to present their proposals to the Department of Finance if required.

[bookmark: _Toc394394698]Objective and Evaluation of Online Campaign
The objective of the online advertising campaign is to increase traffic to the website hosting the Supporting SMEs Online Tool: https://www.localenterprise.ie/smeonlinetool (note the URL is set to change in the coming weeks to make it shorter). It is anticipated that the campaign will be executed in two bursts; mid-September ’15 and March ’16.
Budget parameters for this campaign are €45,000-€50,000 inclusive of all agency fees and VAT.
Analytics on current traffic to this site will be made available to the successful tenderer. Following each of the online advertising campaigns, analytics should show an increase in traffic to the site and also an increase in engagement with the Online Tool in order for the campaigns to be deemed successful.

[bookmark: _Toc394394699][bookmark: _Toc374026708]Required information
Tenderers are required to complete all documents under Sections B and upon completion of these sections, sign Section C. All Template documents (sections B and C) are also uploaded separately on etenders under this Request for Tender.
[bookmark: _Toc394394700]General Conditions of this tender process
The Department is not bound to accept the lowest, or any, tender. No commitment of any kind, contractual or otherwise, will exist unless and until a formal contract has been executed by or on behalf of the Department of Finance.  The award of the tender will not give rise to any enforceable rights by the tenderer. The Department may cancel the tender process at any time prior to a contract being entered into. 
The Department reserves the right to tender again, or to terminate the contract at any stage.  The Department also reserves the right to extend the tender beyond March 2016 until March 2017, if required, with additional funds being applied for those additional months at a comparable amount to the original contract. 
The Department will not be responsible for any costs, charges or expenses incurred by tenderers. The award of the contract will be subject to the approval of the competent authorities.
Information supplied by tenderers will be treated as contractually binding. However, the Department reserves the right to seek clarification or verification of any such information after the tender closing date. 
Any conflicts of interest must be fully disclosed to the Department. Any registerable interest involving the tenderer and the Department of Finance, members of the Government, members of the Oireachtas, employees of the Department or their relatives must be fully disclosed in the response to this request for tenders or should be communicated to the Department immediately upon such information becoming known to the successful tenderer at any point. The terms “registerable interest” and “relative” shall be interpreted as per section 2 of the Ethics in Public Office Act, 1995.
Unless expressly agreed in writing in advance with the Department, there shall be no authority to sub-contract or assign the performance of this contract.
The Department is subject to the Prompt Payment of Accounts legislation and also seeks to meet the non-statutory 15-day payment period introduced by the Government in June 2009, provided that the contractor’s tax clearance certificate is current and that invoices are in order.
Before a contract is awarded, the successful tenderer will be required to promptly produce a Tax Clearance Certificate.  All payments under the contract will be conditional on the successful tenderer being in possession of a valid certificate at all times.	 
The Department reserves the right to withhold payment where the successful tenderer has failed to meet contractual obligations to an acceptable level of quality and within a reasonable period of time. 
Under the Financial Act 1987, a withholding tax must be deducted from payments for professional services.  This tax, which is at a rate of 20%, will be deducted from payments made to the consultants in respect of work carried out and will be remitted to the Irish tax authorities.  This tax is refundable, subject to conditions, on application to the Revenue Commissioners, Dublin Castle, Dublin 2.
The Department undertakes to use its best endeavours to hold confidential any information provided by individuals or others on a confidential basis, subject to the Department’s obligations under the Freedom of Information Act, 1997.  Should you wish that any of the information supplied by you in this proposal not be disclosed because of its sensitivity, you should, when providing the information, identify same and specify the reasons for its sensitivity.  The Department of Finance will consult with you about this sensitive information before making a decision on any Freedom of Information request received.  However, it should be noted that the final decision on disclosure rests with the Information Commissioner and, ultimately, the Courts.
Tenderers should be aware that national legislation applies in matters such as Employment, Working Hours, Official Secrets, Data Protection and Health and Safety. All relevant aspects of such legislation must be observed at all times by the successful service provider. Tenderers must also have regard to statutory terms relating to minimum pay and to legally binding industrial or sectoral agreements in preparing Tenders and apply these provisions if awarded the contract.
After the official opening of Tenders, information relating to the examination, clarification, evaluation and comparison of Tenders will not be disclosed to Tenderers or any other persons save as required by law.
After the official opening of Tenders, the Department of Finance or its staff or agents will determine whether each Tender is substantially responsive to the requirements of the Tender documents. If a material deviation exists that limits in any substantial way the Department of Finance’s rights or the Tenderer’s obligations, the Tender shall be rejected.
Without prejudice to the conduct of the competitive dialogue procedure, to assist in the examination and comparison of Tenders, the Department of Finance may ask Tenderers for clarification of aspects of their Tenders, including a breakdown of the financial proposal or other information. Detailed pricing of all Tenders will be examined for arithmetical errors and the following approach to the correction of such errors will apply:
a) Where there is a discrepancy between the hard copy and the electronic copy of the Tender, the hard copy will take precedence. 
b) Where there is a discrepancy between amounts in figures and words the amount in words shall apply. 
c) Where there is a discrepancy between the unit price and the total amount derived from the multiplication of the unit price and the quantity, the unit price as quoted will normally govern unless, in the opinion of the Department of Finance, there is a gross mathematical error in the unit price, in which event the total amount as quoted will govern.

The amount stated in the Form of Tender will be adjusted by the Department of Finance in accordance with the above procedure and, with the agreement of the Tenderer, shall be considered as binding upon the Tenderer. A Tenderer not accepting the correction of their Tender as outlined above may have their Tender rejected. 

Any effort by the Tenderer to unduly influence the Department of Finance, relevant agency personnel or any other relevant persons or bodies in the process of examination, clarification, evaluation and comparison of Tenders shall have their Tender rejected. In accordance with Section 38 of the Ethics in Public Office Act 2001, any money, gift or other consideration from a person holding or seeking to obtain a contract will be deemed to have been paid or given corruptly unless the contrary is proved.

The Department of Finance shall be entitled to disqualify a Tenderer in the following circumstances:
a) if the Tenderer has offered or given or agreed to give to any person any gift or consideration of any kind as an inducement or reward for doing or forbearing to do, or for having done or forborne to do, any action in relation to the obtaining or execution of this contract award procedure or showing or forbearing to show favour or disfavour to any person in relation to this contract award procedure or any other contract award procedure with the Department of Finance, or
b) if like acts have been done by any other person employed by the Tenderer or acting on its behalf (whether with or without the knowledge of the Tenderer).
The Competition Act 2002 makes it a criminal offence for Tenderers to collude on prices or terms in a public Tendering procedure. Where the Department of Finance has reasonable grounds to believe that a Tenderer may have been involved in collusion, it shall be entitled to exclude such Tenderers from competition at its sole discretion. 

All Tenderers concerned will be notified in writing of the outcome of their Tender.

The Department of Finance operates in accordance with the European Communities (Late Payment in Commercial Transactions) Regulations 2002.

Following receipt of the Department of Finance purchase order, the Service Provider shall send an invoice to the Department of Finance (indicating the relevant Purchase Order number) together with all other relevant supporting documentation as may be required.  Payment shall be made within 30 days of receipt of a correct and appropriately vouched invoice at the Finance Division, the Department of Finance, provided there is no dispute in relation to the provision of the relevant Services. In the event of any such dispute, payment may be withheld in respect of any disputed amount until the dispute is resolved.

Any programmes developed or used in the course of carrying out this contract, and all materials associated with these programmes, will be owned by the Department of Finance.




[bookmark: _Toc394394701]SECTION B
[bookmark: _Toc394394702]Contract Award Criteria

Contracts will be awarded from the qualifying tenders on the basis of the most economically advantageous tender consistent with the following award criteria:
Tenders will be evaluated initially to confirm that they are fully responsive and that they meet the qualification criteria set out (pass/fail criteria). 
Qualifying tenders will then be evaluated in the light of the contract award criteria. 
Pass/Fail Criteria:
	REF
	PASS/FAIL CRITERIA
	PASS REQUIREMENT
	FOR EACH, CONFIRM BELOW THAT CRITERION HAS BEEN MET (YES/NO)

	A1
	TENDER TIMELINE
	This project is subject to a strict schedule, tenderers must confirm that they can meet the set timelines, see Section 5, A1
	

	A2
	COMPANY SUMMARY
	Tenderers must answer this section. 
	

	A3
	TAX CLEARANCE
	Tenderers must provide evidence of a current and valid tax clearance certificate (or provide evidence of one on contract award). 
	

	A4
	INSURANCES
	Tenderers must provide a statement from their insurers confirming possession of their levels of insurances. 
	

	A5
	SIGNED FORM  OF BONA FIDES TENDER
	Tenderers must answer this section.
	

	A6
	SIGNED ARTICLE 45 of EU COUNCIL DIRECTIVE 
	Tenderers must answer this section.
	




Weighted Criteria:
	REF
	WEIGHTED CRITERIA
	WEIGHTINGS

	B1
	PREVIOUS EXPERIENCE
	20%

	B2
	CAMPAIGN STRATEGY/
RECOMMENDATIONS 
	20%

	B3
	
TECHNICAL RESOURCES (PROPOSED TEAM)
	30%



	B4
	COST
	30%

	
	TOTAL
	100%




A minimum score of 60% in each criteria is required in order for the tender to be considered.
The Department reserves the right to reissue the tender in the event that none of the tenders satisfy the award criteria. 
The Department of Finance is not bound to accept the lowest, or any, tender received. 


[bookmark: _Toc394394703]Pass/Fail Criteria

[bookmark: _Toc394394704]A1: Tender Timeline


	Stage
	2015 tender

	
Publication of notice on Government Procurement Website www.etenders.gov.ie   
	

               10 July 2015

	Closing date for clarification questions to be received
	
               24 July 2015


	All answered clarification questions to be issued to all interested parties 
	
               27 July 2015

	Closing date for responses
	
               30 July 2015

	Evaluation of responses
	
5 August 2015

	Clarification meetings (if required)
	
7 August 2015

	Recommendation of successful Vendor
	
10 August 2015

	Approval and awarding of contract
	
11 August 2015

	Commencement of contract
	
[bookmark: _GoBack]12 August 2015

	Campaign go-live date
	
Mid September 2015








[bookmark: _Toc394394705]A2:  Company summary
Please complete form below.
	Name of Company
	

	Address
	

	Contact Person 
(for this project whom all correspondence regarding this application will be addressed)
	

	Title
	

	Telephone (landline)
	

	Mobile
	

	Email Address
	

	Date of establishment/ Length of time in existence
	

	Legal Status 
(if any e.g. Company (Ltd.), Partnership, Sole Trader, etc.)
	

	Number of employees (total)
	

	Number of employees in Ireland
	

	Summary list of the company’s principal areas of activities:

	Activity/Description
	% Turnover

	
	

	
	

	
	

	
	

	
	

	Total:
	100%



[bookmark: _Toc394394706]A3:  Tax clearance
Please complete form below.
	I can confirm that appropriate tax clearance certificate is available and will be provided to the Department of Finance on awarding of the tender to the successful tenderer.

Yes / No 




[bookmark: _Toc394394707]A4:  Insurances
Please complete form below.
	Tenderers must provide details of the level and type of insurance they have in place.




[bookmark: _Toc394394708]A5:  Signed form of bona fides tender
Please complete form below.
	
Form of bona-fide tender
											
To: 	
             

I / We the undersigned (the Vendor) do offer in accordance with the invitation to tender, to provide and deliver, at the address(s) shown on the schedule attached all of the services specified in the schedule at the prices stated therein and subject in all respects to the terms and conditions set out in Section 3.

Signature of Vendor or authorised agent: 


__________________________________________________

Printed Name:

Name of Vendor: 	__________________________   V.A.T. No: ____________

Postal Address:     	 ________________________________________________
	                    	 ________________________________________________

Telephone:            	 _________________________

Fax:			 _________________________

E-mail:		__________________________





[bookmark: _Toc394394709]A6: Signed Article 45 of EU Directive
Please complete form below.
Declaration of Compliance with E.U. Council Directive 2004/18/EC
THIS DECLARATION, DULY COMPLETED, MUST BE SUBMITTED BY ALL VENDORS
Please tick as appropriate:
Has the vendor been the subject of a conviction by final judgement for one or more of the reasons listed below:
(a) participation in a criminal organisation, as defined in Article 2(1) of Council Joint Action  98/733/JHA(20);
Yes [   ]		No [   ]
(b) corruption, as defined in Article 3 of the Council Act of 26 May 1997(21) and Article 3(1) of Council Joint Action 98/742/JHA(22) respectively; 
Yes [   ]		No [   ]
(c) fraud within the meaning of Article 1 of the Convention relating to the protection of the financial interests of the European Communities(23); 
Yes [   ]		No [   ]
(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(24).
							Yes [   ]		No [   ]
Has the vendor:
1.	Been made bankrupt or is being wound up, where his affairs are being administered by the court, where he has entered into an arrangement with creditors, where he has suspended business activities or is in any analogous situation arising from a similar procedure under national laws and regulations;
Yes [   ]	No [   ]

2.	Been 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;
	Yes [   ]		No [   ]
3.	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;
		Yes [   ]		No [   ]
4.	Been guilty of grave professional misconduct proven by any means which the contracting authorities can demonstrate;
	Yes [   ]		No [   ]
5.	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;
	Yes [   ]		No [   ]
6.	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;
	Yes [   ]		No [   ]
7.	Been proven guilty of serious misrepresentation in supplying the information required under this Section or has not supplied such information.
	Yes [   ]		No [   ]


[bookmark: _Toc374027175]

[bookmark: _Toc394394710]Weighted Criteria
[bookmark: _Toc394394711]B1: Previous experience
A strong record and experience in development and rollout of online advertising campaigns, optimisation and management is required. Tenderers must demonstrate that they have successfully delivered three projects of a comparable nature and scale to our current requirements in the previous five years. Please use templates below.
	CAMPAIGN EXAMPLE 1


	Title of project:
	

	Client contact details
	Name of client:
	

	
	Contact name:
	

	
	Contact position:
	

	
	Contact telephone:
	

	
	Contact e-mail:
	

	 Media Budget 
	

	Other costs
	(including campaign/project management)

	Start date:
	
	End date:
	

	Please provide full details of the services offered, campaign objectives, your approach to delivering on these objectives and campaign results. (please include campaign creative and links where appropiate).













	CAMPAIGN EXAMPLE 2


	Title of project:
	

	Client contact details
	Name of client:
	

	
	Contact name:
	

	
	Contact position:
	

	
	Contact telephone:
	

	
	Contact e-mail:
	

	 Media Budget 
	

	Other costs
	(including campaign/project management)

	Start date:
	
	End date:
	

	Please provide full details of the services offered, campaign objectives, your approach to delivering on these objectives and campaign results. (please include campaign creative and links where appropiate).
















	CAMPAIGN EXAMPLE 3


	Title of project:
	

	Client contact details
	Name of client:
	

	
	Contact name:
	

	
	Contact position:
	

	
	Contact telephone:
	

	
	Contact e-mail:
	

	 Media Budget 
	

	Other costs
	(including campaign/project management)

	Start date:
	
	End date:
	

	Please provide full details of the services offered, campaign objectives, your approach to delivering on these objectives and campaign results. (please include campaign creative and links where appropiate).
















[bookmark: _Toc394394712]B2: Campaign strategy/recommendations
1. Please provide an outline, of no more than two pages, demonstrating your understanding of our requirements and detailing your approach to reaching and engaging our target audience via paid digital channels.
2. Please provide recommended media plan (one page).
3. Please provide recommended project plan with timelines for delivery (one page).
4. Please describe (one page) how this team will work together to deliver on our objectives in addition to the information outlined below.

[bookmark: _Toc394394713]B3: Technical resources 
The following information is required in respect of each team member assigned to manage the project.
	Name 
	Title
	Qualification
	Relevant Experience
	Defined Role within Project

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc394394714]B4: Costs
Tenderers must demonstrate that they have at their disposal the requisite technical resources to deliver the services outlined and that the proposed team is available to execute this project at the times outlined.  Please provide a complete breakdown of campaign costs including campaign development, ongoing management, media costs etc.

Please note: Only include members of the actual team that will be working on this project. 
Please complete the Rate Card below, and include relevant details in respect of each team member assigned to manage the project:



	RATE CARD 
	 
	 
	 
	 
	 
	 

	Role
	Name
	% Time (spent on account)
	Number of hours per month
	Hourly Rate ex VAT(€)
	Total Cost
	VAT Rate

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	 
	 
	 
	 
	 
	0.00
	 

	TOTAL
	 
	 
	 
	 
	0.00
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[bookmark: _Toc394394715]SECTION C
[bookmark: _Toc394394716]Authorisation 

THIS FORM MUST BE SIGNED BY AN AUTHORISED OFFICER OF THE VENDOR

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 removed from tender lists.

SIGNATURE								DATE:	

NAME									TEL:	

POSITION								FAX:	
[bookmark: _Appendix_5_-_Information_&_Communic]
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