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GUIDANCE ON APPOINTMENT OF DESIGN TEAMS FOR DEVOLVED GRANT PROJECTS

Version History Update Details

V2.1: July 2023 Tender upload instructions updated to reflect eurodynamics
e-tenders platform

1. General

Following receipt of the letter of approval from the Department, and prior to the signing of the form of
acceptance, School Authorities/ETBs must tender for Consultants to form a Design Team to design,
procure and oversee the approved works.

The following Design Team consultants will be required:

e Architect

e Building Services Engineer
e  Civil/Structural Engineer
e Quantity Surveyor

The consultants must have appropriate professional Qualifications, Professional Indemnity Insurance
Cover and previous experience in consultancy service of a similar nature.

In addition to the above consultants, under Health and Safety legislation it is a legal requirement to
appoint a competent person to act as Project Supervisor (Design) Process to oversee the health and
safety requirements of the project.

The Department’s procurement procedures for appointing consultants for projects vary in relation to
the size and complexity of the project as follows:

(a) Estimated construction cost €1m - €3.0m (ex VAT) — Open Procedure; Type 2a projects.

(b) Estimated construction cost €3.0m - €10.0m (ex VAT) — Restricted Procedure using the
Department’s Framework for Type 2b projects.

(c) Estimated construction cost €10.0m - €25.0m (ex VAT) — Restricted Procedure using the
Department’s Framework for Type 3 projects.

(d) Estimated construction cost over €25.0m (ex VAT) — Restricted Procedure using the Department’s
Framework for Type 4 projects.

In the case of PSDP Services appointments for all projects over €1m are based on a Restricted Procedure
using the Department’s PSDP Framework panels.

2. Appointment of Consultants

As the anticipated aggregated value of Design Team services will be in excess of the EU threshold for
services the Request for Tenders will need to be published on eTenders and in the Official Journal of the
European Union (OJEU). Details of the procedures to be followed, together with checklists for the
completion of eTenders and OJEU contract notices are set out below (completion of the OJEU contract
notice is facilitated through eTenders).

Appointment of Design Teams for approved works without a formal tender process will expose the School
Authorities/ETBs to challenge and subsequent financial penalties from a firm that considers it was not
afforded an opportunity to tender.



For devolved projects the School Authority/ETB will be responsible for any challenges that may arise due
to a failure to comply with the relevant procedures and guidelines. Any such challenge would also result
in the project being substantially delayed.

3. Open Procedure
3.1 Who can submit a tender

For an Open Tender process the tender is open to all consultancy firms that meet the minimum criteria
set down in the request for tenderers. The School Authority must advertise the tender opportunity on
www.etenders.gov.ie. Where any Consultant (being qualified in the appropriate discipline) has
expressed an interest in tendering for the project (e.g. by writing or emailing the school), and where
that Consultant meets (or declares that they meet) the minimum standard required, that Consultant
should be notified that a contract notice has been uploaded on the eTenders website from which, upon
registering their interest, all necessary tender instructions and documentation can be obtained. (There
is no upper limit on the number of Consultants permitted to submit tender submissions.) The only way
to submit a tender is through eTenders.

In order to ensure an adequate tender response it is advisable to contact any suitably qualified firms
that may be known to the School Authority, or that may have worked successfully for the School
Authority in the past, and advise them of the tender opportunity to be accessed through eTenders.

3.2 Eligibility of Firms / Consultants to tender

Under the Building Control Act 2007, a body corporate, firm or partnership carrying on business under a
name, style or title containing the word “architecture” must be under the control and management of a
registered professional architect, i.e. at least one of the directors must be a registered architect.

The same applies to the title “Quantity Surveying” and “Building Surveying”, i.e. a body corporate, firm
or partnership carrying on business under either of these titles must be under the control and
management of a registered Quantity Surveyor (in the case of the former) or a registered Building
Surveyor (in the case of the latter).

The registration of Engineers as Chartered Engineers is governed by the Institution of Civil Engineers of
Ireland (Charter Amendment) Act, 1969.

The websites of the professional bodies include search facilities for checking the qualification status of
members, including, in the case of Architects, Building Surveyors and Quantity Surveyors, their
registration number. The following are the relevant professional bodies:

Architects Royal Institute of the Architects of Ireland (RIAI)
Building Surveyors Society of Chartered Surveyors Ireland (SCSI)
Quantity Surveyors Society of Chartered Surveyors Ireland (SCSI)
Building Services Engineers Engineers Ireland (IEl) and

Association of Consulting Engineers of Ireland (ACEI)
Civil/Structural Engineers Engineers Ireland (IEl) and

Association of Consulting Engineers of Ireland (ACEI)


http://www.etenders.gov.ie/
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Tender Documents (Open Procedure)

In order to invite tenders from suitable firms the following tender documents are essential:

(a)

(b)

(d)
(e)

(f)

(g)

Letter of Invitation
(Sets out general information about the project, the service required, the closing date for
receipt of tenders and a procedure for dealing with queries. It should also include the Project
Type and the Notional Capital Value (NCV) for Design Team appointment purposes.)
Form of Tender
(Sets out the information required from tenderers.)
Instructions to Tenderers
(Sets out how the tender process is to be managed including tender assessment, the award
process, the time periods for each of the project stages and project particulars.)
Schedule of Stage Services
(States the services to be provided by each Design Team member at each stage of the project.)
Conditions of Engagement
(This is a standard Public Sector conditions of contract for consultancy services and includes
details of fee payment stages throughout the project.)
Project Brief
(This describes the project to be delivered and includes a Schedule of Accommodation which is
the limit of accommodation to be provided.)
Suitability Assessment Declaration
This document is in two parts. Part 1; ‘DoE — QC1- Suitability — Assessment - Declaration 2022’
sets out the minimum standards which a successful tenderer will be required to meet in a
number of different areas including professional indemnity insurance, qualifications and
experience of personnel who will deliver the services, previous experience of the firm in relation
to projects of similar scale and complexity, etc. Tenderers submit a signed declaration to
confirm that they can meet the required standards: ‘DoE Suitability Assessment Questionnaire
Part 2’. There are three appendices associated with the Suitability Assessment Declaration that
are to be submitted by the tenderer these are:

o Appendix-A-QC1l-and-QC2 (Article 57 declaration)

e DoE-QC1-Appendix-B1 (List of Services carried out over specified period)

e DoE-QC1-Appendix-B2 (Certificate of Satisfactory Execution — Services,

separately required for three projects)

When tender assessment has been completed the apparently successful tenderer is requested
to provide verification in relation to all matters covered by the declaration as part of the
validation process.

With the exception of (f), which is specific to each project, all of the above documents are available on
the gov.ie Website under:

https://www.gov.ie/en/publication/035b6-appointment-of-consultants/#suitability-assessment-open-

and-restricted-procedures

and

https://www.qgov.ie/en/publication/035b6-appointment-of-consultants/#tender-documents-open-

procedure-for-minor-projects-type-2a
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Award Criteria

Tenders will be assessed using criteria that include quality of service as well as price. There are four
criteria in all, with a total of 150 marks available, as follows:

PRICE A. Price 25 marks
B1l. Tendered Rates 25 marks
QUALITY B2. Resources (Hours devoted to the project) 25 marks
C. Project Assessment (Site and Project Specific Issues) 75 marks

Criteria B1, B2 and C relate to the quality of service and have 125 marks allotted to them. Criterion A
relates to price only and has 25 marks allotted to it.

Marks are assigned to Criterion A, B1 and B2 by mathematical calculation in accordance with the Excel
Marking Matrix.

Criterion Cis divided into five sub-criteria, each assigned a maximum of 15 marks. Three of these sub-
criteria are assigned to site specific issues and two for project specific issues. A written submission is
required from tenderers citing and explaining the site and project specific issues which they consider to
be most important for the successful delivery of the project. The submission must not exceed 1 written
A4 page of text and may also include a second A4 page of graphics i.e. sketches or drawings that help to
demonstrate the applicants written responses to the site specific and project specific issues. Note that
completion of the second graphics page is not a compulsory requirement for applicants and may for
example be utilised by some Architects and Engineers but to a lesser degree or not at all by Quantity
Surveyors.

The criteria are detailed in the Form of Tender to which tenderers must respond and the method of
marking and assessment is detailed in the Explanatory Notes attached to the Form of Tender.

To allow some flexibility at the early design stages, fees are tendered on a percentage basis, i.e. the fees
are calculated as a percentage of the approved estimated cost. The fees are then converted to a lump
sum at the end of Stage 1, based on the approved Stage 1 Cost Plan. The fee for each fee payment
stage can be calculated at the end of Stage 1 and these amounts will remain fixed for the duration of
the project. After Stage 1, fees will only be adjusted if there is an increase in the scope of the project
that could not have been predicted at Stagel.

4. Project Supervisor Design Process (PSDP)

A separate competition for the appointment of a PSDP is to be run in parallel with the Design Team
appointments, using the Department’s PSDP Framework. (See Section 6 herein for guidance on
appointing a PSDP.)

For an understanding of the role of the PSDP see “Form of Tender and Proposal Form for PSDP
Consultant Services” on the website. Part of this role is to confirm that consultants being considered for
appointment to the Design Team meet all statutory requirements with regard to health and safety;
therefore it is important that the PSDP is appointed first in order to assist in the completion of the
appointments of the Design Team members.



5. Appointing the Design Team under an Open Procedure
5.1 Advertising on eTenders

The School Authority must advertise the tender opportunity on www.eTenders.gov.ie, by way of a
Contract Notice, and upload all necessary information.

The contract notice must state the date, location and method for the receipt of tender submissions. A
minimum of 35 calendar days should be allowed between the date of publication of the contract notice
and receipt of tender submissions.

5.2 Documents to be uploaded on eTenders

Placing a Contract Notice on eTenders is an online process and it is good practice to assemble all of the
necessary documents to have them ready to upload when prompted by eTenders.

The documents required and where they are sourced are as follows. The location on the website for the
web based documents below is https://www.qov.ie/en/publication/035b6-appointment-of-
consultants/#tender-documents-open-procedure-for-minor-projects-type-2a

Document Source

Template Letter of Invitation gov.ie website above; to be
customised for the particular project
including the Project Type and the
NCV.

Provided by DoE for each project.

Project Brief

DoE Form of Tender Consultants - Minor (Architect, Design
Team Leader)

gov.ie website above

DoE Form of Tender Consultants - Minor (Engineers & QS)

gov.ie website above

DoE ITTS Instructions to Tenderers (Open)

gov.ie website above

DoE Schedule of Stage Services for Construction Consultants

gov.ie website above

Conditions of Engagement

gov.ie website above

DoE COE1 - Schedules A & B (Architect, Design Team Leader)

gov.ie website above

DoE COE1- Schedules A & B (Engineers & QS)

gov.ie website above

DoE Tender Excel Marking Matrix

gov.ie website above

DoE-QC1 Suitability Assessment Declaration

gov.ie website above

DoE Suitability Assessment Questionnaire Part 2

gov.ie website above

DoE-QC1 Appendix B1

gov.ie website above

DoE-QC1 Appendix B2

gov.ie website above

Appendix-A-QC1-and-QC2 (Article 57 declaration)

gov.ie website above

5.3 Documents to be submitted by Tenderers

The tender submissions (returned by the consultants via eTenders) should comprise:

. The Form of Tender signed by a director or principal of the firm.

. DoE-QC1 Suitability Assessment Declaration
6
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. DoE Suitability Assessment Questionnaire Part 2 signed by a director or principal of the firm.
. Appendix-A-QC1l-and-QC2, (completed Article 57 declaration)

° DoE-QC1 Appendix B1 (a list of all projects of a similar nature, size and complexity completed by
the firm over the last 5 years).
. DoE-QC1 Appendix B2 (three examples of projects of a similar size and complexity, which have

reached Substantial Completion, carried out by the firm in the last 5 years).
5.4 Completing the eTenders Contract Notice

Please refer to step-by-step guide to completing an etenders contract notice as detailed in Appendix A
of this document.

5.5 Assessing the Tender Submissions

When the tender time and date has expired, open all submissions.

A minimum of two people must be present for the opening of tenders. A formal record of tenders
received, opened and tender amounts must be made. Late tenders cannot be submitted as eTenders
will prevent uploading once the latest date and time for tender has passed.

The School Authority must be satisfied that there is no conflict of interest for any individual participating
in the assessment process.

Tender assessment must be based only on the information submitted by tenderers in response to the
tender documents and not on any pre-existing knowledge.

A record of the tender assessment should be retained by the School Authority.

Assess Criterion C for each tender submitted from each discipline in accordance with the guidance in
the Explanatory Notes attached to the Form of Tender.

Marking Matrix

Download the Excel Marking Matrix from the gov.ie website (a separate copy is required for each
discipline).

When the Marking Matrix is opened the Project Name and Roll Number should be inserted.
The project Type should then be selected from the drop down menu. The project type will be identified
in the approval letter and/or the associated Appendices (i.e. Type 1, 2a, 2b, 3 or 4).

The default for project type is “New Project”. If this is not the case (e.g. if it states “Stage 1 complete”)
use the drop down menu to select “New Project”.

Next select the discipline which is currently being evaluated. This is located on the top right and the
default is “Architect”. Use the drop down menu to select the required discipline.

By selecting the correct “project type” and “discipline” the reference hours will be adjusted accordingly
and the spreadsheet will make the necessary calculations relative to project type and discipline.

When the above steps have been carried out the information provided in the Form of Tender by each
tenderer and the results of Criterion C evaluation can be inserted into the Marking Matrix as follows:
e Incolumn “C” insert the name of the Firm.
e Incolumns “E”, “F” and “G” insert the tendered hourly rates as per the Form of Tender.
e Incolumn “I” insert the tendered total (notional) hours as per the Form of Tender
e In column “K” insert the fixed price lump sum tendered as per the Form of Tender (where fees
are tendered on a percentage basis the amount to be inserted is the product of the Notional
Capital Value as stated in the Letter of Invitation multiplied by the tendered percentage fee)
e The marks achieved for Criterion C should then be inserted in the columns “Y” to “AC”.



When all this information has been inputted the matrix will indicate the final scores on the right hand
side with the highest ranking tenderer for each discipline (i.e. the apparently most economically
advantageous tender) highlighted in dark green.

5.6 Validating the preferred tenderer’s suitability

The tenderer submitted a signed declaration with the tender stating that the firm was offering
personnel with the required qualifications and experience and that the firm had the required
insurances, health and safety competence, measures for ensuring quality, tax clearance, etc. The
Project Director and Project Senior person to be responsible for the service were also named in the
Form of Tender submitted. It is now necessary to verify that everything promised will be provided. This
is done through the issue of a Letter of Intent.

This is a very important step and is the Client’s last opportunity to ensure that the apparently successful
tenderer has the capability to deliver a competent service.

The Template Letter of Intent (Open Procedure) on the website lists all of the areas where verification is
required. This should be read in conjunction with the Explanatory Notes attached to DoE QC1 Suitability
Assessment Declaration.

Where a consultant is a Sole Trader, Employer’s Liability Insurance is not required but the consultant
must have all other Insurances. The Registration of Business Names Act 1963 requires Sole Traders to
register their business name (if it is different from their given name) with the Companies Registration
Office and they must also register with the Revenue Commissioners as a self-employed person. A Sole
Trader ceases to operate on the decision of the Sole Trader, although they remain liable for any
liabilities that have been incurred when operating.

When you have confirmed that the preferred bidder meets the necessary requirements (as above), you
are now ready to appoint that firm.

If the firm does not provide the necessary evidence within the assigned timeframe, or does not meet
the required standard (e.g. if the person proposed for the project was not suitably qualified), or
withdraws their tender, you may exclude that firm and proceed to the next highest scoring tenderer.

5.7 Completing Formal Appointments

(a) Letters to Unsuccessful Tenderers

When the apparently successful tender has been selected following receipt of tenders, and before the
School Authority make an appointment you must send letters of regret to the unsuccessful candidates
informing them that they have not been successful, using the Template Letter to Apparently
Unsuccessful Candidates from the https://www.gov.ie/en/publication/035b6-appointment-of-
consultants/#tender-documents-open-procedure-for-minor-projects-type-2a website (Open
Procedure). The letters to unsuccessful candidates must give the reasons why they were not successful
by citing the relative advantages of the successful tender compared to the unsuccessful tender. These
letters must be issued via the eTenders portal.

A period of time called the stand still period must be allowed (16 calendar days) from the date of issue
of the regret letters before the successful consultants’ appointments can be confirmed. This period is
obligatory to allow time for the unsuccessful candidates to query the reasons for their lack of success.

The Letter of Intent to the apparently successful tenderer and the Letters to Unsuccessful tenderers
should all issue at the same time.
(b) Letter of Acceptance to Successful Candidate

Once the letters of regret have issued and the standstill period of time has elapsed, and provided no
challenge or appeal has been received and the PSDP has verified the health and safety competence of
the successful tenderers, the School Authority is ready to appoint the Consultants. To confirm the
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successful consultants’ appointments you should issue a Letter of Acceptance using the template letter
from the https://www.gov.ie/en/publication/035b6-appointment-of-consultants/#tender-documents-
open-procedure-for-minor-projects-type-2a website (Open Procedure). The Letters of Acceptance
should be issued along with the Conditions of Engagement.

(c) Conditions of Engagement

Together with the Letter of Acceptance, it is also necessary to execute a formal agreement with that
consultant called the Standard Conditions of Engagement for Consultancy Services (Technical Services).

The Standard Conditions of Engagement for Consultancy Services (Technical Services) sets out the
general terms and conditions of contract and should be signed by both parties (School Authority and
Consultant).

The documents to be used for signing are available on https://www.gov.ie/en/publication/035b6-
appointment-of-consultants/#tender-documents-open-procedure-for-minor-projects-type-2a Because
the Architect as Team Leader has a different role in the Design Team compared to the other
consultants, there are two versions of the contract documents tom be used as follows:

e Architect: Conditions of Engagement and DoE COE1- Schedules A & B (Architect, Design Team
Leader)

e Engineers and Quantity Surveyor: Conditions of Engagement and DoE COE1- Schedules A & B
(Engineers & QS)

In the above documents Schedule A and B to the Conditions of Engagement, which are attached to the
Contract and set out the project specific requirements, have been already completed for typical school
building projects. School Authority and Consultant contact details should be entered in Schedule A.
The Contracting Authority entries should be reviewed and if there are any particular project
circumstances that suggest a need for alternative entries contact the DoE.

(d) Contract Signings

Once Schedules A and B have been checked and the details of the contracting parties and the project
title inserted on the front page of the Conditions of Engagement two copies should be made of the
entire documents (i.e. Conditions of Engagement and Schedules A & B). Both sets should be sent to the
Consultant for signature together with the letter of acceptance. The Consultant should then return
both sets to the School for signature and dating by the School Authority. One set of the signed contract
documents is then returned to the Consultant and the other is retained by the School.

A more convenient way to deal with contract signing is to invite the Consultant to attend the school
where the signings can be completed by both parties at the same time and the signed and dated
documents exchanged.

Once all of the Design Team members have signed and dated the contract, the Design Team can start
work on the project.

Alternatively the signing of contracts can be managed through the Messaging Facility in eTenders.

(e) Maintaining records

The importance of maintaining an efficient system for keeping records cannot be overstated. At any
time throughout the project, the Department (and/or in the case of an accident the Health & Safety
Authority) may wish to audit the records of the School Authority to ensure that proper procedures are
being adhered to and that vital information is being retained.

The School Authority should set up their own filing system, one that recognises the different areas of a
building project (e.g. Design Team appointments, Financial, submissions from the consultant, general
correspondence, minutes of meetings, etc.) and ensure that all documentation is properly filed therein.
Reliance should not be placed on the Consultant to store information in relation to the project.
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Where the Building Control (Amendment) Regulations 2014 apply to the project there is a particular
onus on the Building Owner to maintain records. Key documents in this regard are the written
undertakings, on statutory forms, to the Building Control Authority to appoint a competent Assigned
Certifier and a competent Builder. You should seek the advice of your Consultant in relation to other
important documentation to be maintained as records.

6. Appointing the Project Supervisor Design Process (PSDP)

6.1 PSDP Framework

The DoE has set up a Framework of PSDP service providers and this is available for School/ETB
Authorities to use. In setting up the framework an eTenders/OJEU advertising and suitability
assessment process was carried out and, as only framework members are permitted to tender, it is not
necessary to publically advertise on eTenders or in the OJEU. However, the eTenders Portal is used to
run the call off competitions as it offers an open and transparent method of communication with all
framework members and provides records for Contracting Authorities of all communications during the
tender process.

The previously submitted information, upon which the PSDP service providers were admitted to the
framework, will need to be validated prior to appointment of the preferred tenderer, to ensure that this
information is still valid and that the circumstances of the firm and personnel have not changed. The
validation process is as set out at 6.6 below.

6.2 eTenders

It is necessary to create a Call for Tender (CfT) notice on eTenders which is then issued (through
eTenders) to all PSDP framework members on the relevant panel.

The RFT notice must state the date, location and method for the receipt of tender submissions. A
minimum of 15 working days should be allowed between the date of publication of the contract notice
and receipt of tender submissions.

To gain access to run a CfT using the Department’s Framework of PSDP members, please email our PBU
Procurement team at PBUprocurement@education.gov.ie. The process is similar to creating a contract
notice for the other disciplines under the open procedure. — Refer appendix B for further details.

6.3 Documents to be uploaded

As explained previously, it is good practice to assemble all of the necessary documents to have them
ready to upload when prompted by eTenders.

For PSDP call off tender competitions the documents listed below must be used. The location on the
website for the web based documents listed is https://www.qov.ie/en/publication/035b6-appointment-
of-consultants/#project-supervisor-design-process-psdp-appointment-documents

Document Source

Template Letter of Invitation gov.ie website above; to be
customised for the particular
project including the Project Type

and the NCV.
Project Brief Provided by DoE for each project.
Form of Tender and Proposal Form for PSDP Consultant gov.ie website above
Services
DoES ITTS Instructions to Tenderers (PSDP) gov.ie website above
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PSDP Conditions of Engagement gov.ie website above

PSDP Conditions of Engagement - Schedules A&B gov.ie website above

PSDP Marking Matrix gov.ie website above

6.4 Documents to be submitted by Tenderers

The tender submissions (returned by the consultants via eTenders) should comprise:
. The Form of Tender signed by a director or principal of the firm.

6.5 Assessing Tender Submissions
When the tender time and date has expired, open all submissions.

A minimum of two people must be present for the opening of tenders. A formal record of tenders
received, opened and tender amounts must be made. Late tenders cannot be submitted as eTenders
will prevent uploading once the latest date and time for tender has passed.

The School Authority must be satisfied that there is no conflict of interest for any individual participating
in the assessment process.

Tender assessment must be based only on the information submitted by tenderers in response to the
tender documents and not on any pre-existing knowledge.

A record of the tender assessment should be retained by the School Authority.

Assessment of Criterion C has already been undertaken at the pre-qualification stage and is not
applicable to this tender action.

PSDP Tenders are assessed as explained in the Template Letter of Invitation (PSDP).

Marking Matrix
Download the Excel PSDP Marking Matrix from the DoE website.

When the Marking Matrix is opened the Project Name and Roll Number should be inserted.

The project category should then be selected from the drop down menu. The project category will be
identified in the Approval Letter and/or associated Appendices (i.e. Type 1, 2a, 2b, 3 or 4).

When the above steps have been carried out the information provided in the Form of Tender by each
tenderer can be inserted, as follows:

e Incolumn “B” insert the name of the Firm.

e Incolumn “E” insert the tendered fixed price lump sum as per the Form of Tender.

e Incolumns “F”, “G” and “H” insert the tendered hourly rates as per the Form of Tender.

e Asthe assessment of Criterion C has already been carried out the default for all tenderers is 25

marks. This should not be amended.
e Oncolumnsl,J, Kand L zero should be inserted for all tenders.

When all this information has been inputted the matrix will indicate the final scores in column “W” with
the highest ranking tenderer (i.e. the apparently most economically advantageous tender) highlighted in
dark green.

6.6 Validating preferred tenderer’s suitability

The Letter of Intent sets out the procedure (see Template letter of Intent (PSDP) on the website under
https.//www.gov.ie/en/publication/035b6-appointment-of-consultants/#project-supervisor-design-
process-psdp-appointment-documents

Completing Formal Appointments
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The procedure is similar to that described at 5.7 above but using the PSDP Conditions of Engagement
and Schedules A&B.

7. Appointing the Design Team from a Framework (Restricted Procedure)

7.1 Consultants Framework

The DoE has set up a Framework of Design Team Consultants comprising two panels: Panel 1 for Type
2b Projects (generally projects between €3.0mand €10.0m ex VAT in value) and Panel 2 for Type 3
Projects (generally projects between 10.0m and €25.0m ex VAT in value) and Panel 3 for Type 4 projects
(generally projects over €25.0m ex VAT). This framework is available for School/ETB Authorities to use.
In setting up the framework an eTenders/OJEU advertising and suitability assessment process was
carried out and, as only framework members are permitted to tender, it is not necessary to publically
advertise on eTenders or in the OJEU. However, the eTenders Portal is used to run the call off
competitions as it offers an open and transparent method of communication with all framework
members and provides records for Contracting Authorities of all communications during the tender
process.

7.2 eTenders

It is necessary to create a Call for Tender (CfT) notice on eTenders which is then issued (through
eTenders) to all Framework members.

Contact the DoE PBU procurement team on PBUprocurement@education.gov.ie for access to the
eTenders Workspace where the framework panels are set up. Refer to Appendix B for further details
with regard to creating a Call for Tender using Department Frameworks.

The RFT notice must state the date, location and method for the receipt of tender submissions. A
minimum of 15 working days should be allowed between the date of publication of the contract notice
and receipt of tender submissions.

7.3 Documents to be uploaded

It is good practice to assemble all of the necessary documents to have them ready to upload when
prompted by eTenders.

For Design Team call off tender competitions the documents listed below must be used. The location
on the website for the web based documents listed is https://www.qgov.ie/en/publication/035b6-
appointment-of-consultants/#award-stage-documents-restricted-procedure-for-major-projects-type-2b-

and-type-3

Document Source

Template Letter of Invitation gov.ie website above; to be
customised for the particular
project including the Project Type
and the NCV.

Project Brief Provided by DoE for each project.

DoE Form of Tender Consultants — Major (Architect, Design | gov.ie website above
Team Leader)

DoE Form of Tender Consultants — Major (Engineers & QS) | gov.ie website above

DoE ITTS Instructions to Tenderers (Restricted) gov.ie website above

DoE Schedule of Stage Services for Construction gov.ie website above
Consultants

12
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Conditions of Engagement gov.ie website above

DoE COE1 - Schedules A&B Architect/Desigh Team Leader | gov.ie website above

DoE COE1 — Schedules A&B Engineers & QS gov.ie website above

DoE Tender Excel Marking Matrix gov.ie website above

e Note: Unlike the Open Procedure, DoE QC1 Suitability Assessment Declaration, DoE Suitability
Assessment Questionnaire Part 2, Appendix-A-QC1-and-QC2 (Article 57 declaration), DoE QC1
Appendix B1 and DoE QC1 Appendix B2 are not required as all framework members had to satisfy
the suitability requirements in order to be placed on the framework. However, the validation
process is similar to the Open Procedure in that the apparently successful tenderers will be asked to
verify any declarations that were made when applying for a place on the framework.

7.4 Documents to be submitted by Tenderers

The tender submissions (returned by the consultants via eTenders) should comprise:

° The Form of Tender signed by a director or principal of the firm.

7.5 Completing the eTenders Contract Notice

The process is identical to Section 6.5 above.

7.6 Assessing Tender Submissions

Tenders are assessed in the same way as for the Open Procedure, as explained in Section 5.5 above.

7.7 Validating preferred tenderer’s suitability

The validation process is similar to Section 5.6 with the exception that the Template Letters to be used
are those on the website under AWARD STAGE DOCUMENTS (Restricted Procedure for Major Projects,
Type 2b, Type 3 and Type 4).

7.8 Completing Formal Appointments

The procedure is similar to that described at 5.7 above but using the appropriate documents and
template letters from the website under AWARD STAGE DOCUMENTS (Restricted Procedure for Major
Projects, Type 2b, Type 3 and Type 4).
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APPENDIX A

Step-by-Step Guide to creating a Call for Tender
Contract Notice using Open Procedure

on etenders.gov.ie
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The following steps are the procedure to be followed to advertise on eTenders:

1. Please go to etenders.gov.ie and if you are a first time user, register yourself and your school as a Contracting Authority
(CA) in the system. Once you have submitted your registration details you will receive a transaction number by email
from the supplier that will be needed to complete the registration process. Note: when setting your password, do not
use any characters or sequence of letter that are similar to your user name as the system will not accept.

m Office of Government Procurement

Welcome to eTenders

W ETENDERS PLATFORM, PLEASE ONLY REGISTER IF YOU NEVER USED THE OLD SYSTEM

IF YOU DID USE THI
BELOW

OLLOW THE STEPS OUTLINED IN THE FIRST LOGIN GULIDE TO VATE YOUR ACCOUNT, WHICH IS AVAILABLE IN THE HELP SECTION

Electronic public procurement
urement legisiation
alkthroughs

Capyright © Eurcpean Dynamid)

2. If already registered with eTenders please proceed directly to login.
3. IMPORTANT:

e If your project has an estimated construction value of less than €3m (ex VAT) you will be advertising a
competition as an OPEN PROCCEDURE. Please follow the steps identified below.

e If your project has an estimated construction value more than €3m (ex VAT) you will be advertising a restricted
competition using the Departments established Frameworks of Consultants. Please contact the Department’s
procurement team at PBUprocurement@education.gov.ie to gain access to Department Frameworks.

4. Creating a call for tender (Cft) Open Tender Competition:

41 Click on ‘Create new CfT’ on the CfT creation tab at the top of the screen

Oifig um Sholithar Rialtai Q -
Office of Government Procurement

2T Creation = CIT Mansgement = CA sdministration = Coll. of Requirernents = Preliminary marked =

Cregle New CfT
Sstupa OPS

Tas =
Manual CfT data 9'|ll'_~'

wanual DFS data entry

Wiew Work Requests

Desplaying all 31 matches.

Title -~ ID == Tagk o= Status .- Cycle «~ Deadline <= Estimated Value -~

FWa 7 Sannkar Wik Crenn Tact 1034m4 &rremt mrda nf enadie Extabbzhod 1 M Aaadling ie szenristed wih this sk "Ana nan

4.2 Complete the fields within the Create Cft Workspace menu. Note red asterisk fields are mandatory. A full worked
example is shown in the following screenshots for architectural services. [Separate competitions using the same
process of establishing call’s for tender (CfT’s) will be required for each discipline i.e. Architect, Civil & Structural
Engineer, Mechanical & Electrical Engineer, Quantity Surveyor and PSDP].


mailto:PBUprocurement@education.gov.ie
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Difig um Sholathar Rialtais
Office of Government Procurement

Management ~  CA administration ~ of Requirements ~  Preliminary market ~

Create CfT Workspace

WORKSPACE INFORMATION

Workarea
-Salect Workarea-
Title *

Do Example - Tender for Architectural Services for 2 classroom extension 1o xyz National Schaal, Roll number 1234, Address, Co

71 remaining characiers

CfT CA Unique ID

Description *

4z National School is seeking Architectural Consultancy Services associated with the provision of a 2 classroom extension. Your attertion is drawn to the attached Project Brief and particularly the proposed Schedule of Accommodation. In summary, the praject will comprise of [insert description]

3704 remaming characters
Procurerment Type *
Works Related Senices
Standard Conditions of Engagement @
COE Standard Conditions of Engagerment for Services (Teehnicl)
Directive *

2014/24/EU (Classic

Procedure *
—

CfT Involves *

& A Public Contract O The estatlishment of a framework agresment
4.3 Under the CPV codes field, click on the magnifying glass to bring up the search function and ‘+add to list’ the

appropriate codes under the service discipline then press submit.

@ turd @ Select CPV code - Google Chrome == a X
% .| @ etenders.gov.ie/epps/cpv/displayCpvAction.do I
0 YouT Search MAIN PANEL CPV -

cfT n @ 03000000-Agricultural, farming, fishing, forestry and related products

Search results & 09000000-Petroleum products, fuel, electricity and other sources of energy

@ 14000000-Mining, basic metals and related products

71222000-Architectural services for outdoo‘r are *
CcPV 3 i 1 15000000-Food, beverages, tobacco and related preducts
71223000-Architectural services for building ext 2 2 eI procy
7 71000000-Architectural, construction, engineeris & 16000000-Agricultural machinery
: 71230000-Organisation of architectural design ¢ 1 18000000-Clothing, footwear, luggage arlicles and accessories

71240000-Architectural, engineering and plannir

71251000-Architectural and building-surveying ¢
TAANAAAA Aoabiismmtiioat amd oalabad o cmifemn = & 22000000-Printed matter and related products
—

# 24000000-Chemical products
30000000-Office and computing machinery, equipment and supplies except furniture and software

@ 19000000-Leather and textile fabrics, plastic and rubber materials

Con| +Add to list ) ©Synchronise List

packages
Pub # 31000000-Electrical machinery, apparatus, equipment and consumables; lighting
ul . .
@ 32000000-Radio, television, communication, telecommunication and related equipment
@ 33000000-Medical equipments, pharmaceuticals and personal care products
@ 34000000-Transport equipment and auxiliary products to transportation
@ ARNNNNNN-Seririty fira-finhtina nalice and dafenre saninment X
Selected ltems
Part 71221000-Archi | services for building i
71223000-Archi | services for building i al~ g
71000000-Archi ! i gineering and inspection services
71240000-Archi |, engineering and planning services il
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e

©fT Imvolves *

71000000 Architectural, construction, engineering and mspoction services
71240000-Architectural, engineering and planning services

Contact Poant
Use Search function and organisation

name to locate your school and insert

nsert your name
Publish an behall of

Department of Educaticn and Skills_1142 in this field

Parlicipating bodies

pussasd ger Hem *
C oD

Inchesian of e-Auctions *
P— MAIN PANEL WIS

Mo
— [ a | s kasoo

NUTS cades

b Bt
o Arspdgrasistan

13 AB-Ambgam Anc Barhuc
1 Alpegatla

I

5 ALShoisla
Internal Estrnated value (EUR) = :
| 442010 it ] Emmctronise L |
Belected Rema
®
Internal Estimated value (EUR) *
250000
Mote: Only CAFC and CAPCA users In your argenisation can visealise this value.
Estimated velue (E117) Last day for receipt of clarification
250000 . . . .
request is five working days prior to
Ahae QUEgiow threshold * tender deadline
Belaw Legeslation on Threshold
Reqjuest for clarification *
25/07/2023 () hh | 16 - mm 00
Time-lmit far recelpt of tenders or requests to participate *
01/0B/2023 (] hh 16 - mm 00

The Tender deadline should be a
minimum of 35 calendar days after
the tender publication date

phoag of documents within the clarific
CE5

Tenders Opening Date

02/06/2023

Allow Late Tenders +

e

us to make an online Expression OF Interest
Q o

EU funding *

O ey

Evaluation Mechanism =

Price/Cost Fifectivene: ice-Quallty Ratio
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Contract awasdaddg | ots *
Lo nclers will be accepled *
G

Contract duration in months or years, excheding extensions =

36 months
Validity of Tender in days or menths «

[0 days

OJEU link

Contract dward Date

Date Accepted by Contractor

Lenguage of pubdication *
-

When all mandatory fields have been
completed press ‘save changes’

Wymher of openers

4.4 Now click on the home button at top left of screen

Citig um Shalishar Rialtais
a Office of Government Procurement

) CITCmonn = CITMaogement = CAosmirksation = Oob. of Requirmemts = - Prosiminary market consustations =

{IANorkspace

£FT DOE EXAMPLE - TENDER FOR ARCHITECTURAL SERVICES FOR 2 CLASSROOM EXTENSIGN AT XYZ NATIONAL SCHOCE (STATUS. DRAST) MY CFT ROLE 18: 9O/TE

Lop v of Bducucn

Depyrtmen ot Eg.cysen
i

D0 Exnmgin- Terviee 4ot Ach becn ] Sacitons 56 7 Coysnom mtans on 3 agz it oo 500

4 st on wraces
v

m DELETE CFT SAVE CHANGES

4.5 This platform is task based you will be prompted with tasks to complete within your home screen. If applicable
Click on ‘Finalise Cft Core Information” and you will be brought back to the previous screen to complete any
remaining mandatory fields. [if you do not get prompted with this task proceed to 4.6]

Oifig um Sholdthar Rialtais
Office of Government Procurement

CfT Creation - CfT Management - CA administration -  Coll of Requirements -  Preliminary market consultations -

Task List

10+ | Results Per page | Displaying: 1-10 | 30 results in total.

Title -~
DoE Examphe - Tender for Architactural Services for 2 classroom extension al xyz national Schoo!
Dok Example - Tender for Architectural Senvices for 2 classroom extension at xyz national School

Framewark for Fire Consultancy Services for Large Scale School Projects

Framework for Architectural Consultancy Services for Large School Projects

. S

([ Task = Status -~

2023829  Associalg Draft

26833829  Finalise CfT Core Information  Draft

1998862  Export CIT Established
1818617 Export CfT Established
ABAAEAL  Camms ST R

Deadline -~

No deadline is associated with

No deadline is associated with

No deadline is associated with

No deadline Is associated with

Rl il




Department of Education and Skills - Guidance for Appointing Design Teams for Devolved Grant Projects

4.6 Click on ‘Define Workflow’

Oifig um Sh ar s .
Office of Government Procurement Q = {

Task List
10 v |Results Per page | Displaying: 1-10 | 30 results m total ‘
Tille o Cycle = Deadline -~ Estimated Va

2023829 Define Work 1 No deadline Is associated with thistask 250,000

DoE Example - Tender for Architectural Services for 2 classroom extension at xyz national School

DoE Example - Tes ral Services for 2 ol m extension al xyz national School 2023829  Asscciate PO/TC 1 Mo deadline is associated with this lask 250,000
Framewark for Fira Consultancy Services for Large Scale Schonl Projects 1998862 Expart GFT Established 1 Mo deadling is associated with this task 25,000,000
Framewark for Archi ural Consultancy Services for Large School Projects 1818617 Export CIT Eslablished 1 Mo deadline is associated with this task 25,000,000
Framewark for Quantity Surveying Consuitancy Services for Larga Scala School Projects 1624576 Export CfT Established 1 No deadline is associated with thistask 25,000,000
Framewark for Mechanical and Electrical Consultancy Senvices for Large Scale School Projects 1623991  Ewport CfT Established 1 Mo deadling i3 gzsocisted with this task 25,000,000
Framewark for PSOF Consultancy Services for Large Scale School Projects 1827085  Export CFT Estabiished 1 Mo deadling is associated with this task 000,000
Invitation to Tender for the Framewors Project Managemsant Services (including associated advisory sanvces) for delvery of school projacts in selected locations 1B47B9D  Complete Manual CFT Draft 1 Mo deadling i3 gzsocisted with this task 5.000,000
4.7 Set the workflows to offline-online-offline as shown below and click on the Define CFT workflow button at the

bottom of the screen. Accept the notifications and click back on your home button

Oifig um She
Office of Government

Define Call for Tender Workflow

CFT: DOE EXAMPLE - TENDER FOR ARCHITECTURAL SERVICES FOR 2 CLASSROOM EXTENSION AT XYZ NATIONAL SCHOOL [STATUS: DRAFT) MY CFT ROLE IS: PO/TC

The workflaw settngs alkow the PO/TC fo define the system services to be activated for this CfT. Please dick an the information icon next o each ogtion, b leam more about sach option.

Fnasa nota that once defined, thes CFT warkfiow configuraton can ne longer be altered

Phase steps

Hotification Dafine tender structure (and swerding eriterial
Tenderirg Submmit and Open tenders

Evabustion Asaign sooves

UEFINE CF T WORKFLOW

4.8 Click on ‘Associate PO/TO’

Oifig um Sholithar Rialtais
Office of Government Procurement

Task List

10+ |Results Per page | Displaying: 1-10 | 30 results in total.

Title -= D == Tash = Status v Cycle <= Deadling -~

DoF Example - Tendar for An Publish Contract N Draft 1 Ko deadline is associated with th

al Serv

for 2 Schaol

o extension at xyz nal

Dok Example - Tender for Architectural Servces for 2 classmom extension st xyz national School Associate POSTC raft 1 Ho deadling Is associated wih th

Framework for Fire Consuitancy Services for Lerge Scale Schoal Projects 1900862 Esteblished 1 Ho deadline Is associated with th
Framework for Archrtectural Consultancy Services for Larga Schoal Frojacts 1818617 Export CfT Established 1 Ho deadling is associated wih th
Framework: for Quantity Surveying Consultancy Services for Large Scale School Projects 1824516  Export CfT Established 1 No deadling |z associated with th
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4.9 Using the down arrow button change your role to ‘PO/TC + PO/OS + PO/ESR Candidate as shown below. [You will
now receive an acknowledgment email from the platform]. Press your home button.

Associated Officers
CFT: DOE EXAMPLE - TEMDER FOR ARCHITECTURAL SERVICES FOR 2 CLASSROOM EXTENSION AT XYZ NATIONAL SCHOOL (STATUS: DRAFT) MY CFT ROLE |5 POVTC +P0O/0S +PO/ESR CANDIDATE

10+ |Results Par page | Displaying the 1 match

First Mame -~ Last Name -~ Actlons

David Skene POUTC + PO/OS + PO/ESR Candidate Disassociate | Replace Evalustor

Ap0 PoyEs GROUF | ADDPO/ESUSERS | ADD PO/ESRUSERS | ADD PO/OS USERS

4,10 Click on ‘Accept code of conduct’, accept and save

Task List

10w | Results Per page | Displaying: 1-10 | 31 results in tatal.

Tithe <= L3> Task -

- Cycle -~ Deading -~ Estir

DoE Example - Tander for Architectural Sanvicas for 2 elassroom extension at xyz national School 2 Aot code of corduct 1 Mo deacling Is associsted wah thistask 250

Dok Exarnple - Tender for Architectural Se n at ayz restional School 2023829 AsoCaEroT Draft 1 No deadline is assooated with thes tash 250,
DoE Example - Tander for Architectural Sarvices for 2 classroom extension at xyz national School 2023829 Publish Contract Notica raft 1 Na deacling |5 associated with this task 250
Framewnrk for Fire Consultancy Sarvices for Lame Scale School Projects 1998863 Export OfT Established 1 Mo deacline Is associated with this task 250
18,7 Export CFT Established 1 No deadline is assooated with thes task 250
1624516 Estabiished 1 No deacline |s associated with this task 250
. . . .,
411 Click on ‘Publish Contract Notice
Task List
@ The status of your candidacy as evaluater in CFT '2023829' has been changed to: Accepted
10 |Results Per page | Displaying: 1-10 | 30 results in total.
Title -~ 0 «= Task «= Status -= Cycle -~ Deadline -~

DeE Example - Tender for Architectural Services for 2 classroom extension at xyz national School 2073829 T P LT T Draft 1 Mo deadline iz associated with this task

Do Exarmple - Tender for Arc for 2 cls

ctural Se 3am exlension at xy2 national Schoo 2083 ice Draft 1 No deadine i

Framawork for Fire Consultancy Serv

Framework for Architectural Consultancy Services for Large Schoal Projects 1618617  Expart CfT Estsblished 1 No deadine Is associated with this task

412 Click on ‘Create Notice’, then in the next window Click ‘Contract Notice’ and ‘Populate Notice’

Notice & Contract Documents

@ Thera e faund

CFT: DOE EXAMPLE - TENDER FOR ARCHITECTURAL SERVICES FOR 2 CLASSROOM EXTENSION AT XYZ NATIONAL SCHOOL (STATUS: DRAFT) MY CFT ROLE I5: PO/TC +P0/0S +P0O/ESR ACCEPTED

Notices  Confract Documents

Scboct «=Date Upl.: a=lang: »Status:

LINK 1M TO CFT

iated with thi:

vices for Large Scale School Projects 1958867 v Established 1 No deadine is associated with this task
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4.13 Click ‘Next’

Create Motice

CONTRACT NOTICE - ABCVE THRESHOLD
Directive 2014724E0

Camsleting the fam .

* THIS MOTICE IS RELATED TO FOLLOWING

Divective 2014/24/8)

“Tyre or rrocEnuse
[Guumaticn radars &2 mactian 1L ]

O
Runstricta procedrs
Campskbive procedure with nepatiskos

* trakds marked woth * ars compelscry

4.14 Fill in the following fields as noted

(&) SECTION 1: Contracting Authority

secrion .

[

SECTION 11: Lega. &

(please identify all contracting entities respensible for the procedure)

=0fficial name:
National registration number 2

Postal address

Reguiation (B, Buratom) 20181046

Computition diakegen

Lnmevation partnership

“Towin:

TS codes Insert your school email
postal Code:
address

“Country:

Telephona:
Fax:

=E-Mail

Internet Address(es)

“Main address (URL)
Address of the buyer profile (URL)

Department of Educstion and Skils_1142

Portlaoise Road

frullamore

Ras vans
[ireana () v

@
%‘m@edu s ]

[ < ]
[ < ]

1.2) JoInT PROCUREMENT

[u] Tha contract invaluas foint prozursmant

O The contract is awarded by a central purchasing body.

Insert https://www.etenders.gov.ie

= Procurement pocumen] @@

®  The procurement documents are availeble for unrestricted and full direct access, fres of chargs at

Internst address (URL):

* ADDITIONAL INFORMATION CAN BE OBTAINED FROM

@ the sbove mentioned address

“TENDERS OR REQUESTS TO PARTICIPATE MUST BE SUBMITTED

0

4.15 Check fields as shown then press ‘Next’

2 procurament documents is restricted. Further information can be abtained st

ers.gowie

) snother address: (plesse provide another address)


https://www.etenders.gov.ie/
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“TENDERS OR REQUESTS TO PARTICIPATE MUST BE SUBMITTED

aically vie

Internet address (URL):

®  the above mentioned acgress O tothe fomowing aaress: (piease provide ansther adress)

ELECTRONIC COMMUNICATION

0 Electranic cammunication requires the use of L0k and devices that are not genarally available. Unrestricted and full irect access to these (ools and devices is possibie, free of charge, ot

Internet address (URL):

1.4) TYPE OF THE CONTRACTING AUTHORITY

European institution/ageney or international srganisation

(o]
Q
L]
Q
Q
(o]

Other type:

Genersl public services
Defence

Public arder and safety
Envirenment

Econamic and financial affsirs
Health

Housing and community amenities

Social PrOwICN

O®0CpPOOCOO0O

’

4.16 On the next screen, scroll down and then click on ‘Next

e Cue seecior [

“Main CPY code: | 71221000 Supplementary VOC code: 12 (-]

1L.1.3) Tve oF commact

“SELECT TYPE OF CONTRACT:

Works
Supplies
Serviess
1L.1.4) SuoRy DEscrIPTION
“Shart description [DoE example:
i
I e ——
Value excluding VAT 5000000
Currancy: [Eor ]
(for framewerk agreements or dynamic purchasing systems — estimated total maximum value for i ion of the framewark t i ing system)

11.1.6) INFORMATION ABOUT LOTS

“THIS CONTRACT IS DIVIDED INTO LOTS!

Yes

Exit || Save Draft

“Fields marked with * are compuisory

¥ plesse repeat s many limes s nesded
2 it applicatle

# as far s inrermation i aiready known

417 Proceed to fill in fields as shown below, then press ‘Next’:
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Prefiminary market o

11.2.2) Aoorriouar CBV coe(s) £

223000 Susplementary VOC code: 12 "B

5 7000000 Supplemeiary voc cde: 12 B

Sumplemantary voc code: 12 By

11.2.3) Puace oF perroRMaNcE

“Wuts caserl B =

Main cite or pisce af performance |

11.2.4) Descazsrzon or THE procuREMENT:

*Bescriptian of the procurement: r—
i

{nature and quantity of works, supplies or services or Indication of needs and requirements)

“Awans ensrenza:
O cotera belom

Valut. excuging VAT fesoosa.on ]

Currency [Em v

— value for the antir s lot)

Insert project period here in months
[default 48 months]

)

systems - value for the eatire duration of this lot}

11.2.7) DURATION OF THE CONTRACT, FRAMEWORK AGREEMENT OR DYNAMIC PURCHASING SYSTE

11.2.10) InrormaTiON ABOUT vARIANTS

“VAREANTS WiLL BE AccEPTED:

Tencers must be presented i the form of elecranic catalogues or nclude an electronic catalogue

I1.2.13) INroRMATION ABOUT EURGPEAN UNIGH FUMDS

“THE PROCUREMENT 15 RELATED T0 A PROJECT ANG/OR PROSRAMME FINANCED 8Y EUROPEAN UNIGN FUNDS:

11.2.14) ADDTTIONAL THFORNATION

Adanal Infermatian:
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4.18 On the next screen scroll down and click ‘Next’

4.19 On the next screen, fill in required field and scroll down and click ‘Next’

[SRTR's FRPEsE

[T R ——
O ey s st o et -
JUSE—

EY.0.3) nsiamarion ANSUT & FRASWESR ALRILMLNT 85 BYRAMES PESEALING $YET
T i b 1 bl & i i

tarny

R —
o s | Lot E
A BC SR CA (0 CS Or DA DE B B B B B R R R R CGO G M OMoW o ST M O KU s U W WE WK RN M R OC R T R RS SE KOS E B S A TR WA B
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Department of Education and Skills - Guidance for Appointing Design Teams for Devolved Grant Projects

SECTION VI: COMPLEMENTARY INFORMATION

VL1) INFORMATION ABOUT RECURRENCE

*This is & recurrent procurement

O Eiectonic ordering wil be used
O Siectronic invaicing wil be accepted
O Erectronic payment will be used

VIL3) ADDITIONAL INFORMATION 2

Additional information

VIL4) PROCEDURES FOR REVIEW

VL4.1) Review sooy

“Official name

epartment of Ecucation N

Pustal address [portiavise Ruad N\
“Town: [rutamore: )
Postal Code: [ yA
“Country- irane (2 pd v
Tetephone: @
Fax: @
£ Mail
Main address (URL)
VIL.4.2) Booy E FoR I3 =
Official name:
Pustal address
Town:
Postal Code
Country:
Telephone: o
rax:
£ Mail:
Main address (URL)

VL4.3) Review prOCEDURE

Precise information on deadline(s) for review procedures

4

VIL.4.4) SERVICE FROM WHICH INFORMATION ABOUT THE REVIEW PROCEDURE MAY BE OBTATNED 2

Official name:

Pustal address

Town:

Pustal Code!

Country:

pase =pech) v
Tetephone

@
Fax:
E-Mail:

Main address (URL)

VL5) DATE OF DISPATCH OF THIS NOTICE

The dispatch date will be automatically updated when

& notiee is submilted for publication

Exit || Save Draft

4.20 Save Notice as Final

LUNIRAL | INUITIUE - ADUVE | ARESAULL

Compieting the form

STEPS TO PUBLISH THIS NOTICE:
T —

1. Form validation

Faren is corrsetly iled

et

Your notiee is complated

T you need to make corrections, plesse use the Dgon mens left.

w

. Save Notice as Final

o for publieation
8] Vohisting fomn

Eit || Save Draft

Electronic public procurement:
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4.21 Click on ‘Contract Documents’ Tab and then ‘+ ADD CONTRACT DOCUMENT’

Notice & Contract Documents

CFT: DOE EXAMPLE - TENDER FOR ARCHITECTURAL SERVICES FOR 2 CLASSROOM EXTENSION AT XYZ NATIONAL SCHOOL (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR ACCEPTED &= Show CFT Menu ~

Contract Documents:

Select <Type: < ~Date Upl. 2~Lang L Staws: . ~Date Pub.
® Contract Notice 05/07/2023 13:04:25 EN Final
I T T I

Notice & Contract Documents

® There is no Comtract Document found x

CFT: DOE EXAMPLE - TENDER FOR ARCHITECTURAL SERVICES FOR 2 CLASSROOM EXTENSION AT XYZ NATIONAL SCHOOL (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +P0/0S +PO/ESR ACCEPTED

MNotices | Contract Documents

B VEQ | + ADDCONTRACTDOCUMENT |~ ) WITHDRAW  EE SELEGT APPROVAL GROUPS
No resuits found

4.22 Thisis where all tender documents can be uploaded. For Consultants the following documents must be uploaded
(Please refer to section 5.2 of the publication ‘Department of Education and Skills - Guidance for Appointing Design

Teams for Devolved Grant Projects’):
° Project Brief
° DoE Form of Tender Consultants - Minor (Architect, Design Team Leader) OR
. DoE Form of Tender Consultants - Minor (Engineers & QS) (depending on discipline)
. DoE Tender Excel Marking Matrix
. DoE ITTS Instructions to Tenderers (Open)
. DoES Schedule of Stage Services for Construction Consultants
o Conditions of Engagement
. DoE COE1- Schedules A & B (Architect, Design Team Leader) OR
. DoE COE1- Schedules A & B (Engineers & QS) (depending on discipline).
° DoE-QC1 Suitability Assessment Declaration
° DoE Suitability Assessment Questionnaire Part 2
o DoE-QC1 Appendix B1
o DoE-QC1 Appendix B2
. Appendix-A-QC1-and-QC2 (Article 57 declaration)

Notices | Contract Documents

ADD CONTRACT DOCUMENT

Tite:* Language: *
Project Brief English v
Description
Project Biief for Architectural Services for 2 dassroom extension at yz national schacl
Vi
45510 remaining characters
2 Status:*
Mo fle chasen Daft @ Findl
Loz from template library
S
B fEW  + ADDCONTRACTDOCUMENT )3 WITHDRAW I SELECT APPROVAL GROUPS

No results found

4.23 Once all documents have been uploaded, you are ready to publish your tender notice. Return to the ‘Notices’ tab
and click on ‘PUBLISH NOTICE’

11



[ [eieeter— Lo 0 o

/) OfT Cromion = CIT Manogement = CA sciiistiion « Ol of Recuirerments = Preleminary market conmitations *

Notice & Contract Documents
CFT: DOE EXAMPLE - TENDER FOR ARCHITECTURAL SERVICES FOR 2 CLASSROOM EXTENSION AT XYZ NATIONAL SCHOOL (STATUS: DRAFT) MY CFT ROLE I5: PO/TC +P0/0S +PO/ESR ACCEPTED

Watices | Contract Dacumerts

Select Ty «~Date gl +sLang e - ~Date Pub.

w1 e T

4.24 Repeat steps 4.1 to 4.23 for the other design disciplines required for your project (e.g. Civil & Structural services,
Mechanical & Electrical services, Quantity Surveying services and PSDP service).

4.25 Once the tender period for your competition(s) have expired, a new task will appear on your homepage to ‘unlock
tenders’

Task List

10 v |Results Per page | Displaying 1-10 | 36 results in total

Cycle Estimated Value  Assigner
Title «~ D -~ Task o~ Status -~ - Deadline -~ - ar
Roads highway 116837 § Unlock Tenders Awaiting Tender 1 No deadiine is associated with
maintenance Opening this task

4.26 The system then displays a list of all of the Consultants who have submitted a tender. To access their submissions,
click on the check box for each supplier and then click on ‘submit list of tenders’

ENVELOPE

T OF TENDER Ooutof )

PROVAL B konstantina kas

Economic Operator Name T/P receipt 1D T/P submission time Conformance Checks

Kas

Sup 000002706 21/04/2023 08:36:.09 ]

UPDATE LIST WITH TENDERS RECEIVED OFFLINE | | SUBMIT LIST OF TENDERS

© Pass Not Pass | @ Timestamping falled

12



APPENDIX B
Step-by-Step Guide to creating a Call for Tender
Contract Notice using Restricted Procedure
Using Department Frameworks

on etenders.gov.ie
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Note: Please use the following instructions if you are creating an etenders contract notice either for PSDP
services (any value) or Design Team Services (Architect, M&E Engineer, C&S Engineer and Quantity
Surveyor) if your project value is in excess of €3m exc. VAT.

1. Please email the Department’s Procurement team at PBUprocurement@education.gov.ie You will be
given a Department user name allowing access to the DoE Frameworks for Consultants on
etenders.gov.ie.

2. Once logged in using your Department user name click on Cft Management on task bar then ‘List of CA
FAs’ this will bring up the list of DoE Frameworks currently in place.

Oifigum
Office g

ffathar Rialtais
Government Procurement

Q N~ @ avidskene, AP

/) CfTGeation - GfTManagement = CAadministrat.n - Col.of Requitements ~  Preliminary market consultations ~

Listofmy CfTs

List off Framey LtofCACITs
List of CA DPSs.

Listof 4 Fis
List of archived CfTs

[T0] ResMRe page | isplaying 1,308 resuits ntotal [ Poger- > >
s Tdew Resource ID +r Type Userroles: Status o

1 Framework for Fre Consuhancy Servicesfor Large Scele School Projects 1998862 Viorks Relsted Servoss PorTc Established
2 Ml SupplerFramevtork Agreementfor the proision of Windows Deskiop, Notebosk and 2in-1 Notebook Computers, and Associated CT Perigherals and Service 2084148 Supples Established
5 Framework for PSDP Gonsuitency Servies for Large Scale School Projects 1827035 Works Related Services PorTc Established
4 MuliSuppler Frameork Agreement orthe provision of Accounting, Audit and Financal Sences o the ish Public Sector 1808502 Senvices Established
s - y Surveying Consultancy Sevices for Large Scsle School Projects 1824516 Works Related Services PorTc Established
6 Framework for Mechanicaland Electrical Consuhancy Servioe fo Large Scale School Pojects 1823991 Works Related Services Portc Estaplishea
7 Fromeworkfor v and Structrel Engineering Consukancy Servies forLarge Scale School Projects 1821753 Candidate Established
& Framework for Archtectural Consultancy Senvices for Large School Pojects 1818617 Viorks Related Services PorTc Established
S TOD1SF Muli Suppler Framework Agresment for th Provision of MobileVeice and Data Communications and Assocated Products and Serices 1789717 Senvices Established
10 PS013F- MuliSuppier Framenork Agreement orthe provison of Extemal CT Techrical Support Sevices (provided b inciicual Technical CT Resouroes) 1782087 Sences Established

ic public procurement

rementlegisation

3. Then click on the Framework that is applicable to your Call for Tender. E.g. for PSDP below:

List of Frameworks

Results Per page | Displaying: 1-10 | 18 results in total.

£ Title .~

1 Framework for Fire Consultancy Services for Large Scale School Projects

2 Multi Supplier Framewordk Agqraement forthe provision of Windows Desktop, Motebook and 2-in-1 Notebook Computers, and Associated ICT Peripherals and Service
3 Eramework for PSDP Consultancy Services for Large Scale School Projects

4 Multi Supplier Framework AgQTEeITEIT Tor e provsien of Accounting, Audit and Financial Services 1o the Irish Public Sector

5 Framework for Quantity Surveying Consultancy Services for Large Scale School Projects

& Framework for Mechanical and Electrical Consuhancy Services for Large Scale School Projects

7 Framework for Civil and Structural Engineering Consultancy Services for Large Scale School Projects

8 Framework for Architectural Consultancy Services for Large School Projects

9 TCO15F Multi Supplier Framework Agreement for the Provision of Mobile Voice and Data Communications and Associated Products and Services.

10 PS013F- Multi-Supplier Framework Agreement for the provision of External ICT Technical Support Services (provided by individual Technical ICT Resources)

14
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Department of Education and Skills - Guidance for Appointing Design Teams for Devolved Grant Projects

4. Click on the red ‘Show CfT Menu’ button then on ‘mini-competitions’

Preliminary market consultations ~ 10484515

CfT Creation Management ~  CA administration ~ Coll. of Requi

w CfT Workspace

T: FRAMEWORK FOR PSDP CONSULTANCY SERVICES FOR LARGE SCALE SCHOOL PROJECTS (STATUS: ESTABLISHED) MY CFT ROLE IS: PO/TC CFT Menu

CfT core information

Mini-competitions.
Associated officers
POJES declaration respont

UTHORITY Department of Education and Skills_1142

Department of Education and Skills_1142
Contracts

stus Estabished
EO Awerd responses
7
Manual notfcation
ramework fo forL Projects Ak pors

Best Price-Qualty Ratio

L 4Lots (Type 4, type 3,type 28. 1and2e
Works Related Services
2014/24/EU (Classic)
Restricted
The establishment of a framework agreement
28/02/2027 00:00

71317210-Health and safety consuitancy services
71317200-Health and safety services

No

"

5. Next chose your applicable Framework depending on your project type and click on ‘Create MC’ button. E.g
screenshot below highlights PSDP services for type 2B project

Kﬂ]]l Oifig um Sholathar Rialtais Q N~ ) DaidSkene 02PC -

e of Government Procurement

T Creation ~  CfTManagement ~ CA administration ~  Coll.of Requirements ~  Preliminary market

List Of All Mini-competitions

GFT: FRAMEWORK FOR PSDP GONSULTANGY SERVICES FOR LARGE SCALE SCHOOL PROJECTS (STATUS: ESTABLISHED) MY GFT ROLE IS: PO/TG
PSDP type 4 projects
sei Tide Name of Contracting Authority Status

creaEmanuaL mc | creaTEMC

PSDP type 3 projects
scib Tile Name of Contracting Authority Status.
1960160 2023 Mercy for for  Department of Education and Skills_1142 Tender Submission
Mercy Secondary School Mounthawk, Tralee, Co Kerry
creaEmanuaLme [ creaTEMC
PSDP type 28 projects
seib Tile Name of Contracting Authority Status.
2032108 ASA 2023 - PSDP Moydenwell Mercy Primary School for Kerry ETB Kerry Education and Training Board Tender Submission
1984084 Jesus and Mary Secondary School: PSDP Services for Additional Accommodation at Jesus and  Department of Education and Skills_1142 Tender Submission
Mary Secondary School, Gortnor Abbey, Crossmolina, Co Mayo.
1969405 2023 St Patrick's NS Wicklow PSDP Services for Additional Acoommodation at S. Patrick's Department of Education and Skils_1142 Tender Submission

National School St. Patick's Road Wicklow

create wanuaLme [ creaTEMC

PSDP type 1 and 24 projects
seib Tile Name of Contracting Authority Status.

1990073 ol Dubh National School: PSDP Services for Addftional Accommoation at Col Dubh Department of Education and skils_1142 Tender Submission

National School, Co Kildare

cretemanuamc | creaTEMC

6. Now populate the ‘Create Specific Contract Page’ and continue to follow the same steps 4.2 to 4.12 as identified
in Appendix A for an open competition.
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10.
11.

Once you have completed steps 4.2 to 2.12, click on your home screen and then click on the ‘send invitations’ task

CfT Creation ~

CfT Management ~ CA administration = Coll. of Requirements ~ Preliminary market consultations ~

“ask List

Results Per page | Displaying: 1-10 | 33 results in total

Title ar
framework call off test for manual
framework call off test for manual

Appointment of a Contractor for the extension of Scoil Mhuire, Moynalty, Co. Meath.

DioE Example - Tender for Architectural Services for 2 classroom extension at xyz national School

DoE Example - Tender for Architectural Services for 2 classroom extension at xyz national School

Framework for Fire Consuliancy Services for Large Scale School Projects

Framework for Architectural Consultancy Services for Large School Projects

Framework for Quantity Surveying Consultancy Services for Large Scale School Projects

Click on ‘CREATE NEW INVITATION’ button:

[ [t

ID a~

20¢as8 Send invitations

20936T8 Associate PO/TC

2096293 Associate PO/TC

2023829 Associate PO/OS and PO/ES
2023829 Publish Contract Motice
1998862 Export CfT

1818617 Expart CfT

1824516 Expart CfT

Status =~
Draft

Draft

Draft

Draft

Draft
Established
Established

Established

Notice & Contract Documents

i T i T

GFT: FRAMEWORK CALL OFF TEST FOR MANUAL (STATUS: DRAFT) MY GFT ROLE I5: PO/TC

Cortract Bocuments

100634187

8 0w T Mo *

Complete fields in the invitation page, attach your tender documents (either by clicking on ‘choose file’ button or
changing tab to ‘Contract document’) and then ‘SEND INVITATION’. This will publish your Call for tender.

Oifig um Sholathar Rialtais
Office of Government Procurement

{?) OFT Greation - GIT Management - A administration ~ Goll. of Requirements ~  Prefiminary market consilt

Q -

© paiidsk

Notice & Contract Documents

CFT: FRAMEWORK CALL OFF TEST FOR MANUAL (STATUS: DRAFT) MY CFT ROLE IS: PO/TC

Contract Documents | Invitations:

E

GREATE NEW INVITATION
Subject *
invitation to tender for: framework call off test for manual

Body:*

Maximum Characters: 50000.

Atachment

Nofie chosen

ttention: File atiachments of above SMB may be blocked within recipient networks. ftis suggested you upload

Organisations: *

Integrated

in the Contract D

GARLAND®

Safety Solutions 717430

MeAdam Design Lid © Akins_10323© L
Turner and Townsend Consuting Limited ©
Request for darification: *
25/07/208
Deadline for tender submission: *

01/08/2023

ST

MKO - McGarthy Keville O5ulivan Ltd @

RPS Group Limited 27161 ©

Repeat steps 2 to 9 above for the other design disciplines.
Once the tender period for your competition(s) have expired, a new task will appear on your homepage to ‘unlock

tenders’
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Department of Education and Skills - Guidance for Appointing Design Teams for Devolved Grant Projects

Task List
10 v |Results Per page | Displaying: 1-10 | 36 resuits in total £ ¢ Pagel~ »
Cycle Estimated Value  Assigner
Title «~ 1D -~ Task o~ Status «~ - Deadline «~ P v
Roads highway 116837 | Unlock Tenders Awaiting Tender 1 No deadiine is associated with
maintenance Opening this task

12. The system then displays a list of all of the Consultants who have submitted a tender. To access their submissions,
click on the check box for each supplier and then click on ‘submit list of tenders’

ENVELOPE
TENDER CLOSING DEADLINE 28/04/2023 00:00:00
TENDERS RECEIVED 1
PO/0S USERS APPROVED THE SUSMITTED LIST OF TENDERS Ooutof )

SUBMITTED LIST OF TENDERS APPROVED BY

SUBMITTED LIST OF TENDERS PENDING APPROVAL BY konstantina kas
List of Tenders
Economic Operator Name T/P receipt ID T/P submission time Conformance Checks
D Kas Sup 000002706 21/04/2023 08:35:09 (]

UPDATE LIST WITH TENDERS RECEIVED OFFLINE |

© Pass | /. Not Pass | @ Timestamping falled

<END of document>
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