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Tender Guidelines for Provision of Training Programmes in 2012 & 2013
· All proposals are to be submitted in hard copy (4 copies) in sealed envelopes marked clearly ‘’Tender Documents Enclosed’’ and received no later than Friday October 21st, 2011 at 4pm.  Please also include sender details and email address on envelope so we can acknowledge receipt of applications promptly.
· Submissions should demonstrate that the core modules of the programme are practically based and targeted specifically at the SME Sector.  Proposers must also demonstrate experience and knowledge in dealing with this sector.

· Proposers should clearly demonstrate how they will assist with the recruitment of suitable client companies.  

· Fee structure must include; consultant fee and travel, course materials, initial company audit if required, mentoring (if applicable), laptop/LCD projector, venue hire/refreshments and final evaluation report.
· Locations – venue hire can be sought from various hotels/suitable office space located within South Cork Region.  The SCEB reserves the right to change the date of training or the venue where necessary.

· A sample of course notes must be provided to the clients and a hardcopy of these is to be provided with the tender document.

· Evaluation forms and attendance record sheets must be submitted on completion of programme(s).
· Proposers may tender for more than one of the listed programmes/workshops.  Each proposal should outline its content, fee structure and delivery.

Duration of Courses: 
Open to proposals.
Payment is made in full on satisfactory completion of the training module as follows:

· Full Course Notes are submitted

· All evaluation forms are completed and signed by each participant
· The SCEB reserves the right to end a contract if in its professional opinion the quality of work produced by the trainer is of an unacceptable standard or the trainer fails to meet agreed deadlines.
Evaluation:

The successful proposals will be selected following an evaluation process by SCEB on the basis of the following criteria (weights in brackets):

· Expertise & experience in a similar role (25%)
· Quality & innovation of approach (20%)
· Content (20%)

· Value for money (25%)
· Management & administration (10%)
SCEB may shortlist tenders for interview on the basis of the written tenders before taking a final decision on tender selection.  SCEB is not obliged to accept the lowest, or any, tender.  SCEB may decide, following evaluation of tenders, not to proceed or to proceed with a limited number of elements of the proposal.  
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