HOW TO COMPLETE AND SUBMIT A PRE-QUALIFICATION QUESTIONNAIRE VIA THE PROACTIS WEB PORTAL COll@

This presentation will
provide guidance on how

- G A to complete and submit
COII@ 5 a Pre-Qualification
v g 2o Questionnaire on
PrrRL B S C Coillte’s Supplier
:(' ) Management System,

FVENN [ the Proactis Web Portal.
Only PQQ’s submitted
via the Proactis Web
Portal will be considered
for Haulage Services.

If you pass the PQQ
stage you will be invited
to tender at a later date

:
Hau Ia e Sewlces and at this point you will
be asked to submit this

tender via the Proactis

How to complete and Submit a Web Portal also.
Pre-Qualification Questionnaire
via the Proactis Web Portal.
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’(\/)|@ http://www.coillte.ie/ P~BRBCEX ll [# coilite: Home X ‘

(%

Edit View Favorites Tools Help

E) Home ({)) CODEX e:] Group Scheme fi’] Procurement E} SP Maps [ﬂ Coillte fi’] Test Rail @ Proactis Support #2 Test SMS @ eTenders ? Estab Site

About Coillte Coillte Coillte Careers  Contact
Home | Coillte Forest Panel Products Enterprise atCoillte Coillte

Sustainability
by Coillte

Colllte shortlisted in the SEAI
Sustainable Energy Awards 2015

In 4 years, Coillte biomass has displaced >8 Million litres of
imported oil, saving >26000 Tonnes of carbon emissions for our
clients. Supporting the creation of local jobs in the supply chain,
reducing Irelands reliance on imports, reducing our GHG
emissions and improving domestic fuel security are key pillars for
developing a green economy.

We would appreciate your support by voting Coilite No.1
g§6Qood

Latest News Videos

Coilite Celebrates National Tree Day With Nationwide
Walks

2,000 Primary School Children Take a
Woodland Walk To Celebreate National Tree
DayThursday October 8th 2015: Coillte,
Ireland’s national forestry company, marked
National Tree Day 2015 with a...

8l Read More...

Co_illte Forest Management

"Coillte Suppli

Have your say

Public Consultation
BAU Plan Review
2016-2020

coillce
OUTDOORS

Access cards B
P L 3 coillce |

AV

Management System
Everything you need to know

about the Supplier System

JEAESY S
- Coillte Training

and Safety Courses

Find out more about the training
courses available from Coillte

l---‘..il il

Rl sl Al =l s il 2

coill@

Coillte’s Supplier
Management System
can be accessed via the
Coillte Website.

When you enter Coillte’s
website, click on the
Coillte Supplier
Management System
button on the right of
the home page, circled
in red on this
presentation.
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coil@

* This will then bring you
through to the Supplier
Management System or
SMS section of the
website.

+ There are many SMS
user guides which you
may find useful when
navigating the Proactis

s

- QUICK LINKS

About | Coillte Coillte Coillte Careers  Contact
Home Coillte| Forest Panel Products Enterprise atCoillte Coillte

About Coillte You are here: About Collite > Purchasing > Supplier Management System (SMS) Have your say We b Po rtal .
About Coillt Publie Consultation .
N‘:Z : Supplier Management System (SMS) BAU Plan Review « To launch the Proactis
N .
e Coillte procure using modern technology that allows us to interact online with our suppliers and ALY Web Portal you will need

service providers. This innovative technology is implemented via a Supplier Management

Purchasing System: a paperless, web based and effective tool which aims to increase efficiency and to CI ICk on th we b II n k

) Policy decrease cost for both Coillte and its Business Partners, . WWW.proa cti sp laza.com ,
What we buy Coillte Supplier Management System c0|nce circled in Red in this
Tawpe Please use the link below to go to the Supplier Management System Portal. On the Portal go OUTDOORS

presentation.

Access cards

?.s?&haMmzemm System to the register now section at the bottom left hand side of the page and complete the steps. e
(Sa1S) available onfine , Kool

Please ensure that you select Coillte to do business with in the second section. All this
FAQ information is available in the user guides should you require them.

Contracts
- @ Supplier Guides
Community
R SMS Support
Publications PP
Video Supplier Management System Support

Cedar House,
Frequently Asked Questions Moneen Road,

Contact Us Castiebar,
Co. Mayo

Tel: +353 1 2011171

Innovative & sustainable management of natural resources

SMS Support 0 splaza.com/SupplierPortal/?CID=toi
Contact Us AVIYa R WY
@ Supp uide ¢ !

Coillte Supplier
Management System

Everything you need to know
about the Supplier System

Coillte Training
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A « If you are not a
cm“@ registered user of the
Proactis Web Portal, the

, B 82 PROACTIS following slides will help
I'YPE B: | have not been invited SB FROACTIS to quide you with the
T/ E registration process.
Copy / type the link into your internet browse . The SMS user guides on
https://www.proactisplaza.com/SupplierPortal/?ClD=coillte Coillte’s website that I
. have referred to
To enter the PROACTIS Supplier Portal —— previously will also
public provide more detailed
sign In . ortunities guidance.
— « To begin the registration
o rame process you must first
— click sign up as
identified here.
© sig Eoogeztren g ety
I Don't have an sccoum? Sigh up I

Have you been invited?
Access Code

Click Sign up

Innovative & sustainable management of natural resources
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TR * Next, you must
cm“ce) B complete the initial
3 - - “«d registration steps to
TYPE B: | have not been invited PBERONCTIS registration steps to
. . . mail to be sent.
Complete Initial Registration Steps - - Enter the requested
colles) seiRegisration Cemplete Initial details here and ensure
A . g o i that all mandatory fields
SR ST poie i marked by a red star are

an activation
B / Enter  the

Organisation Name % Organisation 1D %

o requested
details

Organisation Details

Property Nama/Number » Address 1 4

Tast Narrm Test Road

Address 2 Town %

Test Town TestCity

iy — rields
...... ] o
depicting a

Initial registration
requests that you input are mandatobry
some memorable and must be

information that will be complete

used if you need to
reset your password.
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HOW TO COMPLETE AND SUBMIT A PRE-QUALIFICATION QUESTIONNAIRE VIA THE PROACTIS WEB PORTAL

s

. x - $2 PROACTIS
ave not been invite
-
L . i - = - Once activation
Rl f ) [ Meets Move to: 1 E3 To Manages 3 Rules - Fald a Find a
e X | (Q (G Moy [SHET o B B P& . is confirmed on
g_ Junk » Delete  Reply Reply Forward [@Mm! 3 Reply & Delete § Creste Ne ove D et Mark Categorize Follow Translate Zoom
Al .20y ~or | - ctions*  Unread - o e i
Delete Respond Quick Steps ———————— Tags f £0ting Zoom screen an emall
H is received
Supplier Network Rrguunmn Validation I
To Phl@fake.com
You have been sent this email bccause \w O d to be regi d on the Supplier Network website. You must use the link below to activate your account within 24 hours from the

time the you submutted vour Reg: q
The details entered were:

Orgmmmn D TESTSUPPLIER
Name: TestSupp
anat) Contact Name: Test Test
N

The email contains your new
organisational details and a

Password:; 7 +PW!
Supplier Network website URL: http/localhost: 8080/

lsck here to actsvate vour account

Click the link

to activate
I your account

temporary password. Please keep
this email unti you have
successfully registered

coil@

Once activation is
confirmed on screen, an
e-mail is received.

The e-mail you receive
will contain your new
organisational details
and a temporary
password.

Please ensure that you
keep this e-mail until
you have successfully
completed the
registration process.
Your Proactis account
will be activated by
clicking the link “Click
here to activate your
account.”
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i + Self-Registration
PRO@ of 8 Simple Steps as
TYPE B: | have not been invited %2 e

Self Registration requires the completion of 8 simple steps

Organisation User Select T&Cs
Details Details Customers

Address Classifications Contact Finish

Details Details

nnovative & sustainable management of natural resources
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TR «  On www.coillte.ie
cm“@ « It is recommended that

you check the supplier
guide “Registering on

About Coillte ) U - -
= Supplier Management System (SMS) OUTDOORS -~ the Supplier Network
- Coillte procure using modern technology that allows us to interact online with our suppliers and [ elRERET Y H H n
Recreation service providers. This i ive technology is i ted via a Supplier Management available onfine | =1/ (Self RegIStratlon)
Purchasing System: a paperiess, web based and effective tool which aims to increase efficiency and Ci rc | ed | n red on th | S
Purch Pol decrease cost for both Collite and its Business Partners. | ) d
What we buy Coillte Supplier Management System AV v R Wy I 3 Sli - €. . . .
How we buy Please use the link below to go to the Supplier Manag System Portal. On the Portal go ﬁgg‘;g:;gg't'eszstem 3 ° ThlS Suppller gl-'“de WI”
Management System to the register now section at the bottom left hand side of the page and complete the steps. i i
w Please ensure that you select Colllte to do business with in the second section. All this p rovi d € yo u wi t h
mQ - information is available in the user guides should you require them. Everything you need to know d etai |ed g ui d ance on
SMS Support about the Supplier System
St www.proactisplaza.com/SupplierPortal/?CiD=coillte h ow tO com p I ete th e 8
Contact Us
@ Supplier Management System User Guide .
Community Mini Guide for Contractors using the S ier M S Im p I € Ste ps Of the

PP Y Y N -

Baieion @ Supplier Guides Coillte Training Registration process.
Video and Safety Courses

Frequently Asked Questions .
Contact Us 7

Registering on the Suppliec Network (Invited by Coilite)

Find out more about the training
courses available from Coillte

Changing my organisation details

Registering an interest in a tender Opportunity . L

: : Stakeholder
Locating Amending a response submitted

"o e Newsletter
Responding to a tender Opportunity

The latest Coillte stakeholder

Contract Management newsletter is now available
Invoicing

Purchase to Pay - Terms and Conditions

FAQ You
Tube
Innovative & sustainable management of natural resources
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* Once you have
completed the
registration process, you
can launch the Proactis
Web Portal clicking on
the web link
www.proactisplaza.com
on Coillte’s website.

* You will then need to
enter your login details
to access the web portal.

e -

Eorgotten password?

%) Signlin

Don't have an account? Sign up

Have you been invited?

EAQs Cookie Policy Legal Help ContactUs

E AR AL e Ames A § AR AR IR L 4 3 AR AARE S 8 A s enene
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i + Click on the
cm!|5e) opportunities button to

view your tendering
opportunities.

COiI@ Supplier Network e

Click into
Opportunities

Opportunities

Notifications 40 OOrders -
15 ,
0.
<0 X <% &
Auctions Contracts
o , 0 J

Innovative & sustainable management of natural resources
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« All opportunities will now
be listed as displayed
here.

« At the top of the slides
you will see a search

s © ¥ G e Cor ) Ve g @ Gpumon G W rocn_ ) Moo T Wi ) b Ot -5 POt 40 ) o v )T 40540 ) W T o function for pinpointing

@ SineadCronin « your area of interest.

* By entering Haulage in

B i i s S B o i ke AR the search function and

clicking search, haulage

opportunities will be
highlighted.

apricons AP — T Pt IE " e ) | « In this example you will

click on the Blue Show

Me button to take you

to the next stage.

e
a_‘ [32 reme R i 59}!"“""‘ - sppterti <[] :

Titie Type Closing Date Time Remaining

ShowMe

ERFX1000584 Coile oPs2 Advvertised 200620160000 10 duysEhows

ERFXI000476 Coltto DEBBIE - SM5 TO FIS CONTRACT TEST Advertised 150272016 2359 1month & days

SRQLO00154 Coilne Haulage Services 2017 Addvwrtivnd 170720062355 1 month 7 dwns

*REQ_1000255 Matt Orgarisation for Rebe 4.6 Provision of T Geods and Servion Advertised 290720162359 1emonth 19 dwn

ERFX1000470 Coiize DEBBIEC - 2ND TEST OF SMS TO FISCONTRACT CHECK Adverthed J107/2006 2259 < doys

©
ERFX1000054 Bedtord Borough Councl Test Restricted OJEU 2450010 Advertised & months 20 days o
RFX2000207 Tlig Brpwr PULC LD DPS registration notice 7 Morethanayesr 0
EREQI00017% Tortaen County Borough Counct OPS Test 012 OS20182259  Maore than a year o
EREQL000172 Tortaen County Borough Councl DPS Test 008 150220192359 More than a yesr o

« 22 3 e .m 1+ 1008 22 I

Click blue
“Show me”
button

Innovative & sustainable management of natural resources
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« If this opportunity is of
interest to you, click on
Register Interest,
circled in red here.

& B @ SineadCronin
Your Opportunities Zie

From here you can review the requests that have been sent to you by customers and create respanses.

Rutereoce Customer Name Title Type Oosing Dote Time Remaining Show Me

SRO1000134 Coine Maisage Services 2017 Advertised 1720162359 Imenth 7 days o

Opportunity | SRQ1000184

Request Documents

Narme

Description

Typm
Crslcharcn Dexismunt dor complting POQ. Generic Docusents m

Operator Training Gener Documents @ Contract Start Date
Vedicle Shoat Generk Documents m] Contract End Date
“Register
Interest” to
progress.

Innovative & sustainable management of natural resources
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* You will now have
entered the section that
allows you to progress
with providing the

Your Response | ERSP1000727 @ Sinea gigerzzzsrayndiittaeii sttoin

Services to Coillte.
* In this example you will

From here you can edit your response by completing the various steps within the wizard below, or process it using the options above.

i ’ P 1 ’ see 3 Tabs titled
enera uestions acnments .
: General, Questions and
= Attachments.
R By clicking the General
Please ensure you read all documents before responding to opportunity request. Tab you W||| Identlfy
T = e documents that are
essential to the
Guidance Document for completing PQQ Generic Documents @ successful Comp]etion of
the Pre-Qualification
Operator Training Generic Documents Questlonnalre or PQQ’
that must be completed
Vehicle Sheet Generic Documents If you are tO be

considered for Haulage
Tendering opportunities
later this year.

Innovative & sustainable management of natural resources
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+ Each of these
documents must be
downloaded to your
computer.
The Guidance Document
must be reviewed so
= that you understand the
Guidance Document for completing PQQ Generic Documents E] requirements of this
PQQ.
The Operator Training
and Vehicle Sheet are
two spreadsheets that
must be populated with
the details of the
operators and vehicles
Operator Training Generic Documents that you intend to use if
you are to be considered
for a Haulage Services
tender.
Don’t forget to list the
details of your sub-
contractors on these
Vehicle Sheet Generic Documents spreadsheets if you
intend to use any for a
prospective tender.

Click kere to downlead the Guidsnce Document for
completing PQQ, Pre-Qualification Questionnaire for
Framework Agreements for Hanlage Services

s

Click here to download the Operator Training Documeat
for detailing your operator’s details and the sperator
details of your sub-contractors where spplicable.

J

Click kere to download the Vehicle Sheet Documesnt for
detsiling vour vehicle details and the vekicle decails of your
sub-contracters where spphcable.

d

Innovative & sustainable management of natural resources
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* On completion of the
General section and the
saving of your operator

Q‘a Your Response | ERSP1000727 and vehicle details to
()

your computer, you will

M & Validate § P> Save Draft ’ Submit then click the Questions

Tab.
From here you can edit your response by completing the various steps within the wizard below, or process it using the opt e« This tab will provid e
further information
L 4 Questions ’ Attachments ’ p 2 regarding the Pre-

Qualification

0 Please complete the following questionnaire from Coillte. Your answers will be automatically saved every five minutes. You: QU estionnaire and it will

any time if you want to stop and finish off later. also list the questions
that need to be
answered.

o Click or touch the headings to expand each section. You must fill in all questions with a * next to them. L.
« By clicking on the arrow

to the left of each Title,
V' 1:Tender Response (0 questions) you will expand each
section that will identify

ompany Information (8 questions) the qu estions that you

need to answer.

WV 3:Tender Offering (1 question) . Upon answering a
question please ensure
V' 4:Financial Information (6 questions) that you click Save a

Draft so that you save
the detail that you have

Innovative & sustainable management of natural resources entered
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« For example here we are
viewing the section
relating to questions on
company information

/\ 2:Company Information (8 questions) that have been
answered.

Company Information

2.01 Name of Company %
We Haul Timber Ltd

2.02 Name of Person Completing Form
Joe Logs

2.03 Position Held in the Company *
Managing Director

2.04 Address: %

3 Pine View,
Roundwood,
County Clare

Innovative & sustainable management of natural resources
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+ Some questions will
require a document to
be uploaded to complete
the question.

* In this example you are
required to attach the
document that details
your vehicle fleet.

/\ 11:Vehicle Fleet (2 questions)

Details of Vehicle Fleet

11.01 Please give details of the machinery you own or intend to sub-contract for the purposes of timber haulage: * You can do so by
Please note if successful in acquiring a Coillte consigned haulage contract it is a requirement that all your timber haulage fleet is equipped with : C| iC kl ng atta Ch fl Ie
Vehicle' technology system. The Bluetree identifier Logo must be displayed clearly on the truck and each trailer must have a Bluetree Plate unic . g /
trailer. circled in red here, and
A completed project participation agreement must be in place. followin g the ste ps to

upload the document
that you have pre-

populated and saved to

11.02 Please update the document entitled "Vehicle Fleet” which is located in the GENERAL tab under REQUEST DOCUMENTS. Enter details regard yo ur com p u te r
you intend to use to provide the required services. Please complete all sections. Then upload the completed document here. '

1. Coillte will require full access to all data from the ICTS (in cab technology system).

2. Electronic timber removal permits will be issued through the ICTS and all hauliers are required to use the new electronic system as outlined t;

@ Attachfile.. @rdraganddropa file here

Vehicle Fleetxlsx

m

Innovative & sustainable management of natural resources
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* On completion of the
Questions section you
can then select the
attachments tab.

» This section allows you
to upload additional files

: . = that you may wish to
o If required please use the options below to add Attachments to your response. Select an attachment type, add or drag and drop a file an| a d d to th e PQQ th at y0U

files'.

( [ General 1[ Questions

are submitting.

Your Files

Attachment Type
Select a type...

Uploaded Files
Name Type Download

« <« O > b

Innovative & sustainable management of natural resources
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+ When you are satisfied
that you have
successfully populated
the 3 tabs with the

Your Response | ERSP1000727 information required you

will need to click the
& Validate § P2 SaveDraft | « Submit Validate button circled in
Red here.

From here you can edit your response by completing the various steps within the wizard below, or process it using the opt * This will identify if you
have completed the PQQ

: with all of the required

0 Please complete the following questionnaire from Coillte. Your answers will be automatically saved every five minutes. You:
any time if you want to stop and finish off later.

o Click or touch the headings to expand each section. You must fill in all questions with a % next to them.

V' 1:Tender Response (0 questions)

/\ 2:Company Information (8 questions)

Innovative & sustainable management of natural resources

19| Page



HOW TO COMPLETE AND SUBMIT A PRE-QUALIFICATION QUESTIONNAIRE VIA THE PROACTIS WEB PORTAL

Qa Your Response | ERSP1000727 2 R
o‘

From here you can edit your response by completing the various steps within the wizard below, or process it using the options above

e T
Questions : ’ Attachments 1 )

0 Please complete the following questionnaire from Coillte. Your answers will be automatically saved every five minutes. You can also hit
any time if you want to stop and finish off later.

0 Click or touch the headings to expand each section. You must fill in all questions with a % next to them.

V' 1:Tender Response (0 questions)

/\ 2:Company Information (8 questions)

Innovative & sustainable management of natural resources

coil@

Here we see that the
questions tab has a red
exclamation mark.

This identifies that there
are questions that have
not been fully
completed.
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« In this example the
turnover for the
previous financial years
has not been populated
as required.

Financial Information

401 Please provide details of turnover (If Group turnover please state Irish/EU proportion separately) in respect of the last two years. (If youareaco
state aggregated turnover). In the case of more recently established organisations please provide pro-rata figures. %

€5,000,000

Turnover (€) in most recent fin¥gcial year (2015) *

Please enter a number.
4,03 Turnover (€) in previous recent finajicial year (2014) %

Innovative & sustainable management of natural resources
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* Once you have
successfully validated
your draft and you are
satisfied that you have

Your Response | ERSP1000727 provided the correct

information, you can
_ _ : proceed to click the
A
¥ Decline || ¥ Messages fl ¥ Validate | P2 Save Draft @ Submit button to submit

our completed PQQ.
From here you can edit your response by completing the various steps within the wizard below, or process it using the opf Y P QQ

( General [ Attachments ’ )

0 Please complete the following questionnaire from Coillte. Your answers will be automatically saved every five minutes. You:
any time if you want to stop and finish off later.

o Click or touch the headings to expand each section. You must fill in all questions with a % next to them.

V' 1:Tender Response (0 questions)

/\ 2:Company Information (8 questions)

Innovative & sustainable management of natural resources
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+ A green note identifying
Ok Response will
appear on the screen to
confirm that you have
successfully submitted

your PQQ.
« It is extremely important
wpie that you see this note as
Your Opportunities ©) 0K resporse t confirms that your
: 2 ;
‘ submitted! submission has been
received.

From here you can review the requests that have been sent to you by customersand-craate+esponses.

Search by customer reference, title or customer name... Vv Filters

Innovative & sustainable management of natural resources
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» Prior to the closing date
of the PQQ you can still
Amend and Re-Submit
your PQQ if you wish to
make changes.

« To do so you must first

Your Response Q00727 e Comli s click the Amend &

Collite
Resubmit Button.

e 4

From here you can edit your responsehs
above.

P Messages & Amend & Resubmit

ompleting the varigusteéps within the wizard below, or process it using the options

( General [ Questions [ Attachments )

V' Request Documents (3)
/N About You

Please use this text area to provide additional information

Innovative & sustainable management of natural resources
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+ To make changes you
will need to click the Yes
button.

+ Upon addressing the

A A changes that you wish to
Your Response | ERSP1000727 Sinead Cronin < make, you will need to

G Amend & Resubmit follqw the previous steps
outlined to successfully

This will set your Response to 'Not Submitted' and allow you to change the details of your Response. You must submit comp Iete your PQQ
the Response again to allow the Customer to view and evaluate your response. Do you want to continue? Su b mission.

From here you can edit your response by completing the various steps within the wizard below, or process it using the options
above.

( General (Questions H Attachments )

\

V' Request Documents (3)

/\ About You

Innovative & sustainable management of natural resources
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Contact for further queries regarding PQQ
submissions via the Proactis Web Portal

Sinead Cronin

Procurement Category Manager, Coillte Forest | Coillte
Unit 4, Cavan Enterprise Centre (Phase 2), Killygarry, Cavan, Co. Cavan

E Sinead.Cronin@coillte.ie
T+35349 4380030

M +353 87 1349072

www.coillte.ie

Innovative & sustainable management of natural resources
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Thank you

Innovative & sustainable management of natural resources
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