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 TENDER RESPONSE DOCUMENT
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	REQUEST FOR TENDERS FOR

	VIDEOGRAPHY SERVICES

	Name of organisation submitting Tender
	

	Contact Name
	

	Closing date for Submission
	Friday, 26 September 2025 12.00 (noon) Irish Time

	Tenders are to be submitted via the e-tenders platform









	IMPORTANT REMINDER

	
1. Tenderers are not permitted to make any alteration whatsoever to the Tender Response Document other than filling in the required information. All answers must be responded to using the Tender Response Document provided.

1. Tenderers are NOT permitted to submit their responses in their own branded documents.

1. Tenderers must fill this Tender Response Form in its entirety. If any of the fields are not applicable, Tenderers must insert “n/a” (not applicable). Tenderers are advised to observe the instructions/guidance notes provided in each section of the Tender Response Form.  

1. The Tender Response Form must be submitted in the same sequence as presented. 

1. The Tender Response Document must identify clearly where text is supported by additional information in the form of, for example, detailed work programme, curriculum vitae, where required. Any additional information must be enclosed as appendices to this Tender Response Form.

1. No other additional information should be provided. For the avoidance of doubt, if Tenderers do provide additional information that has not been requested, this will not form part of the evaluation.

1. All submission documents must be in word/excel/PDF portable document format.

1. A Tender Response that does not comply with any of the above instructions may be rejected.

1. Tenderers should not assume that IDA Ireland or the evaluators are familiar with the Tenderer or their business and should note that responses to this RFT will be evaluated in their own right, based on the material submitted in the RFT response as may be.







	GENERAL COMPANY INFORMATION AND CONTACT DETAILS



Tenderers are required to provide the following information:
	1.1
	Full Company Name (full legal name)
	



	1.2
	Business Name/Trading as:
	

	1.3
	Incorporated under the laws of [identify country of incorporation]
	

	1.4
	Registered Address/Registered Office
	

	1.5
	Company registration number:
	

	1.6
	e-mail address 

Web address
	Email
	

	
	
	Website
	

	1.7
	Contact details for queries in relation to this Competition
	Name
	

	
	
	Telephone
	

	
	
	Email
	

	1.8
	VAT Number (if applicable)
	

	1.9
	Directors’ names and titles
	

	1.10
	Name of Company Secretary
	

	1.11
	Parent Company (where relevant)
Details of country of incorporation, shareholding in Tenderer, registered office, registered number 
	

	1.12
	Names and addresses (full legal names, and registered offices, business addresses) of parties on whose resources the Tenderer is relying (if applicable)
	



	Basis for competing (tick one box only as applicable)

	a) Your organisation would deliver all of the required Services, if awarded the Contract
	

	b) Your organisation would act as the prime contractor, using third parties to provide some of the Services, if awarded the Contract
	

	Subcontractor’s Details (applies only if option b) above is selected)

	Provide the details of all subcontractors and/or consortium members who will be involved in the provision of the Services and describe the role to be fulfilled by each subcontractor / consortium member.

	








	MINIMUM SUITABILTY CRITERIA



The following Minimum Suitability Criteria will be evaluated based on the information provided by the Tenderer. Tenderers whose Tenders are considered to have passed the Minimum Suitability Criteria will proceed to be assessed against the Award Criteria. Failure to meet the Minimum Suitability Criteria will result in elimination from the competition.  
[bookmark: _Hlk196746173]In respect of the Suitability Criteria relating to Turnover, Insurance and Tax Clearance, Tenderers must indicate their compliance by way of the Self Declarations set out in this part of the Tender Response Form. IDA Ireland reserves the right to require any Tenderer to provide documentary evidence demonstrating that they satisfy such Suitability Criteria at any time. Failure by the Successful Tenderer to provide the required evidence within the timelines specified in the RFT may result in IDA Ireland awarding the Contract to the next highest ranked Tenderer.

	[bookmark: _Hlk196746270]PART ONE - ECONOMIC AND FINANCIAL STANDING




	1.A TURNOVER

	Tenderers must confirm that they have achieved a turnover of at least four hundred thousand euro, €300,000 in three of the last four financial years. 


		Year
	2024
	2023
	2022
	2021

	Turnover
	€
	€
	€
	€




	I, the undersigned, confirm on behalf of the Tenderer that the above requirement is met. I confirm that the Tenderer will provide evidence substantiating the above confirmations within seven (7) days of request by IDA Ireland (or such other period as may be specified by IDA Ireland).

	Name
	
	Signature
	

	Position
	
	Date
	





	1.B INSURANCE

	Tenderers must confirm that they either hold or that they are in position to obtain the required types and levels of insurance if successful in this Competition by completing the table below and inserting “yes” in the fields provided as appropriate. 

	Insurance type
	Minimum level of indemnity
	Currently hold
	Undertake to obtain if successful

	Employers Liability
	€13,000,000 in respect of any one claim or series of claims arising out of a single occurrence.
	
	

	Public Liability
	€6,500,000 in respect of any one claim or series of claims arising out of a single occurrence.
	
	

	Professional Indemnity
	€1,500,000 on an ‘each and every claim’ basis and in annual aggregate.
	
	

	Cyber Insurance
	
	
	

	I, the undersigned, confirm that the above statements are true and complete. I confirm that the Tenderer will provide evidence substantiating the above confirmations within seven (7) days of request by IDA Ireland (or such other period as may be specified by IDA Ireland).

	Name
	
	Signature
	

	Position
	
	Date
	


It will be a condition for the award of any Contract arising out of this Competition, that the Successful Tenderer shall provide to IDA Ireland evidence that these insurances are in place (e.g., broker’s letter or policy extract), together with any additional information that IDA Ireland may request for the purposes of assessing whether the Tenderer meets the stated minimum requirement prior to award of the Contract. 
	1.C TAX CLEARANCE

	Tenderers are required to confirm their compliance with applicable taxation laws (and in particular that they have valid tax clearance) by signing the declaration provided in the below table:

	Declaration

	I, the undersigned, confirm on behalf of the Tenderer that the Tenderer complies with all EU and domestic tax law and will provide the Tax Clearance Access Number and Tax Reference Number or, where applicable, with an up-to-date statement of suitability on tax grounds from the Irish Revenue Commissioners within seven (7) calendar days following receipt of a request from IDA Ireland to facilitate on-line verification of the Tenderer’s tax status by IDA Ireland.

	Name
	
	Signature
	

	Position
	
	Date
	




	PART TWO - DECLARATION AS TO PERSONAL CIRCUMSTANCES  

	Tenderers are required to complete the following Declaration:

	DECLARATION AS TO PERSONAL CIRCUMSTANCES
(as per Article 57 of Directive 2014/24/EU, implemented by SI 284 of May 2016)

	Tenderers will be excluded from the procurement process if, within the past five (5) years, there is evidence of a conviction relating to a specific criminal offence listed below (see 1.1) or if they have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security contributions (see 1.2) (except where this is disproportionate e.g., where only minor amounts are involved).

	1.1
	Has the Economic Operator or a member of the Tenderer Team (if applicable), director, partner or any other person who has powers of representation, decision or control, been convicted of any of the following offences?
	YES
	NO

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	1.1.a
	participation in a criminal organisation, as defined in Article 2 of Council Framework decision 2008/841/JHA;
	
	

	1.1.b
	corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union, Article 2(1) of Council Framework Decision 2003/568/JHA, Irish law or the jurisdiction in which the Economic Operator is established;
	
	

	1.1.c
	fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests;
	
	

	1.1.d
	terrorist offences or offences linked to terrorist activities within the meaning of Articles 1 and 3 of Council Framework Decision 2002/475/JHA or for inciting or aiding or abetting or attempting to commit an offence of that Council Framework Decision;
	
	

	1.1.e
	money laundering or terrorist financing within the meaning of Article 1 of Directive 2005/60/EC;
	
	

	1.1.f
	child labour and other forms of trafficking in human beings within the meaning of Article 2 of Directive 2011/36/EU.
	
	

	1.2
	Has it been established by a judicial or administrative decision having final and binding effect in accordance with Irish law or the legal provisions of the country in which the Economic Operator is established (if outside Ireland) that the Economic Operator is in breach of obligations related to the payment of tax and social security contributions?
	
	

	Note: If the response to 1.2 above is in the affirmative, please provide further information on the decision and the amounts involved
	

	An Economic Operator who answers ‘Yes’ in any of the situations set out in paragraphs 2.1.a to 2.1.i will be excluded.

	2.1
	Please indicate if any of the following situations have applied, within the past three (3) years, or currently apply, to your organisation.
	YES
	NO

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	2.1.a
	has, in the performance of any public contract, failed to comply with applicable obligations in the field of environmental, social and labour law applying at the place where the works were carried out or the services provided, as established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Annex X of Directive 2014/24/EU;
	
	

	2.1.b
	is bankrupt or the subject of insolvency or winding-up proceedings, its assets are being administered by a liquidator or by the court, or has entered into an arrangement with creditors, suspended its business activities or is in any analogous situation arising from a similar procedure under national laws and regulations;  
	
	

	2.1.c
	is guilty of grave professional misconduct which renders its integrity questionable;
	
	

	2.1.d
	has entered into agreements with other economic operators aimed at distorting competition;
	
	

	2.1.e
	has a conflict of interest within the meaning of Article 24 of 2014/24/EU that cannot be effectively remedied by other, less intrusive, measures;
	
	

	2.1.f
	confirms that it has had prior involvement in the preparation of the Competition which has resulted in a distortion of competition, as referred to in Article 41 of 2014/24/EU, that cannot be remedied by other, less intrusive, measures;
	
	

	2.1.g
	has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions.
	
	

	2.1.h
	is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria or has withheld such information or is not able to submit supporting documents required under Article 59 of Directive 2014/24/EU; or

	
	

	2.1.i
	has undertaken to unduly influence the decision-making process of the Contracting Authority, obtain confidential information that may confer upon the Tenderer undue advantages in the Competition or negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	

	DECLARATION RE STATUTORY OBLIGATIONS

	An Economic Operator who answers ‘No’ in relation to (i) – (vii) will be excluded from the Competition.

	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment / operation:
	Yes
	No

	(i)
	Employment Equality Acts 1998-2011
	
	

	(ii)
	Equal Status Acts 2000-2011
	
	

	(iii)
	National Minimum Wage Act 2000 as amended
	
	

	(iv)
	Organisation of Working Time Act 1997 as amended
	
	

	(v)
	Safety, Health and Welfare at Work Act 2005 and Safety, Health and Welfare at Work (General Application) Regulations 2007
	
	

	(vi)
	Disability Act 2005
	
	

	(vii)
	Data Protection Act and GDPR, 2018
	
	

	(viii)
	We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
	
	

	The above Declarations are made for the benefit of the Contracting Authority.
I certify that the information provided in this declaration is accurate and complete to the best of my knowledge and belief.  I understand that the provision of inaccurate or misleading information in this Declaration will lead to my organisation being excluded from participation in this and future tenders and I am signing on behalf of:

	Name of Economic Operator
	

	Authorised Signatory
	

	Name in print or block capitals
	

	Rank / Position	
	

	NOTE: The term Economic Operator covers equally the concepts of contractor, supplier, and service provider, whether as Tenderer, Consortium member or Subcontractor.

	[bookmark: _Hlk196747306]PART THREE – SELECTION CRITERIA. TECHNICAL AND PROFESSIONAL ABILITY (PASS/FAIL)


3.A – Not used 
	3.B Organisational Profile and Structure

	Tenderers must provide details of their organisational structure, staff numbers over the past 3 years, overall staffing numbers by categories and discipline/specialism. 
Tenderers must demonstrate access to the skilled personnel stated to be available to work in the contract. The number of required FTE will vary throughout the duration of the contract. Please indicate available resources. 


	Insert response
Organisation chart
Please insert here or attach as a clearly labelled appendix.

Staff numbers employed i.e. on the company payroll with employee status
	Current year 2025
	2024
	2023

	
	
	























	3.C Experience of Previous Contracts

	Using the template below, Tenderers must provide the information specified in respect of three (3) reference contracts that have been successfully performed by the Tenderer within the last three (3) years (being the 3 years immediately prior to the tender submission deadline). 
The example contracts must demonstrate evidence of:  
· Experience of the successful delivery of contracts of a similar scale, scope, nature and complexity to those sought under this RFT which demonstrate the level of experience and ability to meet the requirements of this RFT, along with evidence of achievements that resulted from the Tenderers involvement. Specifically, a similar contract means a contract that relates to the provision of Videography services that is relevant to the Services sought under this Competition.   

· Having delivered some / all the requirements as set out in Section 2 (Scope) of this RFT. 

· B2B (business to business) expertise examples must be from B2B.

Tenderers should not submit more than three (3) contract examples in response to this criterion. If any response to this criterion consists of more than three (3) contracts, then IDA Ireland will review the first three (3) only and will disregard subsequent contracts. 


	Tenderers should duplicate the table for 3 responses



















	Relevant Experience Example #

	
Client Name & Address

	


	Title of Project Service

	


	Public or Private Sector
	

	
Contract Value

	
€

	
Dates (start and completion)

	

	Manager Leading the Work 
	FTE/ Contractor
	Role

	
	
	

	
	
	

	

Names of the key personnel from your organisation that worked on the project. Max 3 
	Title 
	Name

	
	

	

	
	

	

	
	

	

	
The description should include the following information:
· A general description of the services provided to the client.
· The client objectives.
· A general description of the output.
· Provide the budget for this task (if this information is considered confidential, please provide a range).
· Requirements delivered that are analogous to the requirements of this Tender
Max length of description Response 2 x A4 pages (incl this one)

	Insert response



















	3.D Client Referees

	Tenderers must provide three (3) satisfactory customer referees confirming the information provided in response to Section 3.C above. Tenderers must indicate consent to allow IDA Ireland to contact the nominated referees without further notice being given to the Tenderer. Referees may be required to confirm that the information submitted by the Tenderer in response to Section 3.C above is true, accurate and not misleading in any way. Failure to provide the required documentation may result in the Tenderer being eliminated from the Competition.

Tenderers should not submit more than three (3) referees in response to this criterion.  


	Insert response
	Referee name, title and organisation
	Referee contact details
Phone, email
	Consent to allow contact of referees

	
	
	

	
	
	

	
	
	









	AWARD CRITERIA
To avoid elimination, Tenderers must achieve a minimum of 60% of the marks available for each of criteria A-D.


[bookmark: _Hlk87427435]
	A. Approach and Methodology
400 marks available

	Tenderers must provide details of their proposed approach and methodology for delivery of the services required as set out in Section 2 of the RFT.
The response should demonstrate understanding of the purpose and operations of IDA Ireland, set out the approach to quality management, and be comprehensive yet concise.
Tenderers in their response should: 
1. outline their understanding of IDA Ireland’s requirements, supported by three samples of previous videography work carried out by the tenderer; (150 marks) – Please supply weblinks to no more than three examples of comparable work – total maximum duration of 10 mins  
1. demonstrate their methodology for the delivery of the services as set out in the RFT, section 2 (Scope) (200 marks)
1. Set out their approach to Contract Management and Reporting (50 marks)  
This will be assessed on the totality of the response.

Tenderers must limit their response to this award criterion to six (6) x A4 pages (excluding the videography samples).  



	Insert response
















	B. Quality and Balance of the Proposed Team 
250 marks available

	Tenderers must provide details of the resources they intend to provide for the duration of the contract. Tenderers must submit CVs not to exceed one (1) A4 pages for each resource proposed, clearly setting out their individual roles and responsibilities. 
A minimum of 2 and a maximum of 4 CVs may be submitted here. Tenderers must nominate their proposed dedicated Contract Manager who will act as the main point of contact for the duration of the Framework and include their CV here. Full details of the person who will be responsible for managing client communications on a day-to-day basis and liaising directly with IDA Ireland must also be provided if not the Contract Manager. 
This response should also set out how key staff absences can be covered and the tenderers arrangements regarding resourcing flexibility for increased demands. Please do not exceed a page limit of 6 A4 pages (including all CVs). 

	Insert response

























	C. Sustainability & Social 
50 marks available

	Tenderers should describe their approach to sustainability in the context of delivering the requirements and specifications set out in the RFT, providing clear and comprehensive details that demonstrate an understanding of IDA Ireland’s requirements relating to the following:

- Environmental considerations linked to the subject matter.

- Social considerations linked to the subject matter.

Your response should not exceed a page limit of 2 x A4 pages.



	Insert response









	D. Total Cost
300 marks available

	Please refer to Appendix 2 Form of Tender


	Insert response








	TENDERER’S STATEMENT



Failure to sign the Tenderer’s Statement or any amendments made to the Tenderer’s Statement, will result in rejection of the Tender. Furthermore, any assumptions or statements submitted with the Tenderer’s Statement may disqualify the Tender resulting in its elimination from the Competition.

I/We confirm that I/we
· By submitting a Tender in response to this RFT, we accept all of the Terms and Conditions of the RFT and agree, if successful, to accept the IDA Ireland Terms and Conditions at Appendix 3 to the RFT;
· Will keep this offer for the Contract open for acceptance by you for a period of six (6) months from the date of deadline for submission of Tenders;
· Agree that you are not bound to accept the lowest or any Tender you may receive;
· We confirm that all statements and Declarations made, and information provided in our Tender are true and accurate;
· Confirm that the Tenderer meets the minimum requirement in relation to insurance and tax status, as set out in the RFT, and that I/we will submit to IDA Ireland the required documentary evidence demonstrating same if requested within the timeframes specified in the RFT;
· Agree that, if awarded any contract, we shall, in the performance of such contract, comply with all applicable obligations in the field of environmental, social, and labour law.
· Shall, if awarded any contract under the RFT, have in place on the Commencement Date of the contract all insurances (if any) as required by the RFT;
· Undertake to treat the details of this Request for Tender, its Tender Documents, and any subsequent clarifications as private and confidential;
· Acknowledge that acceptance by IDA Ireland of this Tender will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless the contract has been established between IDA and the Tenderer;
· Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the Services required under the contract;
· Have included all elements necessary for the performance of the specified Services, which are either expressly stated in the RFT document or contained in any supplementary information or which could reasonably be inferred therefrom;
· Have found no errors, omissions, conflicts, or ambiguities in the RFT documents except those which I/We have brought to the attention of IDA Ireland before the latest date for submitting queries;
· Have confirmed compliance with all statutory requirements applicable in Ireland and those applicable in any country where parts of the contract may be performed that are in force 7 days prior to the deadline for receipt of Tenders; 
· Will not, if awarded the contract, employ labour in a manner that is discriminatory in relation to gender, race, religious beliefs, age etc.
· Have received the consent from all data subjects whose personal data is provided by the Tenderer to the processing of such personal data by the Tenderer, IDA Ireland, the evaluation team for the purposes of the participation of the Tenderer in this Competition or that the Tenderer otherwise has a legal basis for providing such personal data to IDA Ireland for the purposes of its participation in this Competition.
· Undertake to inform IDA Ireland of any changes to this declaration which may arise prior to the award of the contract; 
· I confirm that I am authorised to sign this declaration on behalf of the Tenderer.

	Signed
	

	Name (in Capital Letters)
	

	Position
	

	On behalf of (Tenderer’s Name)
	

	Date
	




	

END OF DOCUMENT

2 | Page

image1.png




