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CHECKLIST FOR DPS SUBMISSIONS 
In order to allow the Contracting Authority to consider economic operators for acceptance to the DPS, Applicants are advised to ensure their response includes all of the following.*
	Document Title
	Related appendix
	Tick list

	APPLICANT RESPONSE DOCUMENT (ARD)
	Attachment 1
	☐
	APPLICANT STATEMENT
	Appendix 2
	☐
	EUROPEAN SINGLE PROCUREMENT DOCUMENT
	Appendix 3
	☐


*All other documents will require completion prior to acceptance of Applicant to DPS or at Mini Competition stage.
This checklist has been provided for guidance purposes only and the Contracting Authority accepts no responsibility for omissions of any description.  Applicants are advised to read the RFATP document and instructions contained within this ARD in their entirety in order to provide their compliant response.



APPLICANT RESPONSE DOCUMENT

· In response to this Request for Application to Participate (RFATP), Applicants are required to complete this Applicant Response Document (ARD).
· The purpose of this ARD is to simplify and streamline the application response process for all Applicants and to simplify and streamline the selection process for the Contracting Authority. 
· The information provided by Applicants in this ARD will be used in the assessment and selection of responses.  	
· All Parts must be completed in full, where applicable.  
· Where Applicants regard information as not being applicable to them, Applicants must enter N/A in the relevant response area.
· Instructions are included prior to each response area and these must be strictly adhered to. 
· Applicants may not amend this ARD other than to provide the required information in the allocated response areas. 

 
	
1.  STANDARD APPLICANT INFORMATION


	Applicants must complete the Applicant Response Document (ARD) in full, providing all required information. Where Applicants regard information as not applicable to them, Applicants must enter N/A in the relevant response area.

	


	
2. APPLICANT / PRIME CONTRACTOR PROFILE


	Full Legal Name of Applicant:
	Click here to enter data

	Company Registration Number:
	Click here to enter data

	Company Registered Address:
	Click here to enter data

	Revenue Code:
	Click here to enter data

	Tax Access Number:
	Click here to enter data

	Lead Contact Name:
	Click here to enter data

	Lead Contact Telephone Number:
	Click here to enter data

	Lead Contact Email Address:
	Click here to enter data






	
3.  EUROPEAN SINGLE PROCUREMENT DOCUMENT (ESPD)


	As per Part 2.2 of the RFATP, all Applicants must return, with their application, the electronic version of the European Single Procurement Document (eESPD). 
Applicants may submit an eESPD which has already been used in a previous procurement procedure PROVIDED THAT they confirm that: (i) the information contained in it continues to be correct and (ii) that they satisfy the Selection Criteria for this Competition as set out at part 3.2 of the RFATP document.
Where an Applicant (Prime Contractor) is relying on the capacity of other entities (Subcontractors) for the purposes of fulfilling any of the Selection Criteria in Part 3.2 of the RFATP, it must ensure that each such Subcontractor: 
(i) completes and submits a separate eESPD in respect of each such Subcontractor; and
(ii) when requested by the Contracting Authority, submit proof, to the satisfaction of the Contracting Authority, that each such Subcontractor will place the necessary resources at the disposal of the Prime Contractor.

	

	Please submit the eESPD as a separate attachment. Please indicate the relevant Appendix No./Document Name:
	Click here to enter data

	
	

	


4.  APPLICANT’S STATEMENT


	As per Part 2.4 of the RFATP, all Applicants must return, with their application, a scanned, signed copy of the Applicant's Statement as set out in Appendix 2 of the RFATP. The Applicant’s Statement is a declaration that the Applicant accepts the provisions of this RFATP. The statement must be printed on the Applicant's own letterhead. The statement must be completed and signed by an authorised signatory.
For Applicants’ convenience, the Applicant’s Statement is also provided in Word format below (Section 8).

	

	Please submit the Applicant’s Statement as a separate attachment.  Please indicate the relevant Appendix No./Document Name:
	Click here to enter data



	
5. FINANCIAL AND ECONOMIC STANDING


	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Applicants must declare by way of eESPD that the average annual turnover of the Applicant in each of the last 3 financial reporting years prior to the application date is equal to or exceeds €600,000 (excl. VAT).  Alternatively, if the date of establishment of the Applicant was more recent, the Applicant must declare by way of eESPD that their average annual turnover in each of the financial reporting years prior to the application date since the Applicant has been established is equal to or exceeds €600,000 (excl. VAT).  In the case of the Applicant being a consortium, this financial criterion may be fulfilled by the consortium members as a whole.
Prior to and as a condition of the award of any Contract the Applicant will upon request provide the Contracting Authority with documentary evidence demonstrating that they fulfil this criterion.  Documentary evidence may include financial accounts (or audited financial accounts where the Applicant’s accounts are audited) or an accountant’s letter/certificate confirming that the Applicant fulfils this criterion.



Please complete the declaration below:

	TO:  The Minister for Public Expenditure Infrastructure Public Service Reform and Digitalisation (the “Contracting Authority”)
RE:  Request for Applicants to Participate in a Dynamic Purchasing System for the Provision of Creative Campaign Services to Public Sector Bodies in Ireland (MMP080F)
I confirm compliance with the above requirements.



Date, place and signature(s):

	
Signed: (Authorised Signatory)
	

	Block Capitals:
	Click here and insert name

	Position:
	Click here and insert details

	Company:
	Click here and insert details

	Registered Office:
	Click here and insert address

	
	Click here and insert address

	Date:
	Click here and insert date



	
6. TECHNICAL AND PROFESSIONAL ABILITY (PREVIOUS EXPERIENCE)


	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Applicants must demonstrate in a clear and comprehensive manner that they have sufficient creative campaign services experience. 
To demonstrate this, Applicants must submit in the Applicant Response Document (ARD) details of four (4) reference contracts relating to services provided to either public sector and/or private sector clients, delivered within the last four (4) years prior to the application date.  Each of the four reference contracts must be of a similar nature, scope and complexity to the Services sought in this RFATP.  In particular, 
a) One (1) reference contract must be for a behaviour change campaign;
b) One (1) reference contract must demonstrate a commitment to inclusive and accessible campaign delivery by applying universal design principles to ensure accessibility for all users, regardless of ability, background, or circumstance;
c) One (1) reference contract must be for an integrated campaign comprising both traditional creative and digital creative concept and content development across a range of platforms; and
d) One (1) reference contract must demonstrate a fast turnaround from brief to delivery (5 days turnaround).
Additionally, at least one (1) of the above reference contracts must demonstrate compliance with the requirements of the Official Languages Acts 2003 (Section 10) and 2021 (Amendment) for public-facing services and campaigns in Ireland.
Applicants shall set out the foregoing as well as the duration of the reference contracts including when each commenced and when each is either due to expire / has expired, and the relevant reference contract referee’s contact details including name, position, email address and telephone number of the referees.  
The Contracting Authority may contact the referees provided for verification purposes without any prior notice being given to the Applicant.
Applicants should note that a maximum of TWO (2) x A4 pages should be provided per previous reference contract, in the template format below.





	Previous Contract # 1

	Name of Reference Contract
	
	Contract Value (Approximate)
	

	Client Organisation Name
	
	Client Referee Name
	

	Referee Position Within the Company
	
	Referee
Phone Number
	

	Referee Email Address
	

	Contract Start Date
	
	Contract Completion Date
	

	Nature, Scale and Scope of the Contract

	Indicate Nature of Campaign (Yes/No)
	Behaviour Change
	Inclusive & Accessible Delivery
	Integrated (traditional and digital concept and content development over a range of platforms)
	Fast Turnaround (5 days)

	
	
	Y/N
	Y/N
	Y/N
	Y/N

	
	Indicate if compliance with Official Languages Acts 2003 (Section 10) and 2021 (Amendment) was within scope (Yes/No)
	Y/N

	
	Provide a description of the reference contract, including details of the specific services provided AND the level of responsibility of your agency for delivery (i.e. prime contractor/subcontractor).

	Comparability with the requirements of this RFATP
	Provide a statement as to how the services provided in this reference contract are of a similar nature, scope and complexity to the Services sought in this RFATP.

	Contract Outcome
	Provide a statement clearly outlining the outcome of the services delivered, including details of KPIs and measured performance.





	Previous Contract # 2

	Name of Reference Contract
	
	Contract Value (Approximate)
	

	Client Organisation Name
	
	Client Referee Name
	

	Referee Position Within the Company
	
	Referee
Phone Number
	

	Referee Email Address
	

	Contract Start Date
	
	Contract Completion Date
	

	Nature, Scale and Scope of the Contract

	Indicate Nature of Campaign (Yes/No)
	Behaviour Change
	Inclusive & Accessible Delivery
	Integrated (traditional and digital concept and content development over a range of platforms)
	Fast Turnaround (5 days)

	
	
	Y/N
	Y/N
	Y/N
	Y/N

	
	Indicate if compliance with Official Languages Acts 2003 (Section 10) and 2021 (Amendment) was within scope (Yes/No)
	Y/N

	
	Provide a description of the reference contract, including details of the specific services provided AND the level of responsibility of your agency for delivery (i.e. prime contractor/subcontractor).

	Comparability with the requirements of this RFATP
	Provide a statement as to how the services provided in this reference contract are of a similar nature, scope and complexity to the Services sought in this RFATP.

	Contract Outcome
	Provide a statement clearly outlining the outcome of the services delivered, including details of KPIs and measured performance.





	Previous Contract # 3

	Name of Reference Contract
	
	Contract Value (Approximate)
	

	Client Organisation Name
	
	Client Referee Name
	

	Referee Position Within the Company
	
	Referee
Phone Number
	

	Referee Email Address
	

	Contract Start Date
	
	Contract Completion Date
	

	Nature, Scale and Scope of the Contract

	Indicate Nature of Campaign (Yes/No)
	Behaviour Change
	Inclusive & Accessible Delivery
	Integrated (traditional and digital concept and content development over a range of platforms)
	Fast Turnaround (5 days)

	
	
	Y/N
	Y/N
	Y/N
	Y/N

	
	Indicate if compliance with Official Languages Acts 2003 (Section 10) and 2021 (Amendment) was within scope (Yes/No)
	Y/N

	
	Provide a description of the reference contract, including details of the specific services provided AND the level of responsibility of your agency for delivery (i.e. prime contractor/subcontractor).

	Comparability with the requirements of this RFATP
	Provide a statement as to how the services provided in this reference contract are of a similar nature, scope and complexity to the Services sought in this RFATP.

	Contract Outcome
	Provide a statement clearly outlining the outcome of the services delivered, including details of KPIs and measured performance.





	Previous Contract # 4

	Name of Reference Contract
	
	Contract Value (Approximate)
	

	Client Organisation Name
	
	Client Referee Name
	

	Referee Position Within the Company
	
	Referee
Phone Number
	

	Referee Email Address
	

	Contract Start Date
	
	Contract Completion Date
	

	Nature, Scale and Scope of the Contract

	Indicate Nature of Campaign (Yes/No)
	Behaviour Change
	Inclusive & Accessible Delivery
	Integrated (traditional and digital concept and content development over a range of platforms)
	Fast Turnaround (5 days)

	
	
	Y/N
	Y/N
	Y/N
	Y/N

	
	Indicate if compliance with Official Languages Acts 2003 (Section 10) and 2021 (Amendment) was within scope (Yes/No)
	Y/N

	
	Provide a description of the reference contract, including details of the specific services provided AND the level of responsibility of your agency for delivery (i.e. prime contractor/subcontractor).

	Comparability with the requirements of this RFATP
	Provide a statement as to how the services provided in this reference contract are of a similar nature, scope and complexity to the Services sought in this RFATP.

	Contract Outcome
	Provide a statement clearly outlining the outcome of the services delivered, including details of KPIs and measured performance.





	
7. TECHNICAL AND PROFESSIONAL ABILITY (QUALITY ASSURANCE)


	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Applicants must declare by way of eESPD that they have policies and procedures in place for each of the following to meet the Quality Assurance requirement.  Applicants will either pass OR fail this qualification criterion. Copies of these policies and procedures may be requested.

· Quality assurance (including systematic review of all content to ensure alignment with the campaign brief(s) provided by the Client, or third parties appointed by the Client);
· Client management;
· Financial management;
· IT Systems management (including cyber security);
· Business continuity;
· Corporate social responsibility (including environmental sustainability and social inclusion practice and governance).




Please complete the declaration below:

	TO:  The Minister for Public Expenditure Infrastructure Public Service Reform and Digitalisation (the “Contracting Authority”)
RE:  Request for Applicants to Participate in a Dynamic Purchasing System for the Provision of Creative Campaign Services to Public Sector Bodies in Ireland (MMP080F)
I confirm compliance with the above requirements.



Date, place and signature(s):

	
Signed: (Authorised Signatory)
	

	Block Capitals:
	Click here and insert name

	Position:
	Click here and insert details

	Company:
	Click here and insert details

	Registered Office:
	Click here and insert address

	
	Click here and insert address

	Date:
	Click here and insert date


		
8. APPLICANT’S STATEMENT (Appendix 2 - Word Format)







	TO: The Minister for Public Expenditure Infrastructure Public Service Reform and Digitalisation (the “Contracting Authority”).
RE: Request to Participate in the DPS for the Provision of Creative Campaign Services to Public Sector Bodies in Ireland.

Having examined the Request for Application to Participate in the DPS (the “RFATP”) including the Instructions to Applicants, the Selection Criteria, the Requirements and Specifications, and the terms and conditions of the DPS Agreement and the Services Contract we hereby agree and declare the following:

1. We understand the nature and extent of the Services required to be delivered as described in the Requirements and Specifications at Appendix 1 to the RFATP.
1. We accept all of the Terms and Conditions of:
1. the RFATP; 
1. the DPS Agreement and agree that, if offered appointment to the DPS, we will execute the DPS Agreement at Appendix 5 of the RFATP and the Confidentiality Agreement at Appendix 7 of the RFATP; 
1. the Services Contract and agree if awarded any contract pursuant to the DPS Agreement to execute the Services Contract at Appendix 6 to the RFATP.
1. We accept all the Selection Criteria as set out in Part 3 of the RFATP.
1. We agree to provide the Services in accordance with the RFATP, our Application, the RFT and our response to RFT if awarded any Services Contract pursuant to a DPS Agreement.
1. We agree that, if awarded any contract pursuant to a DPS Agreement that we shall, in the performance of such contract, comply with all applicable obligations in the field of environmental, social and labour law.
1. We confirm that we have complied with all requirements as set out at Part 2 of the RFATP.
1. Not Used.
1. We shall, if awarded any Services Contract pursuant to a DPS Agreement, have in place on the Effective Date of the Services Contract all insurances (if any) as required by paragraph 2.21.1 of the RFATP and as required by the RFT.
1. We confirm that all Data Subjects whose Personal Data is provided in our Application have consented to the processing of such Personal Data by us, the Contracting Authority, the Evaluation Team and the supplier of the etenders.gov.ie website, for the purposes of our participation in this Competition or that we otherwise have a legal basis for providing such Personal Data to the Contracting Authority for the purposes of our participation in this Competition and that we will provide evidence of such consent and / or legal basis to the Contracting Authority upon request.
1. We do not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same).
1. The origin of goods or services connected to our Application, if any, are not subject to the prohibitions set out in Regulation (EU) No 833/2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same).
1. Any subcontractor, supplier or other entity on whose capacity we rely as part of our Application does not come within the category of prohibited economic operators identified in Regulation (EU) No 833/2014 of 31 July 2014 (as amended by EU Regulation 2022/576 or any subsequent amendments to same).



	
Signed: (Authorised Signatory)
	


	Print Name in Block Capitals:
	Click here and insert name


	Position:
	Click here and insert details

	Company:
	Click here and insert details

	Registered Office Address:
	Click here and insert address


	Date:
	Click here and insert date





	
9. DECLARATION AND WARRANTY ON THE USE OF ARTIFICIAL INTELLIGENCE IN THE PREPARATION OF THE APPLICANT’S RESPONSE
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	The Contracting Authority is aware that Large Language Models and Generative Artificial Intelligence (collectively “AI Tools”) are in widespread use.  In that context, when responding to this RFATP Applicants are required to declare if and where AI Tools have been used to draft, develop, inform or augment any part of their Application.
While the use of AI Tools in responding to this RFATP is not prohibited, it is necessary that Applicants maintain control of and responsibility for their Application and that they confirm as much to the Contracting Authority.
It should be noted that the Contracting Authority will assess Responses to this RFATP based on the information provided by the Applicant regardless of how the Response was generated.  Any declarations made here on the use, or non-use, of AI Tools will not influence the evaluation process or outcome.  However, should the Contracting Authority determine that any declaration made in this regard by the Applicant is incomplete or has been incorrectly or inaccurately completed, then the Applicant’s Response may, subject to the provisions in the RFATP Part 2 – Instructions to Applicants, be deemed to be non-compliant and will not be evaluated.




[bookmark: _Hlk207399011]Applicants are required to provide responses to the following questions:
A. Have AI Tools been used in the preparation of any part of this Application?
 
☐ Yes  ☐ No



B. If 'yes' to the previous question, please provide details regarding the use of AI Tools (e.g., drafting text, data analysis, generating images, proofreading):

	[bookmark: _Hlk207399029]ARD Section
	RFATP Documentation AI Analysed
	ARD Full / Partial AI Generated Response
	Purpose of AI Use

	1. Standard Applicant Information
	
	
	

	2. Applicant Prime Contractor Profile
	
	
	

	3. European Single Procurement Document
	
	
	

	4. Applicant’s Statement
	
	
	

	5. Financial and Economic Standing
	
	
	

	6. Technical and Professional Ability (Previous Experience)
	
	
	

	7. Technical and Professional Ability (Quality Assurance)
	
	
	

	8. Applicant’s Statement (Appendix 2 – Word format)
	
	
	

	9. Use of Artificial Intelligence
	
	
	


[bookmark: _Hlk207399065]

C. Describe the measures taken to ensure human oversight and validation of any AI-generated content in your Application.
	








D. If AI Tools were used for data analysis or generating content, identify the sources of data used and explain how you ensured the data's accuracy, reliability, and ethical use.
	







E. The Applicant confirms that all elements of the Application generated or informed by AI Tools have been validated and the Applicant warrants that, if it is successfully appointed to the DPS, it can deliver all requirements outlined in the RFATP and ARD to the standard and in the way described in the ARD.

              ☐ Yes

Please complete the declaration below:

	TO:  The Minister for Public Expenditure Infrastructure Public Service Reform and Digitalisation (the “Contracting Authority”)
RE:  Request for Applicants to Participate in a Dynamic Purchasing System for the Provision of Creative Campaign Services to Public Sector Bodies in Ireland (MMP080F)
I confirm the above to be true and accurate.



	
Signed: (Authorised Signatory)
	

	Block Capitals:
	Click here and insert name

	Position:
	Click here and insert details

	Company:
	Click here and insert details

	Registered Office:
	Click here and insert address

	
	Click here and insert address

	Date:
	Click here and insert date



image2.png




image1.jpeg
Oifig um Sholathar Rialtais
Office of Government Procurement




