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Tender Response Document (Open Procedure)

	Scope of Framework
	[bookmark: _Hlk210027933][bookmark: _Hlk210027346]Provision of Irish language Training to Public Service. 

	eTenders RFT ID:
	6770630

	Closing Date for Submissions:
	12noon (Irish time) Tuesday, 11th November 2025

	Organisation Name:
	

	Contact Name:
	

	Contact Email:
	



· Note #1: Please read this document in conjunction with the separate RFT document and other relevant documentation provided including Pricing Documents where relevant.
· Note #2: This Tender Response Document must be used for responding to the Request for Tenders. Tenderers must not personalise or modify the current format.
· Note #3: Tenderers are recommended to upload this completed response as a Zip file in order to protect the integrity of file names.
· Note #4: Please complete the Confirmation Check at the end of the document.


	Please Note: If you require a copy of this  Tender response document (TRD) and the Request for Tender (RFT) in Irish, please request via the messaging portal on eTenders website
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[bookmark: _Toc210641550]Instruction for Completion
This document MUST be used for the submission of tenders. 
Tenderers must ensure they have read the Request for Tender before they attempt to complete this Tender Response Document.
The Contracting Authority will not click on any web links in Tender responses, so Tenderers cannot assume that any material contained in web links will be viewed. Where Tenderers submit additional material such as brochures or appendices, they must specifically highlight the information they consider is relevant to their Tender and clearly explain which criterion it relates to. The Contracting Authority is under no obligation to parse through such material seeking information relevant to the response. 
If you consider that the Tender Response Document is missing any sections which would prevent you from preparing a comprehensive response, please contact the Contracting Authority as soon as possible.
Where there is a discrepancy between the contents / instructions in this document and the Request for Tender, the Request for Tender will take precedence.
Tenderers must follow the instructions contained in this document in relation to attachments, format for submission, etc.
Where tenderers are relying on other parties to meet the selection criteria, those parties must be available to deliver elements of the contract.


[bookmark: _Toc210641551]Response to the Selection Criteria
[bookmark: _Toc210641552][bookmark: _Hlk198046547]General Information – Pass/Fail criterion
	General Information

	Weighting: Pass/Fail
Pass requirement: Tenderers must complete this Section.

	Organisation official name:
	

	Contact Name:
	

	Position:
	

	Address:
	

	Telephone (Office):
	

	Telephone (Mobile):
	

	Email:
	

	Website:
	

	VAT Registration Number:
	

	Date of Establishment:
	

	Legal Status (Company, Sole Trader, etc.):
	

	Please answers the following questions with ‘Yes’ or ‘No’:
	Yes
	No

	1) Is the Tenderer a Small and Medium-size Enterprise (SME) as defined in the European Commission’s Recommendation 2003/361/EC[footnoteRef:1]? [1:  SMEs are enterprises which employ fewer than 250 persons and which have an annual turnover not exceeding €50 million, and/or an annual balance sheet total not exceeding €43 million.] 

	☐	☐
	2) Is the tenderer a consortium / group of Economic Operators?
	☐	☐
	3) Is the Tenderer a Lead Tenderer acting on behalf of a group of economic operators regardless of legal form of grouping?
	☐	☐
	4) Is the Tenderer relying upon another entity including sub-contractors to meet some/or all of the qualification requirements under the selection criteria?
	☐	☐
	5) Is the Tenderer only relying on the other entity(s) to deliver services under the framework(s)/contract(s)?
	☐	☐
	6) Does the Lead Tenderer confirm that if successful those other parties are available to deliver the services when required and may be required to co-sign the formal Contract?
	☐	☐
	If the answer to any of the above questions 4 and 5 is ‘Yes’, full details of the other parties relied upon must be provided below by the Lead Tenderer. Please note that where this entity is being relied upon, this must be clearly identified, where relevant, throughout the Tender Response.

	Please describe the type of grouping (e.g. consortium, joint venture, subcontracting etc.)
	

	Details and contributions of other parties:

	Official name of entity
	Selection criterion where Tenderer is relying on their resources to qualify 
and/or 
Service/element to be delivered by third party
	The third-party is clearly identified throughout the response

	
	
	Yes
	No

	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐

[bookmark: _Hlk39232361]



[bookmark: _Toc210641553]Declaration of Bona Fides, Statutory Obligations, Art. 5K and GDPR Declaration – Pass/Fail criterion
	[bookmark: _Hlk191287692]Declaration of Bona Fides and Statutory Obligations (under Article 57 of Public Sector Directive 2014/24/EU)

	Weighting: Pass/Fail
Pass requirement: Tenderers must complete, sign and date this Declaration.
The Contracting Authority reserves the right at its discretion to exclude a non-compliant tenderer under each heading. This must be completed by each group member.

	Economic Operators 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).

	Please check the relevant box (Yes/No):
	Yes
	No

	1.1
	Has the Economic Operator or a member of their proposed consortium, (if applicable), Director, or Partner or any other person who has powers of representation, decision or control, been convicted of any of the following offences?
	☐	☐
	1.1a
	participation in a criminal organisation, as defined in Article 2 of Council Framework decision 2008/841/JHA;
	☐	☐
	1.1b
	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 and Article 2(1) of Council Framework Decision 2003/568/JHA as well as corruption as defined in Irish Law or the jurisdiction in which the Economic Operator is established;
	☐	☐
	1.1c
	fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests;
	☐	☐
	1.1d
	the subject of a conviction for terrorist offences or offences linked to terrorist activities or for inciting or aiding or abetting or attempting to commit an offence;
	☐	☐
	1.1e
	the subject of a conviction for money laundering or terrorist financing;
	☐	☐
	1.1f
	the subject of a conviction of child labour and other forms of trafficking in human beings;
	☐	☐
	1.2
	Non-payment of taxes or social security obligations
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?
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 2.1a to 2.1i will be excluded.

	Please check the relevant box (Yes/No):
	Yes
	No

	2.1
	Have any of the following situations applied, within the past three (3) years, or currently apply, to your organisation?
	☐	☐
	2.1a
	The Economic Operator 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;
	☐	☐
	2.1b
	The Economic Operator 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;  
	☐	☐
	2.1c
	The Economic Operator is guilty of grave professional misconduct which renders its integrity questionable;
	☐	☐
	2.1d
	The Economic Operator has entered into agreements with other Economic Operators aimed at distorting competition;
	☐	☐
	2.1e
	The Economic Operator 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;
	☐	☐
	2.1f
	The Economic Operator confirms that it has had prior involvement in the preparation of the procurement procedure 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;
	☐	☐
	2.1g
	The Economic Operator 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.
	☐	☐
	2.1h
	a. The Economic Operator 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
b. The Economic Operator has withheld such information or is not able to submit supporting documents required under Article 59 of Directive 2014/24/EU; or
	☐	☐
	2.1i
	The Economic Operator has undertaken to:
a. unduly influence the decision-making process of the contracting entity, or
b. obtain confidential information that may confer upon the tenderer undue advantages in the procurement procedure; or
c. negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	☐	☐
	Declaration re Statutory Obligations

	Please check the relevant box (Yes/No):
	Yes
	No

	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment / operation:
	☐	☐
	(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)
	General Data Protection Regulation 2016/679
	☐	☐
	(viii)
	We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
	☐	☐
	Article 5K Declaration
EU Regulation 2022/576 on restrictive measures in the Context of Russian Actions in the Ukraine

	In the light of Russian actions in the Ukraine, the European Council adopted a new regulation – Regulation 2022/576/EU, aimed at restricting participation in economic activity by economic operators from the Russian Federation.  Article 5K of the Regulation prohibits the award or continuation of contracts falling within the scope of the Public Procurement Directives to persons or undertakings related to the Russian Federation.  To comply with EU Regulation 2022/576, the Contracting Authority is seeking a declaration from economic operators to this effect.

	Please check the relevant box (Yes/No):
	Yes
	No

	I declare that none of the exclusions specified in EU Regulation 2022/576 apply to any party associated with this tender.
	☐	☐
	Declaration regarding compliance with European General Data Protection Regulation (GDPR)

	Please check the relevant box (Yes/No):
	Yes
	No

	I declare to comply with Privacy and data protection requirements of the (EU) General Data Protection Regulation (GDPR) No. 679/2016, including processing and storing data within the European Economic Area (EEA) or any other country determined to offer an adequate level of data protection by an adequacy decision of the European Commission.
	☐	☐
	This Declaration is 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 Block Capitals:
	

	Position:
	

	Date:
	





[bookmark: _Toc210641554]Financial and Economic Standing – Pass/Fail criterion
	Weighting: Pass/Fail
Pass Requirement: Tenderers must complete this Section which covers Tax compliance, Financial Capacity and Insurances.

	

	Tax Compliance

	Choose any of the options below:

	Option 1:

	I confirm and declare being tax compliant. The Contracting Authority can verify your tax clearance status through Revenue’s online facility at http://www.revenue.ie/en/online/tax-clearance.html 
	Yes
	No

	
	☐	☐
	To this end, please confirm:

	Tenderer’s Name:
	

	Tenderer’s Tax Reference Number (PPSN):
	

	Access Number:
	

	OR

	Option 2:

	I confirm that I hold a current valid Tax Clearance Certificate (generally relates to Non-Residents[footnoteRef:2]) [2:  Note for Non-Residents: Please note that a declaration of tax compliance is requested at the selection stage and applying for a tax certificate from the Irish Revenue Commissioners is required. Candidates have three options: a) To confirm and declare having a current and valid Tax Clearance Certificate in place and that tax affairs are in order; b) To confirm holding a valid paper tax clearance certificate; c) To confirm having applied for a Tax Clearance Certificate details of which will be made available as soon as available. Details are available from https://www.revenue.ie/en/starting-a-business/tax-clearance/apply-for-tax-clearance-certificate/index.aspx. Please note that there are no costs involved in this application process. If you possess a local tax certificate based on your country of operation this will be considered, however, you must commit to apply and have access to a tax clearance verification from the Irish Revenue Commissioners prior to award decision.] 

	Yes
	No

	
	☐	☐
	To this end, please confirm:

	Registration Number:
	

	Certificate Number:
	

	OR

	Option 3:

	I confirm that I have applied for Tax Clearance status or a Tax Clearance Certificate which will be made available on request.
	Yes
	No

	
	☐	☐


AND

	Tax Compliance of Third Parties 

	I confirm that where requested I will ensure that all relevant Third Parties associated with this tender will be in a position to comply with the Tax Compliance obligations. 
	Yes
	No

	
	☐	☐




	Financial Capacity

	Please confirm the following by checking the relevant box (‘Yes’/’No’):
	Yes
	No

	I confirm that our turnover exceeded €250,000 per annum in each of the last three financial years.
	☐	☐
	I confirm that as the Lead Party we meet this turnover requirement on our own
	☐	☐
	Where we are relying on another party to meet the turnover 
	☐	☐
	I confirm that I will provide the following promptly on request at any time prior to the tender list being finalised: evidence of turnover for the past three financial years by way of auditor’s letter or such other form of documentary evidence that is satisfactory to the Contracting Authority.
	☐	☐
	I confirm that I will supply evidence of financial standing, by way of auditor’s letter, ensuring the tenderer party has the financial capacity to pay its debts identified on the current statement of assets and liabilities as being the debts as they fall due.
	☐	☐
	Please provide turnover figures below. If turnover figures for 2024 are unavailable, please use 2023, 2022 and 2021.

	Turnover Relating to Lead Party 

	Turnover in Financial Year 2024
	Turnover in Financial Year 2023
	Turnover in Financial Year 2022

	€
	€
	€

	Month end (e.g. July):
	Month end (e.g. July):
	Month end (e.g. July):

	
	
	

	Turnover Relating to Third Party being relied upon to meet the turnover rule

	Name of Third Party
	

	Turnover in Financial Year 2024
	Turnover in Financial Year 2023
	Turnover in Financial Year 2022

	€
	€
	€






	Insurances

	I confirm that we have the following insurances in place:

	Insurance Type:
	Level in place
	Details of Excess
	Expiry Date

	Employer’s Liability
	€
	
	

	Public Liability
	€
	
	

	Professional Indemnity
	€
	
	

	Cyber Liability*
(Provide details if in place.)
	€
	
	

	Please confirm the following:
	Yes
	No

	I confirm that we will provide the following promptly on request at any time prior to the award decision being made:
· Evidence of insurances in place, or
· Letter from Insurance Broker confirming that the required levels could be put in place if successful
	☐	☐
	I confirm that if successful, where the levels required under the contract or framework are higher than those currently in our possession, we will be in a position to put the required forms and levels of insurances required in place promptly.
	☐	☐
	I confirm that where Third Parties are involved, I will ensure they are appropriately insured and commit to providing evidence to the Contracting Authority when requested. 
	☐	☐
	

	Please note that the Contracting Authority will seek to verify self-declarations regarding financial capacity prior to an award decision and/or next stage of the competition.

	Signed:
	

	Position:
	

	Date:
	




[bookmark: _Toc210641555]Personnel and skills – Pass/Fail criterion
	Personnel and skills

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must demonstrate access to at least the minimum numbers of skilled personnel stated below.

	Skillset
	Minimum Number Required
	Number of Full Time Equivalents (FTE) available from Lead Party
	Number of FTEs provided by 3rd Parties – who have been identified in Section 2.1 above.  

	Qualified Trainer/ Facilitator
	5
	
	

	Translators
	2
	
	

	Account Managers
	2
	
	

	Administration Support
	2
	
	

	ICT Support
	1
	
	

	Total
	N/A
	
	



[bookmark: _Toc210641556]Technical Equipment and Resources – Pass/Fail criterion
	Technical Equipment and Resources

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must provide information which demonstrates access to the required level of technical resources as indicated below to deliver the required courses, including quantities.
Please refer to section 2.3 of the Tender document, access to equipment for guidance.

	Technical Resource required:
	Minimum requirement:
	Tenderer’s response:

	ICT Equipment
	List of equipment available to meet the training requirements and the relevant number of courses contained within.
	

	Inhouse Learning Management System (LMS)
	1
	

	Online training platforms (e.g. MS Teams, Zoom, etc.)
	1
	




[bookmark: _Toc210641557]Previous Experience – Pass/Fail criterion
	Previous Experience

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must provide information clearly demonstrating successful delivery of One (1) previous comparable experience/ projects, involving the features as defined below. Tenderers should refer to instances within the last five (5) years which demonstrate that they have successfully delivered services of a comparable nature and scale on one (1) occasion. The contracts referenced for consideration should provide comprehensive information to enable the Contracting Authority to determine their comparability to the requirements of this contract. 
The contracts listed should be chosen to demonstrate the firm’s skills, efficiency, experience and reliability in the relevant areas of expertise.
All fields in the TRD should be completed in full. In the event that the information requested on the value of contracts or identity of clients is considered confidential, tenderers must ensure that they provide sufficient information to allow the Contracting Authority to judge the similarity of these contracts to the services required.
Note #1: In completing the table for each reference project, Tenderers must provide sufficient information to allow the Contracting Authority to evaluate whether all of the requirements at above have been met and whether the services have been successfully delivered.  
Note #2: Where the tenderer is a grouping relying on the resources of others to meet the previous experience requirement, one of the projects must be from the 3rd party identified in Section 2.1 above. 
Note #3: Tenderers will note that they are to provide contact details for referees for each reference project. The Contracting Authority has the right to contact the referees to verify the information being provided, without further reference to the Tenderer. It is the responsibility of Tenderers to satisfy themselves that the nominated contact person is in a position to provide a reference if contacted by the Contracting Authority. Tenderers should note that the Contracting Authority may at its discretion contact all referees or referees for the successful Tenderers only.
Note #4: Tenderers must note that this is a pass/fail criterion and the Contracting Authority may deem a tender inadmissible based on the feedback received from the referees indicated in the submission, where applicable.





	Reference Contract #1

	Client Name:
	

	Contact Name:
	

	Contact email:
	

	Period of delivery (from/to):
	

	Contract Value:
	€

	The contract value above refers to the following period:
	

	Information in relation to % of contract the Lead Party was responsible for:
	

	If third parties were involved, are they party to this application?
	☐ Yes
☐ No

	Insert name(s) of third party/parties (if applicable):
	

	Outline the role of third parties on the contract:
	

	Taking account of the features of the contract, please provide information in relation to the following, demonstrating comparability with the contract being awarded under this procurement. Mere affirmation will not be sufficient.  

	Specific details on the courses provided:
	

	Experience of delivery to the Public Service:
	

	Number of Courses delivered under this contract (Monthly):
	

	List and name of courses delivered:
	

	Details of courses ran concurrently:
	

	Any other relevant information:
	





[bookmark: _Toc210641558]Health and Safety Management System
	[bookmark: _Hlk191287628]Health and Safety Management System

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must provide information which demonstrates operation of Health & Safety systems and procedures in line with all relevant Safety, Health & Welfare at Work legislation. The Contracting Authority reserves the right to seek further information to verify compliance. Evidence of compliance will be required as condition of contract award.

	Do you comply with the Safety Health & Welfare at Work Act 2005?
	Yes
	No

	
	☐	☐
	Name of manager responsible for Health & Safety:
	

	Health & Safety management:
	Externally Certified
	In-house

	
	☐	☐
	If externally certified, please provide the following information:

	Name of Certification Body:
	

	Date of most recent certification:
	

	Scope of Certification:
	

	I confirm that evidence of compliance will be provided promptly on request.
	Yes
	No

	
	☐	☐




[bookmark: _Toc210641559]Quality Assurance Management System - Pass/Fail Criterion
	Quality Assurance Management System

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must provide information on the measures in place to ensure the delivery of a quality service, for example by way of an externally certified system, or an equivalent in-house quality control process or system.

	Do you operate a Quality Management System?
	Yes
	No

	
	☐	☐
	Name of Manager responsible for Quality:
	

	Quality management
	Externally Certified
	In-house

	
	☐	☐
	If externally certified, please provide the following information:

Note: please duplicate table where multiple third party certified systems are operated

	Title of Certification (e.g. ISO 9001, ISO 27001, etc.) 
	

	Name of Certification Body:
	

	Date / Year of first certification: 
	

	Date of most recent certification:
	

	Scope of Certification:
	

	I confirm that evidence of compliance will be provided promptly on request.
	Yes
	No

	
	☐	☐


	If in-house, please provide a summary of the internal quality assurance system:

	












[bookmark: _Toc210641560]Response to the Award Criteria
[bookmark: _Toc210641561]Award Criterion A – Key Personnel
	Criterion A
	Weighting
	Maximum Marks
	Minimum Marks – 50%

	
	25%
	2,500
	1,250

	Title
	Training Resource Allocation

	Description
	Tenderers are required to provide details of the proposed training and content reviewer resources to fully provide with the delivery of the requirements outlined in this RFT.
This should include, but not limited to:
· Roles and responsibilities of each team member
· CVs of all proposed resources demonstrating their qualifications, skills and expertise – in the CV template provided.
Tenderers must populate the trainer overview table presented in the response document.
Please refer to section 3.5 of the Tender document for guidance.
Page Limit – 2 (two) pages per CV in the template presented in the response document.

	Tenderer’s Response



Please use this free text page(s) (i.e. do not type in the box) for your response. 



Trainer Overview
	Trainer Overview
	

	 #
	Trainer Name
	Course 1
	Course 2
	Course 3
	Course 4
	Course 5

	1
	Insert Trainer Name
	
	
	
	
	

	2
	Insert Trainer Name
	
	
	
	
	

	3
	Insert Trainer Name
	
	
	
	
	

	4
	Insert Trainer Name
	
	
	
	
	

	5
	Insert Trainer Name
	
	
	
	
	

	6
	Insert Trainer Name
	
	
	
	
	

	7
	Insert Trainer Name
	
	
	
	
	

	8
	Insert Trainer Name
	
	
	
	
	

	9
	Insert Trainer Name
	
	
	
	
	

	10
	Insert Trainer Name
	
	
	
	
	

	 
	(Add additional rows based on the number Instructors(s) you are proposing).
	
	
	
	
	

	 
	Total
	Insert Total No Here
	Insert Total No Here
	Insert Total No Here
	Insert Total No Here
	Insert Total No Here




[bookmark: _Hlk202520164]CV Summary  (Please repeat for all proposed instructors)
	BIOGRAPHICAL SUMMARY - COMPLETE FOR EACH NOMINATED INSTRUCTOR

	Name
	

	Role
	

	No. of Years’ experience as an Instructor?
	Face to Face training
	

	
	Virtual training
	

	RELEVANT EDUCATIONAL/PROFESSIONAL QUALIFICATION

	Description 
	QQI Level (or equiv.)
	Year Obtained 
	Accreditation Body

	
	
	
	

	
	
	
	

	
	
	
	

	RELEVANT EXPERIENCE (AS AN INSTRUCTOR OR RELEVANT WORK EXPERIENCE)

	Employer 
	Dates
	Position (Trainer or Work Exp)
	Details
(Training: Content / Volume / Target Audience)
(Work Exp: key achievements, expertise etc.)

	
	
	
	

	
	
	
	

	
	
	
	

	ADDITIONAL NARRATIVE (FURTHER RELEVANT EXPERIENCE, SPECIALIST KNOWLEDGE ETC.) 

	Please enter your response here.



Each CV presented must be no longer than 2 pages and focus specifically on the required called out in the template above.


[bookmark: _Hlk202349580][bookmark: _Toc210641562]Award Criterion B – Account Management and Administration
	Criterion B
	Weighting
	Maximum Marks
	Minimum Marks – 50%

	
	30%
	3,000
	1,500

	Title
	Account Management and Administration

	Description
	Tenderers must provide a detailed description of how this requirement will be managed over the lifetime of the Contract  outlining: 
· Nominated Account Manager (CV to be provided – please complete the CV table presented in the response document)
· Deputy Account Manager (no CV required)
· Communication Plan (how and when)
· Contingency planning
· Complaints and escalation procedure
Tenderers must also provide details of the personnel responsible for the administration requirements as detailed in section 3.7 of the Tender document.
This must include:
· The lead administration CV
· One support administration CV
in the templates provided in the response document.

	Tenderer’s Response




Please use this free text page(s) (i.e. do not type in the box) for your response. 



CV Summary  (Key Account Manager)
	BIOGRAPHICAL SUMMARY - COMPLETE FOR THE NOMINATED KEY ACCOUNT MANAGER

	Name
	

	Position in Company
	

	Role
	

	No. of Years’ experience?
	

	RELEVANT EDUCATIONAL/PROFESSIONAL QUALIFICATION

	Description 
	Year Obtained 
	Accreditation Body

	
	
	

	
	
	

	
	
	

	
	
	

	RELEVANT EXPERIENCE 

	Employer 
	Period
	Position and Key Expertise

	
	
	

	
	
	

	
	
	

	ADDITIONAL NARRATIVE (FURTHER RELEVANT EXPERIENCE, SPECIALIST KNOWLEDGE ETC.) 

	







CV Summary  (Key Administration 1)
	BIOGRAPHICAL SUMMARY - COMPLETE FOR THE NOMINATED Administration Staff 1

	Name
	

	Position in Company
	

	Role
	

	No. of Years’ experience?
	

	RELEVANT EDUCATIONAL/PROFESSIONAL QUALIFICATION

	Description 
	Year Obtained 
	Accreditation Body

	
	
	

	
	
	

	
	
	

	
	
	

	RELEVANT EXPERIENCE 

	Employer 
	Period
	Position and Key Expertise

	
	
	

	
	
	

	
	
	

	ADDITIONAL NARRATIVE (FURTHER RELEVANT EXPERIENCE, SPECIALIST KNOWLEDGE ETC.) 

	







CV Summary  (Key Administration 2)
	BIOGRAPHICAL SUMMARY - COMPLETE FOR THE NOMINATED Administration Staff 2

	Name
	

	Position in Company
	

	Role
	

	No. of Years’ experience?
	

	RELEVANT EDUCATIONAL/PROFESSIONAL QUALIFICATION

	Description 
	Year Obtained 
	Accreditation Body

	
	
	

	
	
	

	
	
	

	
	
	

	RELEVANT EXPERIENCE 

	Employer 
	Period
	Position and Key Expertise

	
	
	

	
	
	

	
	
	

	ADDITIONAL NARRATIVE (FURTHER RELEVANT EXPERIENCE, SPECIALIST KNOWLEDGE ETC.) 

	





Each CV presented must be no longer than 2 pages and focus specifically on the required called out in the template above.


[bookmark: _Hlk202349610][bookmark: _Toc210641563]Award Criterion C – Methodology and approach to editing a course
	Criterion C
	Weighting
	Maximum Marks
	Minimum Marks – 50%

	
	25%
	2,500
	1,250

	Title
	Methodologies for updating and maintain course content, delivery of courses, and new trends in learning.

	Description
	Tenderers must also confirm their understanding and acceptance to follow the Training Delivery requirements and Administration requirements sections, as set out in sections 3.4 and 3.7.
[bookmark: _Hlk211349964]Tenderers are required provide details of how trends in learning and training, including new and emerging technologies, might be applied now and/or in the future. Please refer to section 3.2.2 of the RFT for guidance.
In relation to course delivery, Tenders must detail how, if required, how capacity can be increased to respond to additional demand.
Please note: the response to this criterion will be evaluated in its totality.

	Tenderer’s Response



Please confirm:
	REQUIREMENT
	YES
	NO

	1
	Acceptance of training delivery requirements (Section 3.4)
	☐	☐
	Comment:



	REQUIREMENT
	YES
	NO

	2
	Acceptance of administration  requirements (Section 3.7)
	☐	☐
	Comment:





Please use this free text page(s) (i.e. do not type in the box) for your response to the requirements, trends in learning and training, including new and emerging technologies, might be applied now and/or in the future. Please also detail how, if required, capacity can be increased to respond to additional demand.



[bookmark: _Toc210641564]Award Criterion D – Sustainability, Innovation and added value
	Criterion D
	Weighting
	Maximum Marks
	Minimum Marks – 50%

	
	5%
	500
	250

	Title
	Sustainability, Innovation and added value

	Description
	With reference to Sections 3.15 and 3.16 of the tender document, Tenderers must outline their proposals for integrating sustainable considerations into the service. Proposals must be pertinent to the subject matter, and appropriate.
Finally, tenderers must provide details of how innovation or value add might be applied over the term of the contract without any additional cost to the Contracting Authority.

	Tenderer’s Response



Please use this free text page(s) (i.e. do not type in the box) for your response. 






[bookmark: _Toc210641565]Award Criterion E – Ultimate Cost for the purposes of evaluation 
	Criterion E
	Weighting
	Maximum Marks
	Minimum Marks

	
	15%
	1,500
	N/A

	Title
	Ultimate Cost – For the purpose of evaluation 

	Description
	Tenderers are required to  populate Tables 1.1 and 1.2 so as to provide a total cost for the propose of evaluations, and the Rate Cards contained in Tables 2.1 and 2.2.
All of which are contained within the Form of Tender as part of the Response Document.






[bookmark: _Toc210641566]Form of Tender
	To:
	Institute of Public Administration

	From:
	

	Scope of Framework
	Provision of Irish language Training to Public Service. 


I/We have examined the tender documentation and hereby offer to provide the services in accordance with the details contained within the Request for Tender (RFT) document.
Requirements:
1. Table 1.1 – Participant Cost  
Tenderers are required to populate table below for the purpose of evaluations. The cost per participant must  be based on the figures used to populate Table 2.1.
2. Table 1.2 – Additional Services
Tenderers are required to provide costs for additional requirements for evaluation purposes. The resources costs/ additional services  must be based on the figures used to populate Table 2.2.
3. Table 1.3 Ultimate Cost
Tenderers are required to populate this table with the sub total of table 1.1 and Table 1.2, to arrive at an ultimate cost for the purpose of evaluation.
Rate Cards:
The following tables are required to be populated as these from the basis of costs for the initial contract.
4. Table 2.1 – Cost Per Participant
Tenderers are required to provide a cost per participant per course in the table provided.
5. Table 2.2 – Rate Card – Resources
Tenderers are required to provide an hourly, half day (3.75hrs) and Daily rate (7.5hrs) for each of the resources identified. 

Please Note: The account management and administration requirements will not be chargeable and are included in the course delivery rates.

Total Cost for the purpose of evaluations
1.1 Participant cost
	Requirement
	Cost per Participant
(A)
	Volume
(B)
	Sub-total
(excl. VAT)
A x B
	VAT Rate 
(if applicable)

	1
	Bonnleibhéal 1 (Foundation 1)
TEG Level -- A1
	€
	18
	€
	%

	2
	Bonnleibhéal 2 (Foundation 2)
TEG Level – A2
	€
	18
	€
	%

	3
	Meánleibhéal 1 (Intermediate 1)
TEG Level -- B1
	€
	18
	€
	%

	4
	Meánleibhéal 2 (Intermediate 2)
TEG Level – B2
	€
	18
	€
	%

	5
	Ardleibhéal 1 (Advanced 1)
TEG Level -- C1
	€
	18
	€
	%

	SUB TOTAL 1:
	€
	%



1.2 Additional Services
	[bookmark: _Hlk210062175]Requirement
	Unit Cost
(a)
	Volume
(b)
	Sut Total
(excl. VAT)
A x B
	VAT Rate 
(if applicable)

	1
	Content Creator (half day)
	€
	5
	€
	%

	2
	Content Creator (full day)
	€
	5
	€
	%

	3
	Trainer (half day)
	€
	5
	€
	%

	4
	Trainer (full day)
	€
	5
	€
	%

	5
	Trainer (hourly)
	€
	5
	€
	%

	6
	Translator (full day)
	€
	5
	€
	%

	7
	Translator (hourly)
	€
	5
	€
	%

	SUB TOTAL 2:
	€
	%



1.3 ULTIMATE COST for the purpose of evaluation 
	Requirement
	Subtotal
	VAT Rate
(if applicable)

	1.1
	Participant cost (Sub-total 1 from table 1.1)
	€
	%

	1.2
	Additional Services (Sub-total 2 from table 1.2)
	€
	%

	Ultimate Cost for the Purpose of Evaluation
	€
	&



Rate Cards
Table 2.1 – Rate Card – Costs per Participant
	Requirement
	Cost per Participant
	VAT Rate 
(if applicable)

	1
	Bonnleibhéal 1 (Foundation 1) TEG Level -- A1
	€
	%

	2
	Bonnleibhéal 2 (Foundation 2) TEG Level – A2
	€
	%

	3
	Meánleibhéal 1 (Intermediate 1) TEG Level -- B1
	€
	%

	4
	Meánleibhéal 2 (Intermediate 2) TEG Level – B2
	€
	%

	5
	Ardleibhéal 1 (Advanced 1) TEG Level -- C1
	€
	%



Table 2.2 – Rate Card - Resources
	Requirement
	Hourly Rate
	Half Day rate (3.75hrs)
	Full day rate
(7.5hrs)
	VAT Rate 
(if applicable)

	Content Creator
	€
	€
	€
	%

	Trainer
	€
	€
	€
	%

	Translator
	€
	€
	€
	%

	
	
	
	
	



I/We confirm that I/we: 
a. Have priced our tender on the basis of all rates being inclusive of all out of pocket expenses (i.e. mileage, subsistence, phone, postage, etc.) and account / contract management related costs, 
b. Will keep this offer for the contract / framework open for acceptance by you for a period of 12 months from the date of deadline for submission of tenders,
c. Agree that you are not bound to accept the most economically advantageous or any tender you may receive,
d. Agree that the rates stated are the maximum price chargeable by the Framework Member during the initial two (2) years of the Framework Agreement, and that price changes, if applicable, will be in line with the Consumer Price Index or by any method agreed between the various parties, 
e. Have read and thoroughly examined the RFT,
f. Fully understand the RFT and the Client’s requirements,
g. Undertake to treat the details of the RFT, its tender and any subsequent agreements as private and confidential,
h. Acknowledge that acceptance by the Contracting Authority 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 is awarded and the framework agreement has been established between the Contracting Authority and the tenderer,
i. 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 contract,
j. Have included all elements necessary for the performance of the specified requirements, which are either expressly stated in the RFT or contained in any supplementary information or which could reasonably be inferred therefrom,
k. Have found no errors, omissions, conflicts or ambiguities in the RFT except those which I/We have brought to the attention of the Contracting Authority before the latest date for submitting queries,
l. Have included for 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, 
m. Will not, if awarded a contract employ labour in a manner that is discriminatory in relation to gender, civil/family status, sexual orientation, religion, age, disability, race, or membership of the traveller community.

	Signed:
	

	Name (in Capital Letters):
	

	On behalf of:
	

	Address:
	

	Telephone (Office):
	

	Telephone (Mobile):
	

	Email:
	

	Date:
	


[bookmark: ConfirmationCheck]

[bookmark: _Toc210641567]Confirmation Check
	Relevant Documents Completed
	Yes
	No

	I confirm that I have completed all relevant elements of this Tender Response Document.
	☐	☐
	Where applicable, I confirm that I have completed the relevant Pricing Documents 
	☐	☐
	I confirm that I have completed the Art. 57 declaration contained in this Tender Response Document, and I acknowledge that any changes in the circumstances confirmed in this declaration will be notified immediately to the Contracting Authority.
	☐	☐
	I confirm that I have read and accept the terms and conditions of the Contract and the Framework Agreement Terms and Conditions.
	☐	☐
	I confirm that I have opted to provide a completed European Single Procurement Document as evidence of compliance with Art. 57 and Financial Requirements.
	☐	☐
	Where I have used an ESPD, I confirm that I will provide all relevant information promptly on request.
	☐	☐
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