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Tender Response Document A
Selection Criteria & Tenderer Information

Single Supplier Framework Contracts for the provision of Travel Management Services.

[bookmark: _Hlk211853469]Response Deadline: Monday, 1st December 2025 
@ 13:00 (Irish Time)


OGP Ref No: TTT045F


LOT(S) applied for: (please tick the relevant box/boxes).
Please note that Tenderers can apply for One or Both Lots.

	LOT 1
	Travel Management Services – Based on Fixed Percentage Management Fees
	☐
	LOT 2
	Travel Management Services – Based on Transaction Fees
	☐





	Please insert Full Legal Name of Tenderer below:

	




PART A – INSTRUCTIONS

Tenderers must complete this section in full, which must be read in conjunction with the Request for Tenders (RFT) for the Provision of Travel Management Services, providing all required information.
	
Tenderers must answer each question in the relevant response areas provided below. 

Tenderers must ensure to address each question in its own right. Only information provided in the dedicated response areas for each question will be used for the evaluation of that question. Information provided elsewhere will NOT be assessed unless otherwise stated in the Tender Response Document (“TRD”). As such, Tenderers must ensure to include only relevant information in the applicable response areas below.  
Tenderers must align their responses to the particular requirements as set out in the RFT and the Tender Response Document (“TRD”) being tendered for. Tenderers must respond to ALL questions in this TRD.
Note: Where specified, maximum word or page counts should not be exceeded. Font size shall be no smaller than 11. Tenderers are advised that any part of their Tender beyond the word or page counts, where specified, WILL NOT be considered for evaluation.
Tenderers should not embed documents in the Tender Response document (TRD), documents should be attached as appendices to the TRD, if necessary.

Please refrain from adding corporate branding.

Completed Tender Response Documents must be returned in accordance with Section 2.6 of the RFT and as three (3) SEPARATE documents. 
Note: If it is your intention to submit a tender response for more than one [1] Lot, you must select each Lot on the Create Response screen and upload all the required documentation for each Lot throughout the process.
Tenderers should note to the extent that any specific provision in the RFT is inconsistent or conflicts with any provision in the TRD, the relevant provision of the RFT shall prevail.
All Tenders submitted in soft copy must be compiled such that they can be read immediately using Microsoft Word, PowerPoint, PDF Readers or equivalent.
Tenderers must ensure that the document submitted is text searchable using non-OCR software i.e. it must not be a document which has been scanned as an image or protected against search. It must not be an embedded document or file.
The Contracting Authority is not responsible for corruption in electronic documents. Tenderers must ensure electronic documents are not corrupt.







	Tenderer(s) to Complete
Please tick the box below to acknowledge you agree and understand

	Please tick this box to certify that you understand the instructions of this TRD.
	☐

	Please tick this box to confirm that you have enclosed supporting documentation for the Selection Criteria as outlined at 3.2 of the Request for Tenders document.
	☐
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A.1 Lot Selection/Preference

	
A.1 LOT SELECTION/PREFERENCE

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	a) Tenderers may apply for one or both Lots.
b) Tenderers may be awarded a maximum of one Lot. 
(i) However, in the event where only one compliant tender response has been received for Lots 1 & 2, each from the same Tenderer, the Contracting Authority reserves the right to award both Lots to the tenderer who provided the single compliant response for each Lot.
c) In the event of a Tenderer achieving the highest score in both Lots then they will be awarded the Lot which they indicated as ‘First Preference’ within the Tender Response Document A. 
d) The next highest ranked supplier in the remaining Lot will then be awarded a Framework Contract for that Lot. 

Tenderers intending to submit bids for more than one Lot are advised that they may use the same set of Tender Response Documents for each Lot. However, it is essential that a complete response is uploaded separately under each individual Lot being applied for within the eTenders platform.

Once completed, please go to Section A.2





	Please identify the Lot(s) which you are tendering for by ticking the boxes below:

	Lot 1: Management Fee
	☐
	Lot 2: Transaction Fee
	☐


	If tendering for both Lots, please clearly indicate your first and second Lot preference via the dropdown list provided:

	Lot 1: Management Fee
	Choose an item.
	Lot 2: Transaction Fee
	Choose an item.












A.2 Tenderer Information

	
A.2 TENDERER INFORMATION

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Tenderers must complete this section in full, providing all the required information. 
If the Tender submission concerns Consortia or Sub Contractors, please continue to Section A.2.a
Once completed, please go to Section A.3




	Designated Contact Details for this Tender

	Contact Name for this Tender
	Click here and insert details


	Telephone Number, including mobile number
	Click here and insert details


	Email Address
	Click here and insert details




	Company Details

	Full Legal Name of Tenderer (Contractor)
	Click here and insert details

	Registered Company Address
	Click here and insert details

	
	[bookmark: Text1]Click here and insert details

	
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details

	Website Address
	Click here and insert details

	How long has the company traded under this name?
	Click here and insert details

	VAT Number 
	Click here and insert details

	Company Registration Number
	Click here and insert details

	Date of Registration
	Click here and insert details

	Country of Registration
	Click here and insert details

	Legal Status (if any)
(e.g. Limited Company, Partnership, Sole Trader etc.)
	Click here and insert details

	Company Category Type
	Company Category
	Staff Headcount
	Annual Turnover
	Annual Balance Sheet Total

	Large
	> 250
	> € 50 m
	> € 43 m

	Medium
	< 250
	≤ € 50 m
	≤ € 43 m

	Small
	< 50
	≤ € 10 m
	≤ € 10 m

	Micro
	< 10
	≤ € 2 m
	≤ € 2 m




	Click here and insert details












































	A.2.a CONSORTIA /SUB CONTRACTORS INFORMATION
	(Section 2.5 of RFT)	

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	If this tender submission concerns a Consortium or Sub Contractors, Tenderers must complete this section in full, providing all the required information. Where Tenderers regard information as not applicable to them, they must enter N/A in the relevant response area. 
(Please note eESPD must be completed for all parties)

Once completed, please go to Section A.3






	Name of Sub Contractors or Consortium Member
	Description of the role to be fulfilled by each Sub-Contractor and/or Consortium Member (maximum 100 words)

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details




























A.3 Declaration Of Registrable Interests

	A.3 DECLARATION OF REGISTRABLE INTERESTS (Clause 2.13 of RFT)

	Any Registrable Interest involving any Tenderer/Subcontractor and the Contracting Authority, any Framework Client, members of the Government, members of the Oireachtas, or employees and officers of the Contracting Authority or any Framework Client and their relatives must be fully disclosed in the Tender or, in the event of this information only coming to the notice of the Tenderer or Subcontractor after the submission of a Tender, must be communicated to the Contracting Authority immediately upon such information becoming known to the Tenderer/Subcontractor. 
The terms ‘Registrable Interest’ and ‘Relative’ shall be interpreted as per Section 2 of the Ethics in Public Office Act 1995 and 2001, copies of which are available at www.irishstatutebook.gov.ie. The Contracting Authority will, at its absolute discretion, decide on the appropriate course of action, which may in appropriate circumstances include eliminating a Tenderer from this Competition or terminating any Services Framework Contract entered into by a Tenderer.

Once completed, please go to Section A.4



	We declare the following Registrable Interests involving the Tenderer/subcontractor and the Contracting Authority, members of the Government, members of the Oireachtas, or employees and officers of the Contracting Authority; 

	Click here and insert response













A.4 Freedom of Information

	A.4 FREEDOM OF INFORMATION (Clause 2.16 of RFT)

	Tenderers should be aware that, under the Freedom of Information Act 2014, information provided by them during this Competition may be liable to be disclosed.

Tenderers are asked to consider if any of the information supplied by them in their Tender should not be disclosed because of its confidentiality or commercial sensitivity.  If Tenderers consider that certain information is not to be disclosed because of its confidentiality or commercial sensitivity, Tenderers must, when providing such information, clearly identify such information and specify the reasons for its confidentiality or commercial sensitivity.  

If Tenderers do not identify information as confidential or commercially sensitive, it is liable to be released in response to a Freedom of Information request without further notice to or consultation with the Tenderer.  The Contracting Authority will, where possible, consult with Tenderers about information so identified before making a decision on a request received under the Freedom of Information Act.

Once completed, please go to Section A.5



	Click here and insert response






A.5 Conflicts of Interest

	A.5 CONFLICTS OF INTEREST (Clause 2.18 of RFT)

	Any conflict of interest or potential conflict of interest on the part of a Tenderer, Subcontractor or individual employee(s) or agent(s) of a Tenderer or Subcontractor(s) must be fully disclosed to the Contracting Authority as soon as the conflict or potential conflict is or becomes apparent.  In the event of any actual or potential conflict of interest, the Contracting Authority may invite Tenderers to propose means by which the conflict of interest might be removed.  The Contracting Authority will, at its absolute discretion, decide on the appropriate course of action, which may in appropriate circumstances include eliminating a Tenderer from this Competition or terminating any Services Framework Contract entered into by a Tenderer.

Once completed, please go to Section A.6



	Click here and insert any actual or potential conflicts of interest or mark as not applicable











	
A.6 Tenderer’s Statement

	A.6 TENDERER’S STATEMENT (Appendix 3 to the RFT)

	Minimum Rule Applying
Tenderers shall complete and return the following form of Tenderer’s Statement printed on the Tenderer’s headed notepaper and signed by the Tenderer. 
The signed copy of the Tenderers Statement may be scanned and submitted separately via the ‘electronic tenderbox’ available on www.etenders.gov.ie  . 
Non-compliance under any heading in the Tenderer’s Statement will result in the automatic disqualification of the Tenderer in question.
THE TENDERER’S STATEMENT MUST BE COMPLETED AND SIGNED BY A DULY AUTHORISED SIGNATORY OF THE TENDERER’S ORGANISATION.

Once completed, please go to Section A.7.






TENDERERS’ STATEMENT

TO: Minister for Public Expenditure, Infrastructure, Public Service Reform and Digitalisation  (the “Contracting Authority”)
RE: Request for Tenders for the Provision of Travel Management Services

Having examined your Request for Tenders (the “RFT”) including the Instructions to Tenderers, the Selection and Award Criteria, the Requirements and Specifications, and the Terms and Conditions of the Framework 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 Requirements and Specifications at Appendix 1 to the RFT.

	2.
	We accept all of the Terms and Conditions of the RFT, the Framework Contract and the Confidentiality Agreement and agree if awarded a Framework Contract to execute the Framework Contract at Appendix 5 to the RFT and the Confidentiality Agreement at Appendix 6 to the RFT.

	3.
	We accept all the Selection and Award Criteria as set out in Part 3 of the RFT.
We agree to provide the Contracting Authority with the Services in accordance with the RFT and our Tender.

	4.
	

	5.
	We agree that, if awarded any Client Contract pursuant to a Framework Contract, we shall, in the performance of such contract, comply with all applicable obligations in the field of environmental, social and labour law.

	6.
	We confirm that we have complied with all requirements as set out at Part 2 of the RFT.

	7.
	We confirm that all prices quoted in our Tender will remain valid for the period of time commencing from the Tender Deadline specified at paragraph 2.10.3 of the RFT. 

	8.

9.
	We shall, if awarded any Framework Contract under the RFT, have in place on the Commencement Date of the Framework Contract all insurances (if any) as required by paragraph 2.21.1 of the RFT.
We confirm that all Data Subjects whose Personal Data is provided in our Tender 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.


	10.
	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).

	11.
	The origin of goods connected to our Tender, 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).          

	12.
	Any subcontractor, supplier or other entity on whose capacity we rely as part of our Tender  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)
	Company


	Print name

Date
	Address









A.7 Electronic European Single Procurement Document (eESPD)

	A7. Electronic European Single Procurement Document (eESPD) 

	[image: https://www.citycloud.com/wp-content/uploads/2014/07/tip.png]
	Minimum Rule Applying
Tenderers must complete and submit with their Tender the electronic version of the European Single Procurement Document (“eESPD”).
Non-compliance under any heading in the eESPD will result in the automatic disqualification of the Tenderer in question.
The eESPD must be completed by a duly authorised officer of the Tenderer’s organisation.
Once completed, please go to Section A.8.1.


	The guidance video on how to complete the eESPD can be accessed by clicking HERE
Please note: If the link doesn’t open you may need to copy and paste into the Chrome web browser. 

Once completed, please go to Section A.8.1.

















A.8 Economic and Financial Standing

	A.8.1 Turnover 
[please refer to Section 3.2.A.(i) of the RFT]

	Tenderers must declare by way of eESPD that they satisfy the financial and economic standing requirement(s) set out below and that they are able, upon request and without delay, to provide the supporting documentation specified below to the Contracting Authority in each case.
Tenderers must have a minimum average annual turnover of €15,000,000 (excl. VAT) for the last three (3) financial years. 
If the date of establishment is more recent, the annual turnover of the Tenderer for each year the Tenderer has been established must equal or exceed €15,000,000 (excl. VAT). 

Details of the Tenderer’s minimum turnover for each of the last three (3) financial years, or if the date of establishment was more recent, for each of the year(s) the Tenderer has been established, must be provided below: 


	Three most recent financial years
	Financial Year 
<insert year>
	Financial Year
 <insert year>
	Financial Year 
<insert year>

	Turnover
	€
	€
	€



The successful Tenderer will be required to furnish, upon request of the Contracting Authority, a copy of the Tenderer’s financial accounts or accountant letter/certificate (if the accounts are not audited) or audited financial accounts or auditor’s statement (where the accounts are audited), for the last three (3) financial years, which must evidence the Tenderer meets the turnover requirements. The Contracting Authority shall seek documentary evidence from successful Tenderers prior to (and as a condition of the award of) a place on relevant Lot.

Once completed, please go to Section A.8.2.












	A.8.2 Statement of Solvency 
[please refer to Section 3.2.A.(ii) of the RFT]

	The Tenderer must declare that it is able to pay its debts, identified on the current statement of assets and liabilities as being the debts as they fall due and will upon request, prior to (and as a condition of) award of the Framework Contract provide the Contracting Authority with a letter from their principal auditors confirming the Tenderer is able to pay its debts, identified on the current statement of assets and liabilities as being the debts as they fall due.


The Contracting Authority shall seek documentary evidence from successful Tenderers prior to (and as a condition of the award of) a place on relevant Framework Agreement Lot (and at any time during the Term of the Framework Agreement to reconfirm this) to verify that all accounts held by the Tenderer are currently in good standing, by way of a letter from the Tenderer’s bankers, accountant or auditor which states that all accounts held by the Tenderer are currently in good standing. This letter must be dated within six months of the Tender Deadline.

Once completed, please go to Section A.8.3



	Click here and insert response


	Confirmed Yes/No
	



















	A.8.3 Licensing and Bonding 
[please refer to Section 3.2.A.(iii) of the RFT]

	Tenderers established in Ireland are required to confirm that they have in place, or will put in place, a bond with the Irish Aviation Authority (IAA) pursuant to a licence issued by the IAA. Alternatively, tenderers established in Ireland who choose to be unlicensed must comply with applicable insolvency protection arrangements for the sale of packages/linked travel arrangements. It should be noted that travel only sales commencing in Ireland must be licensed. Tenderers must submit evidence that they have appropriate bonding in place with the Irish Aviation Authority as required by Section 13 of the Transport (Tour Operators and Travel Agents) Act 1982 as amended and including all relevant Statutory Instruments made thereunder.
Such bonding must represent at least 4% of the tenderer’s “licensable turnover” as that term is defined by the Irish Aviation Authority in the operation of the Irish bonding scheme under the 1982 Act.
The Contracting Authority reserves the right to seek full details of any bonding in place and the “licensable turnover” of the Tenderer. Full details of this bonding scheme may be viewed on the website of the Irish Aviation Authority at http://www.iaa.ie  
Tenderers must note that the award of this contract will have an impact on their “licensable turnover” of the successful Tenderer and that as a result they will be required to increase their level of bonding accordingly.

Tenderers established in EU member states other than Ireland must provide evidence they have in place, or will put in place, security in accordance with the law of the Member State in which they are established, proportionate to the annual value of this Contract and including all other current contracts.

Tenderers established outside the European Union must provide evidence they have in place, or will put in place, effective security in respect of the annual value of ALL Services under the Contract. 
Security options are set out in Sections 23 to 25 of the Package Holidays and Travel Trade Act, 1995, as amended (including by Statutory Instruments 80 and 105 of 2019, and in particular, Regulations 20 to 22 of Statutory Instrument 80 of 2019).

Once completed, please go to Section A.9.1

	Click here and insert response


	[bookmark: _Hlk211851313]Confirmation of Licencing and Bonding Yes/ No
	

	Licence Number
	

	Supporting Appendix Number
	







A.9 Technical and Professional

	A.9.1 Relevant Experience - Previous Contract Examples 
[Please refer to Section 3.2.B (i) of the RFT]

	Tenderers must declare by way of eESPD and provide contract examples in the templates provided, demonstrating that they have experience in successfully delivering a contract of a similar nature and scope to the Services sought:  
 
 
Tenderers must demonstrate experience in the successful delivery of the Services sought in Appendix 1 of the RFT. Using the template provided below, Tenderers must provide details of three [3] reference contract examples relating to services provided to either public sector and/or private sector clients within the past three [3] years. Each reference contract must describe in a clear and comprehensive manner the Tenderer’s experience and reliability in the provision of services of a similar nature and scope.

In respect of each of the reference contract examples cited in response to the above paragraph 3.2.B (i), Tenderers must provide a satisfactory written reference from their client referee contact (on headed paper*). 
The written reference must confirm that the services were provided within the past three (3) years and were to the satisfaction of the client referee. 
*These references must be provided as either a scanned copy of a letter on headed paper which has been duly signed by the reference organisation’s authorised representative or provided in a format which is fully traceable to the reference organisation’s authorised representative, such as an email with the sender’s email address clearly shown.
In order to verify the reference, or in the event of insufficient detail in the reference, the Contracting Authority may contact any or all of the referee(s) for verification purposes without prior notice to the Tenderer. 

Once completed, please go to Section A.9.2

















	Reference Contract Example 1 

	Name of Contract:
	

	Client/Contracting Authority:
	

	Contract Duration (within last 3 years):
	Start: dd/mm/yyyy
	Finish: dd/mm/yyyy

	Description of Services Provided: 
	

	Details of any Subcontractors used:
	

	Value of work subcontracted:
	

	Overall Value of Contract:	 
	

	Name of Client Referee:
	

	Position:
	

	Address of Client Referee:
	

	Telephone of Client Referee:
	

	Email Address of Client Referee:
	

	Please tick to confirm if you have provided with the Response a written signed reference on headed paper from the client referee contact, confirming the information provided is true and, and that services provided were to the satisfaction of the client referee.
	☐
	Written reference provided in Appendix No.
	
	



	Reference Contract Example 2 

	Name of Contract:
	

	Client/Contracting Authority:
	

	Contract Duration (within last 3 years):
	Start: dd/mm/yyyy
	Finish: dd/mm/yyyy

	Description of Services Provided: 
	

	Details of any Subcontractors used:
	

	Value of work subcontracted:
	

	Overall Value of Contract:	 
	

	Name of Client Referee:
	

	Position:
	

	Address of Client Referee:
	

	Telephone of Client Referee:
	

	Email Address of Client Referee:
	

	Please tick to confirm if you have provided with the Response a written signed reference on headed paper from the client referee contact, confirming the information provided is true and, and that services provided were to the satisfaction of the client referee.
	☐
	Written reference provided in Appendix No.
	
	




	Reference Contract Example 3 

	Name of Contract:
	

	Client/Contracting Authority:
	

	Contract Duration (within last 3 years):
	Start: dd/mm/yyyy
	Finish: dd/mm/yyyy

	Description of Services Provided: 
	

	Details of any Subcontractors used:
	

	Value of work subcontracted:
	

	Overall Value of Contract:	 
	

	Name of Client Referee:
	

	Position:
	

	Address of Client Referee:
	

	Telephone of Client Referee:
	

	Email Address of Client Referee:
	

	Please tick to confirm if you have provided with the Response a written signed reference on headed paper from the client referee contact, confirming the information provided is true and, and that services provided were to the satisfaction of the client referee.
	☐
	Written reference provided in Appendix No.
	
	



















	A.9.2 Access to Global Distribution System 
[Please refer to Section 3.2.B (ii) of the RFT]

	
Tenderers must have access to and utilise an appropriate Global Distribution System (“GDS”) to participate in the competition for each Lot. Tenderers must provide details on the GDS which is used in accessing travel options. A Global Distribution System (“GDS”) is a network operated by a company that enables automated transactions between travel service providers (mainly airlines, hotels and car rental companies) and travel agencies.

Tenderers must provide details on the GDS which is used in accessing travel options below.   

The Contracting Authority reserves the right to contact the partners / sub-contractors / consortium members without prior notice to Tenderers in order to verify the information provided.

Once completed, please go to Section A.9.3
 

	Click here and insert response





















	A.9.3 
Organisation Certification and Qualification
[Please refer to Section 3.2.B (iii) of the RFT]


	Tenderers must provide details of their quality assurance / certification.

Tenderer must confirm it holds the required quality assurances/certification for the respective services as outlined in the Table below for each Lot. This will be verified prior to (and as a condition of the award of) a place on any Framework Agreement Lot.

	Certified to ISO 9001 (Quality Management System) or equivalent

	Certified to ISO 14001 (Environmental Management) or equivalent





Once completed, please go to Section A.9.4


	Click here and insert response


	Confirmation of Certification ISO 9001 or equivalent Yes/ No
	

	Confirmation of Certification ISO 14001 or equivalent Yes/ No
	

	Supporting Appendix Number
	

















	A.9.4 Organisational Structure
[Please refer to Section 3.2.B (iv) of the RFT]

	The successful Tenderer must ensure that key personnel have the appropriate support from the organisation’s management board or similar to manage any issues which cannot be resolved under day-to-day management arrangements. Tenderers must provide a detailed organigram (organisational chart) illustrating the structure of their proposed team for this contract.

Please provide an Organisational Chart for Tenderers organisation.

Once completed, please go to Section A.10



	Organisational Chart Provided Yes /No
	

	Supporting Appendix No.
	


































A.10 Additional Requirements

	A.10 Artificial Intelligence
[please refer to Section 2.6.5 of the RFT] 

	Artificial Intelligence
	TENDERERS RESPONSE

	
Please provide details on the use (if applicable) of Artificial Intelligence or machine learning tools, including large language models, to assist in any part of their Tender.  
This may include the use of these tools to support the drafting of responses to selection and/or award criteria.


	

Yes ☐   
(If “Applicable” please provide details below)

         
  Not Applicable ☐


	                                                                                                                                                                                                            
If “Applicable”, click here to provide details. 






	a) Where Artificial Intelligence tools have been used to support the generation of Tender responses, please confirm that they have been checked and verified for accuracy.
	

Yes ☐
 No ☐
            Not Applicable ☐



	b) Where Artificial Intelligence tools have been used to support the generation of Tender responses please complete the declaration to confirm understanding that tenderers are bound by any such content submitted as part of their tender response.
	

Yes ☐
 No ☐
            Not Applicable ☐






End of Document A
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