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[bookmark: _Toc169188740]Instructions to Tenderers

Tenderers must fully complete this Tender Response Document B1 (TRD 1) Lot 1 which accompanies the Request for Tender Document (RFT) to establish a Multi Supplier Framework Agreement for the provision of Irish Language Translation Services - Framework Reference:  EMS003BF / PROJ000010285. Please provide ALL required information.

Tenderers are advised to read the documents thoroughly.  While every effort has been made to provide comprehensive and accurate information in all notices and documents prepared for the purpose of this Framework, the Contracting Authority does not accept any liability or provide any express or implied warranty in respect of such information. The Tender Response Document is divided into two (2) Sections (A.1 and A.2) ALL OF WHICH MUST BE COMPLETED BY THE TENDERER unless otherwise stated. 

Tenderers must ensure to address EACH QUESTION in this Tender Response Document in its own right. Only information provided in the dedicated response areas for each question will be used for the evaluation of that question. As such, Tenderers must ensure to include only relevant information in the applicable response to Lot 1 in the areas provided below.

Please Note: 
· Tenderers should note that all responses submitted in the Tender Response Document must comply with the maximum page count and specified font size indicated for each question. 
· Any additional pages in excess of the maximum page count specified WILL NOT be considered for evaluation, with the exception of the following;
· 1.3.1(b) Process flow diagram of audit process and systems
· 1.3.1(b) Sample post assignment completion report
· 1.3.1(b) Sample audit report available to Framework Clients
· 1.3.1(c) Sample specimen Management Information Reports
· 1.3.2(a) CV of Key Account Manager may be provided (this may be max. 1 A4 page)
· 1.3.2(b) Organisation Chart of Management Structure
All of the above should be submitted as appendices and clearly labelled with the relevant award criterion number.
· Any additional information unless specifically requested included, as Hyperlinks, URLs, Websites or Appendices that include for example in the form of tables, brochures, graphics, documents or charts is NOT permitted in response to this Request for Tender, unless specifically requested. Any such information submitted WILL NOT be considered.
· Tenderers MUST NOT embed documents within their Tender Response Document; any documents should be attached as appendices to the TRD (where applicable and permissible).
· The Tender Response Document must be submitted in English. 





[bookmark: _Toc169188741][bookmark: _Toc97041908]Section 1 Award Criteria 
Please Note: All parts of Section 1 Award Criteria of the TRD must be completed by Tenderers. 

[bookmark: _Toc169188742]A. Award Criteria for selection as a Framework Agreement Member (Paragraph 3.3.1 of the RFT)

Appointment to the Framework will be awarded on the basis of the most economically advantageous tender(s) as identified in accordance with the following criteria:
Table 1 - Lot 1 - Translation of Standard and Technical Text – Contract Value greater than €50K and less than €150K 
	Appendix 1
	Description
	Marks Available
	Minimum Mark Required To Pass

	Part 1: Service Proposal 

	1.3.1
	Quality of Service
	120
	

	(a)
	Quality Control and Quality Assurance
	30
	72

	(b)
	Audit and Reporting
	30
	

	(c)
	Management Information
	30
	

	(d)
	Complaints Handling
	30
	

	1.3.2
	Customer Relationship Management and Response to Service Requests
	120
	

	(a)
	Key Account Manager
	30
	72

	(b)
	Management Structure and Systems
	30
	

	(c)
	Booking Confirmation and Tracking
	30
	

	(d)
	Turnaround Times
	30
	

	1.3.3
	Data and Information Security
	85
	51

	
	
	
	

	1.3.4
	Governance, Professional and Ethical Standards
	75
	

	(a)
	Governance and Ethical Standards
	25
	45

	(b)
	Continuous Professional Development
	25
	

	(c)
	Sustainability Plan (Environmental and Social Inclusion)
	25
	

	Part 2: Cost Proposal

	
	See Appendix 2 – Pricing Schedule:
1. Translation (including Proofreading) of Standard and Technical Text (400 marks)
2. Proofreading of Standard and Technical Irish Text (200 marks)
	600
	N/A


Tenderers must achieve the minimum marks in each qualitative criterion. Failure to achieve these minimum marks for any particular Lot(s) will result in the Tenderer being eliminated from the Competition for the relevant Lot and its price proposal will not be evaluated.

Evaluation of Award Criteria 
Methodology for Calculating Scores 
Scoring of the Award Criteria will be based on an assessment of the information provided by Tenderers in response to each of the requirements set out in Appendix 1 and Appendix 2 using the scoring methodology set out below. 
Part A: Service Proposal:
[bookmark: _Hlk212640507]Tenders for each Lot will be evaluated by applying the above award criteria scored out of a total of 1,000 marks. 
Qualitative marks are available for Tenderer’s Service Proposal in response to the Award Criteria for each Lot, which are more precisely described at Appendix 1. 
Price Proposal marks are available for Tenderer’s Price Proposal for each Lot, which are more precisely described at Appendix 2.
[bookmark: _Hlk212638567][bookmark: _Hlk212638607]Tenderers are required to submit a response and indicate which Lot(s) they have applied for. The marks achieved under the evaluation of criteria will be allocated to each Lot for which the Tenderer has applied.
Tender Price Proposal marks will be based on an evaluation of the pricing schedule submitted.
Tenderers must achieve the minimum marks in each Award Criterion.  Failure to achieve the minimum marks shall result in the elimination of the Tender from the Competition for the relevant Lot.
Tenderers’ overall marks will be the cumulative total of the marks awarded to their response to the Award Criteria (TRD B), and Appendix 2 Pricing submissions (TRD C).
[bookmark: _Hlk210899751]Where the Award Criteria described above is further sub-divided (see Part 1.3 of Appendix 1), equal marks unless otherwise stated will be allocated to each sub-criteria.  For example, 1.3.1 ‘Quality of Service’ is sub-divided into four sub-criteria - 1.3.1 (a) to 1.3.1 (d) and therefore each sub-criterion will be marked equally out of the marks available under this Award Criterion. 
Responses to each award criterion will be scored 0 - 5. This mark, or multiplier, will be used to calculate the score to be awarded.
For example, if 200 marks are available, the base mark is 40 (200 / 5). If the Tenderer is scored 5 (excellent), 200 marks will be awarded (40 x 5).  If the Tenderer is scored 2 (a response where reservations exist), 80 marks will be awarded (40 x 2), and so on.

Scoring Methodology 
[bookmark: _Hlk207622370]Table 2: Methodology for Calculating Scores when evaluating Award Criteria
	Weighting
	Meaning

	5
	An excellent response providing comprehensive and convincing assurance that the Tenderer will deliver to an excellent standard.

	4
	A very good response that demonstrates real understanding of the requirements and provides convincing assurance that the Tenderer will deliver to a very good or high standard.

	3
	A satisfactory response which demonstrates a reasonable understanding of the requirements and gives reasonable assurance of delivery to an adequate standard but does not provide sufficiently convincing assurance to award a higher mark.

	2
	A response where reservations exist. Lacks full credibility/convincing detail, and does not provide confidence to the Contracting Authority that the required Services will be successfully delivered.

	1
	A response where serious reservations exist. This may be because, for example, insufficient detail is provided, or the response has fundamental flaws, or is seriously inadequate or seriously lacks credibility with a high risk of non-delivery.

	0
	No response or partial response only and poor evidence provided in support of it: failure to meet the requirements. 


	

[bookmark: _Toc169188743]A.1 Glossary of Terms

Please Note: Tenderers should complete a Glossary of Terms table (below) of industry terms and acronyms etc. used in their Tender Response (Tenderers should add rows to table as required)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc169188744]A.2 Award Criteria (Paragraph 3.3.1 of the RFT and Paragraphs 1.3.1-1.3.4 of Appendix 1 to the RFT)  
                                                                                                 
	11.3.1 Quality of Service
120 Marks Available
(Minimum 72 Marks Required)

	(a) Quality Control and Quality Assurance (30 Marks Available)

Max. Page Count: (3) Three A4 pages, font Calibri, size 11 text.  

Any additional pages in excess of the maximum page count specified WILL NOT be considered for evaluation

	
In their Service Proposal Tenderers must describe how they propose to address the requirements described. 

The response must specifically address the following: 
A. The organisation’s quality management process
B. Review measures to ensure accuracy and consistency with source material 
C. Tenderers must outline how they propose to return completed proofreading assignments as per section 1.2.1 Proofreading of assignments and standalone proofreading requests (Lot 1)
D. How the quality management process addresses poor performance / responsiveness and remedies to the Framework Client satisfaction.

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1
















	Click here and insert details for 1.3.1(a)








	
(b) Audit and Reporting (30 Marks Available)

Max. Page Count: (2) Two A4 pages, font Calibri, size 11 text

All page limits for this sub-criterion 1.3.1 (b) are exclusive of process flow diagram, sample post-assignment completion report, and sample audit report which do not count towards the limits.
  
Any additional pages in excess of the maximum page count specified WILL NOT be considered                          for evaluation

	In their Service Proposal Tenderers must describe how they propose to address the requirements described. 

In their Service Proposal tenderers must describe how they intend to maintain up to date accurate audit trails and how they will ensure the quality of the translations returned to Framework Clients are of the highest standard at all times. 

The response must specifically address the following:
A. Supporting description of audit processes and systems supported by a process flow diagram
B. Provide a sample post-assignment completion report identifying in your response how quality is ensured in the delivery of the Services
C. Provide a sample audit report which will be available to Framework Clients, and within your response provide a supporting description of key audit features. 

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1





























	Click here and insert details for 1.3.1(b)








	
(c) Management Information (30 marks available)


Max. Page Count: (2) Two A4 pages, font Calibri, size 11 text.   

All page limits for this sub-criterion 1.3.1 (c) are exclusive of specimen M.I. reports which do not count towards the page limit.
	       
Any additional pages in excess of the maximum page count specified WILL NOT be considered                         for evaluation

	In their Service Proposal Tenderers must describe how they propose to address the requirements described. 
 
The response must specifically address the following:
A. Tenderers must provide specimen M.I. reports that demonstrate their ability to meet the requirements described. These specimen reports may be included as an appendix to their submission and do not count toward the maximum page count limits specified below.  Tenderers must also provide specific details of their M.I. systems and describe their ability to adapt to any bespoke M.I. reporting requirements that may arise.
Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1






	Click here and insert details for 1.3.1(c)



























































	
(d) Complaints Handling (30 Marks Available)

Max. Page Count: (2) Two A4 pages, font Calibri, size 11 text.  
 
Any additional pages in excess of the maximum page count specified WILL NOT be considered                         for evaluation

	In their Service Proposal Tenderers must describe how they propose to address the requirements described. 
 
The Tenderer should provide a detailed and specific description of the complaints procedure they propose to establish if awarded any Services Contract(s), to include:
A. how complaints will be recorded,
B. how complaints relating to specific performance under any Services Contract(s) awarded will be dealt with,
C. how recurring complaints or systematic failures will be identified, remedied and escalated to the Framework Client,
D. how the complaints systems and procedures will be audited, reviewed and amended as necessary.
Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1
























	Click here and insert details for 1.3.1(d)














	1.3.2 Customer Relationship Management and Response to Service Requests
120 Marks Available
(Minimum 72 marks required)


	
(a) Key Account Manager (30 marks available)

Max. Page Count: (2) Two A4 pages, font Calibri, size 11 text

All page limits for this sub-criterion 1.3.2 (a) are exclusive of CVs of Key Account Manager (max. 1 page each) which do not count towards the limits.

Any additional pages in excess of the maximum page count specified WILL NOT be considered for evaluation with the exception of the CV for the Key Account Manager


	In their Service Proposal Tenderers must describe how they propose to address the requirements described. The response must specifically address the following: 

A. the number and details of staff that will be allocated to the management of any Services Contract awarded, i.e. Key Account Manager(s) and any other named management staff members that will be directly working on this Services Contract.
B. Details of the proposed Key Account Manager who will be allocated to any Contracts awarded and their roles and responsibilities as they will relate specifically to any Contracts awarded. The details provided must include a description of their experience and capabilities as they relate to the requirements described. 

(A C.V of Key Account Manager proposed to manage any Services Contract awarded may be provided, this may be max 1 A4 page, which will not count towards the page limit). 

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1






	Click here and insert details for 1.3.2 (a)







	
(b) Management Structure and Systems (30 marks available)

            Max. Page Count: (3) Three A4 pages, font Calibri, size 11 text

All page limits for this sub-criterion 1.3.2 (b) are exclusive of Organisation Chart which does not count towards the page limit.

Any additional pages in excess of the maximum page count specified WILL NOT be considered for evaluation 

	In their Service Proposal Tenderers must describe how they will effectively manage any Services Contract(s) awarded. This should include outlining their approach to the following elements of their management processes:

Tenderers must provide a description of any management resources that will be used to service any Services Contract awarded. This must include the following information:

A. [bookmark: _Hlk211519734]an organisational chart outlining roles and responsibilities of all staff who will have responsibility for any Services Contract(s) awarded. 
B. how the Tenderer proposes the quality of new employees / Sub Contractors / freelance translators will be assessed and how they will be directly managed.
C. how the performance quality of employees/Sub-contractors/external resources will be monitored and maintained to a suitably high level. 
D. Please provide details of the management plan/procedures and systems in place highlighting how these address the following areas: 
i. record interactions,
ii. requests and escalations across multiple Framework Clients
iii. management of numerous assignments and management of assignment timelines

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1




	Click here and insert details for 1.3.2(b)






	
(c)      Booking Confirmation and Tracking (30 marks available)
Max. Page Count: (1) One A4 page, font Calibri, size 11 text

Any additional pages in excess of the maximum page count specified WILL NOT be considered
for evaluation



	
In their Service Proposal Tenderers must describe how they propose to address the requirements described. The response must specifically address the following:

A. A description of the booking and tracking system they will use and how this booking and tracking system will meet the requirements described. 

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1






	Click here and insert details for 1.3.2(c)







	
(d)       Turnaround Times (30 Marks Available)

Max. Page Count: (1) One A4 page, font Calibri, size 11 text

Any additional pages in excess of the maximum page count specified WILL NOT be considered
for evaluation


	In their Service Proposal Tenderers must describe how they propose to address the requirements described. The response must specifically address the following:

A. How the Tenderer will meet each of the timelines. In particular this must include a detailed description of how they will meet bespoke requests and High Priority Translation turnaround times and provide information relating to their ability to manage multiple assignments, addressing the organisational capacity.


Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1




	Click here and insert details for 1.3.2(d)







	
1.3.3 Data and Information Security
85 Marks Available
(Minimum 51 marks required)

	
Data and Information Security (85 Marks Available)

 Max. Page Count: (4) Four A4 pages, font Calibri, size 11 text

Any additional pages in excess of the maximum page count specified WILL NOT be considered
for evaluation


	In their Service Proposal Tenderers must describe how they propose to address the requirements described. 

The response must specifically address the following:

A. How the Tenderer will ensure the secure reception of source material from Framework Clients, the secure storage of work in progress, back-up systems available and the secure final transmission of completed assignments to Framework Clients.

B. Details of how the Tenderer will restrict access to material as required and capture access records in the audit trail, addressing areas such as:
i. Direct engagement access only
ii. Post-assignment completion access management
iii. Processes and Procedures to address highly sensitive and/or confidential information

C. How the Tenderer will ensure that translators listed at Appendix 9 and working remotely have adequate safeguards in place to ensure the protection of Framework Clients’ material in their possession.

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1




	Click here and insert details for 1.3.3







	
1.3.4 Governance, Professional and Ethical Standards
75 Marks Available
(Minimum 45 marks Required)


	(a) Governance and Ethical Standards (25 Marks Available)

 Max. Page Count: (2) Two A4 pages, font Calibri, size 11 text

Any additional pages in excess of the maximum page count specified WILL NOT be considered
for evaluation
 


	In their Service Proposal Tenderers must describe how they propose to address the requirements described.
A. How they will address the requirements described under ‘Governance, Ethical and Professional Standards’ including compliance with the ‘Ethical Standards Declaration Form’ described and at Appendix 10.

B. How the Tenderer proposes to manage new employees / Sub Contractors / external resources compliance with Ethical Standards requirements on an ongoing basis.

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1





	[bookmark: _Hlk210208135]Click here and insert details for 1.3.4(a)









	
(b) Continuous Professional Development (25 Marks Available)

Max. Page Count: (1) One A4 page, font Calibri, size 11 text
Any additional pages in excess of the maximum page count specified WILL NOT be considered
for evaluation


	
In their Service Proposal Tenderers must describe how they propose to address the requirements described. 

A. Details of the Tenderer’s Training and Continuing Professional Development (CPD) policies for all resources retained by the Tenderer addressing areas such as types of courses attended, dates of attendance, frequency, approach to maintaining up-to-date skills in a dynamic environment etc.

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1





































	Click here and instert details for 1.3.4(b)

















































	
(c) Sustainability Plan (Environmental and Social Inclusion) (25 Marks Available) 

Max. Page Count: (1) One A4 page, font Calibri, size 11 text
Any additional pages in excess of the maximum page count specified WILL NOT be considered
for evaluation


	In their Service Proposal Tenderers must describe how they propose to address the requirements described. 

Details of the Tenderer’s sustainable and socially responsible systems and practices used in the delivery of the Services required, for example environmental management policies and social value considerations such as language preservation and promotion, supporting employment opportunities etc.

Tenderers Responses should be tailored to the Service requirements for Lot 1 as described in Appendix 1








































	Click here and instert details for 1.3.4(c)









[bookmark: _Toc169188745]Checklist for the Response Document Submission for the RFT (TRD B1 Lot 1)
In order to allow the Contracting Authority to fully evaluate completed tender responses please ensure your response follows the sequence and format of this template. The checklist below is for guidance purposes only; the Contracting Authority will not accept any responsibility for omissions from this checklist. Tenderers are advised to read the (“RFT”) document including Appendices in full in order to provide a comprehensive response.

	Tenderer’s Checklist for the Response Document for the RFT (TRD B1)
	Tick to confirm that you have completed each Section of TRD B1 in Full

	A.1 Glossary of Terms
	☐

	A.2 Award Criteria 1.3.1 (a) – (d)
	☐

	A.2 Award Criteria 1.3.2 (a) – (d)
	☐

	A.2 Award Criteria 1.3.3  
	☐

	A.2 Award Criteria 1.3.4 (a) – (c)
	☐

	Appendix 2 Pricing Schedule – provided as a separate document (Tender Response Document C)
	n/a




An incomplete Tender Response Document B1 (TRD B1) for the RFT, could result in the Tenderer’s elimination from the Competition.




End of Document
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