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[bookmark: _Toc1483552][bookmark: _Toc3290212]Important Information

· The TRD and Appendix 2 - Pricing Schedule are the only documents that you need to complete and return. 

· You DO NOT need to return the RFT Document. The RFT document is for information purposes only.

· Tenderers must ensure that they complete this TRD IN FULL.

· All returned documents must be uploaded to eTenders in one zipped folder.

· The completed TRD must be returned in accordance with Section 2.6 of the RFT. The Contracting Authority is not responsible for corruption in electronic documents. Tenderers must ensure electronic documents are not corrupt. Documents should not be saved with a filename containing any of the following characters: ~ " # % & * : < >? / \.
· Tenderers must ensure that they give themselves sufficient time to upload and submit all required tender documentation in their Tender before the Tender Deadline (as defined in paragraph 2.6.2 of the RFT). Tenderers should take into account the fact that upload speeds vary. 
· Please ensure you complete all of Section A before you progress to Section B. 

· Tenderers should note they must meet and pass all the rules contained in Section A, the  Selection Criteria, to be considered eligible for assessment against the award criteria, Section B.

· Where evidence of certification is required, please ensure to include it in your tender submission. Each attachment must be clearly identified in your submission.


[bookmark: _Toc144114140][bookmark: _Toc156211421][bookmark: _Toc156994590]Please ensure you have completed ALL of the following:    

	Section A: Selection Criteria …………………………………………………………………...
		Section B: Tender Response ….…………………………………………..…………………...         
	Appendix 2: Pricing Schedule (separate doc) ……..………………………….……....
	Appendix 3: Tenderer’s Statement …………………………………….…………………….
	Appendix 4: Declaration as to Personal Circumstances of the Tendereer.…

Tenders must be submitted via the ‘electronic tenderbox’ available on www.etenders.gov.ie.
Only Tenders submitted to the ‘electronic tenderbox’ will be accepted.
Tenders submitted by any other means (including but not limited to: by email, fax, post, hand delivery, etc.) will NOT be accepted.






Please note that tenderers are strongly advised to allocate sufficient time for the uploading of their tender submissions. 
Submissions should not be delayed until the final moments, as neither the EPS nor the Contracting Authority will be able to accept tenders received after the deadline specified above. 
It is the responsibility of each tenderer to ensure that their submission is completed and received in full prior to the stated deadline.


[bookmark: _Toc156994591]Introduction
Overview – Technological University Dublin (TU Dublin)
 
TU Dublin comprises the three former institutes, (Dublin Institute of Technology (DIT), Institute of Technology – Blanchardstown (ITB), Institute of Technology – Tallaght (ITTD)). With a student population of over 28,000, more than 3,000 staff, an annual budget in excess of €200 million, TU Dublin is located on campuses spanning three large centres of population in Dublin and the Greater Dublin Region – Dublin City, Blanchardstown and Tallaght. 

TU Dublin not only accesses the zone of Ireland’s greatest population concentration – accounting for about 40 per cent of the state’s total population – but also the zone of the greatest population growth, inward migration and economic opportunity. TU Dublin will have the capacity to operate at a significant scale of activity and ambition in terms of its educational, research, social and economic strategy. 

Offering pathways to graduation from apprenticeship to PhD level, TU Dublin provides multidisciplinary education; is pedagogically innovative, offering an open, inclusive and digital learning environment; is research intensive, focusing on key strategic priority areas and engaged with its communities. Through an active programme of innovation, knowledge transfer and entrepreneurship TU Dublin will drive transformative educational and public engagement programmes locally, nationally and internationally. Further information on TU Dublin is available on the TU Dublin website: www.tudublin.ie 

Our TU Dublin Strategy 2030 is an ambitious agenda for change. Our ambitious vision is to create a better world together. We will foster a solution-oriented capability amongst our people, encouraging them to find rapid resolutions to the global challenges that we face. We will support technological and innovative advances that will help society to thrive. Our model of education will evolve and change, nurturing bright minds, providing many new pathways for people, encouraging excellence and celebrating the achievements of all the people who make up the TU Dublin family. 
 
Our first strategic plan, with its focus on the three pillars of People, Planet and Partnership, provides a focus for this work over the coming years to 2030. It will evolve and change as we begin this exciting journey together. There are infinite possibilities. 

[bookmark: _Toc156994592][bookmark: _Toc156994593]Summary of Requirements
TU Dublin wishes to establish a Framework to source and appoint a suitably qualified and experienced partner to provide Photography Services to TU Dublin.

TU Dublin is seeking a company experienced in the supply of formal Graduate Photography Services to Third Level Institutes/Universities for its annual Conferring Ceremonies. A unified approach across TU Dublin is required.

Conferring days at TU Dublin are very momentous occasions for our graduates, their families and the whole community in TU Dublin. The provision of a Graduate Photography Service on campus for conferring days gives graduates an opportunity to record the highpoint of their academic achievement for prosperity, and to capture the unique atmosphere of the occasion. The chosen professionals will enhance the Graduation Day of our students and their families as well as our staff members. It is essential that their representatives respect the significance of the occasion and the importance to the students and their families and supporters who attend. 

The service will comprise of two key strands:
1. The provision of photographic services to graduands, TU Dublin for graduation, on the basis of set prices outlined in the contract, with endorsement by TU Dublin as the official photographers for these occasions.

2. A concession model for provision of photographic services to graduands, for which the provider will pay TU Dublin a fixed annual Concession fee, based on an agreed % of sales. 

The ceremonies cater for the following per annum: 

Campus/Location: Currently our Conferrings take place on our Tallaght campus. This location is subject to change and may or may not be moved to one of our other campus locations in Blanchardstown or Grangegorman. 

Eligible to graduate: Circa 5,500 Graduates at our Autumn Conferrings and 1,000 at our Spring Conferrings. 

Expected Attendance: Attendance will vary and can depend on the level of the programme. We would normally run 22 ceremonies in Autumn, over a 5-day period (end October/early November) and 3 in Spring, over 1-day (mid-March). Maximum student attendance at each ceremony would be approximately 250-260.  

Summary Outline of Approximate Requirements:
	
	Duration (days)
	Graduates 2026/2027
	Graduates 2027/2028

	Autumn Conferrings
	5
	5,500
	5,500

	Spring Conferrings
	1
	1,000
	1,000



The contract will be awarded for two (2) academic years, subject to annual review and may be extended annually for up to a further one (1) academic year at the discretion of TU Dublin. The aggregate duration will not exceed three (3) years. 

Service required is for studio photography, portrait photography, online booking payment facility and payment on the day of Graduation. These are the current arrangements in TU Dublin and are subject to change. The requirements consist of, but are not limited to the following:
 
Specific Requirements of this Service Photography:
➢ Annual Pre-visit to relevant campus locations to assess venue and requirements. 
➢ Provision of online registration & booking facility and card payment options for attendees who require photography services. 
➢ Provision of online information for attendees who require photography services in accordance with agreed TU Dublin timelines.
➢ Attendance on the days and times of the ceremonies, as requested by TU Dublin, with sufficient photography equipment to ensure an efficient and smooth photography operation. 
➢ Provision of ample photographers and sufficient experienced staff to ensure that graduates and their families are catered for in a professional and efficient manner in line with the requirements of TU Dublin. 
➢ Ability to liaise in a courteous manner with providers of academic dress and any other conferring service providers in attendance. 
➢ The selected photographer shall be responsible for taking photos of students and relatives for use as a record capturing their momentous occasion.
➢ Confirm provision of an appropriate backdrop.
 Detailed Requirements:
➢ Availability of onsite booking and payment for those not engaging with online booking. 
➢ Provision of cash payment facility on the day, if required. 
➢ Provide an outline of proposed photography ‘packages’ which will be made available to graduates. At minimum, students should have a choice of a Basic Pack i.e. only one pose with a 10x8 and two 5x4 prints, or a larger pack i.e. 3 poses with a 10x8 and two 5x4s of each pose.

➢ Ensure photographs are available for the graduates to view in a timely manner after the conclusion of the event.
 ➢ Minimum number of photography studios is required, depending on the graduation event. TU Dublin delivers graduation ceremonies each Autumn and Spring, each with distinct scheduling and operational demands. 
In Autumn, up to five ceremonies per day take place at 09:30, 11:30, 13:30, 15:30, and 17:30. Each ceremony lasts approximately 45 minutes, and due to the tight schedule and limited turnaround time between ceremonies. A minimum capacity of six photography studios is required to maintain smooth graduate flow.
In Spring, TU Dublin runs three ceremonies per day, scheduled at 10:00, 12:15, and 14:30, with slightly longer turnaround periods between ceremonies. During this period, a minimum of five photography studios is required to ensure efficient throughput and avoid delays.
	Ceremony
	No of Ceremonies
per day
	Times
	Studios Required - Minimum

	Autumn 2026
	5
	09:30
	11:30
	13:30
	15:30
	17:30
	6

	Spring 2027
	3
	10:00
	12:15
	14:30
	
	
	5



These requirements ensure that all graduates and their guests can be processed efficiently, with no disruption to the ceremony timetable.
 ➢ Provision of administrative staff for processing of photography orders during conferring. Please indicate numbers of supervision and support staff that will be provided on graduation days. 
➢ Description of how you will manage queuing to ensure minimal wait times for graduates. 

Photography Products: 
➢ Provide details of frame choices and framing service and starting prices of frames.
➢ Provide details of parchment framing service with a choice of frames, in particular, standard parchment sizes and starting prices of frames.
➢ Provide description of your process for distributing photographs, parchments and framed products to graduates.
➢ Photographs and Frames to be posted to customers in appropriate packaging to ensure safe delivery.
Service Level: 
➢ There will be a dedicated Account Manager for TU Dublin assigned to handle TU Dublin’s requirements, having overall responsibility and accountability for the administration and delivery of the contract, including meeting all relevant timescales and the ensuring the quality of the service provided. 
➢ The Account Manager(s) will liaise as required with the various University offices and will be the ‘main point of contact’ for TU Dublin and should be able to deal with any problems arising from the contract. 
➢ The Account Manager(s) will be supported by a Customer Service Representatives (CSR) to deal with any queries regarding TU Dublin. 
➢ The CSR will provide management information required by TU Dublin.
➢ The successful service provider will also be committed to developing a good working relationship with contracting sites staff and partners and have appropriate complaints handling and escalation processes in place. 
Please note any and all communication regardless of the medium used must be viewed, stored and acted upon in line with Data Protection. 
The Contracting Authority intends to use the framework for the procurement of requirements falling within its scope during the specified period; however, it reserves the right to go outside the framework for the procurement of any requirement without reference to the Framework Member.

Admission to a framework does not guarantee the award of any contract to any economic operator, nor does it give the member the right to be consulted in respect of, or tender for, any contract.

Students have the option of sourcing photographic services from other suppliers if they so choose.

No minimum out-turn is guaranteed by TU Dublin.

Section A: Selection Criteria

[bookmark: _Toc133999639][bookmark: _Toc134622084][bookmark: _Toc156211427][bookmark: _Toc156994599][bookmark: _Toc133999640][bookmark: _Toc134622085]Please Note:

[bookmark: _Toc156211428][bookmark: _Toc156994600]Tenderers will either Pass OR Fail each of the Selection Criteria. In the event of one or more of the Selection Criteria achieving a fail, the Tenderer will be excluded from participating in this Competition.

A.1 – A.2 Economic and Financial Standing

	[bookmark: _Toc134622086][bookmark: _Toc156211429][bookmark: _Toc156994601][bookmark: _Hlk155876488]A.1 Company Summary



	[bookmark: _Toc156211430][bookmark: _Toc156994602]A1.1 Prime Contractor’s Details

	Legal Business Name
	

	Registered Business Name
	

	Registered Address
	

	Postal Address
(If different from above)
	



	CRO Number
	

	Website
	
	Telephone:
	

	A1.2 Prime Contractor’s Contact Person Details

	First Name
	
	Surname
	

	Telephone
	
	Email
	

	Title / Position in the Organisation
	

	A1.3 Please indicate the basis on which you are tendering (tick (✓) one box only)

	a) your organisation would provide all the services tendered for, if awarded a contract
	

	b) your organisation would act as the prime contractor, using third parties to provide some of the services tendered for if awarded a contract
	

	
	

	A1.4 Subcontractor’s Details (applies only if selected option b in sub-section A1.3 above)

	Subcontractors/Consortium Members
	Role in this Contract

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



	[bookmark: _Toc156211431][bookmark: _Toc156994603][bookmark: _Hlk155950983]A.2 Financial Capacity



	A2.1 Insurance

	Please note the minimum insurance levels below and complete the table with the requested information.

	
	Employer Liability
	Public & Product Liability
	Professional Indemnity 

	Minimum Limit of Indemnity required by The Contracting Authority
	€13,000,000
	€6,500,000
	€1,000,000

	Please confirm below the levels of insurance that you have in place.
Please include your insurance certificates in your submission.

	Insurance Type
	Level in Place
	Expiry Date
	Details of Any Excess

	Employers Liability
	€
	
	

	Public & Product Liability
	€
	
	

	Professional Indemnity 
	€
	
	

	I confirm that if successful, where the levels required under the contract are higher than those currently in our possession, I will be in a position to put the required forms and levels of insurances required in place. 
	Yes/No

	Signed
	



f Statement o
	A2.2 Tax Clearance

	Please provide a copy of a valid Tax Clearance Certificate OR the information required for online verification OR evidence that a Tax Clearance application has been submitted to Revenue:

	[bookmark: _Hlk155947241]Evidence Attached
	Yes / No

	Tax Registration Number
	

	Tax Clearance Access number
	

	Evidence of Application Attached
	Yes / No

	Note: All non-resident companies should apply for a general TCC where tax clearance is required in connection with a Public-Sector Contract (formal or otherwise). 

Both Resident and Non-Resident Tax Clearance Certificate information may be obtained from the Irish Revenue Commissioners http://www.revenue.ie/en/tax/it/forms/webtc1.pdf

	

	A2.3 Financial Standing

	Tenderers should provide evidence that their combined turnover relating to the services has exceeded the amount stated in the following table per annum, over the three years 2022/2023/2024.

	
Pass requirement: Candidates must be able to provide objective evidence on request from an independent source (e.g. an auditor’s statement) confirming that during the three (3) previous financial years the Candidate’s annual turnover exceeds €220,000. 

In the absence of turnover, candidates must be able to demonstrate financial viability via access to funding, or equivalent evidence. 

Note 1: In the case of sole traders or partnerships, the pass requirement may be satisfied by a letter of confirmation from a senior partner. 

Note 2: If the Candidate’s date of establishment was more recent than three years, the pass requirement may be satisfied on a pro-rata basis.

	Turnover


	Years
	2022
	2023
	2024


	Turnover (€)

	
	
	




	I confirm that the applicant is compliant with all its corporate obligations in relation to financial returns
	Yes [    ]
	No [    ]

	Name 
	

	Position (e.g. Accountant)
	




	A2.4 Audited Accounts & Reports 

	Three (3) Audited accounts must be provided to support the statement. In line with current legislation where a company has an annual turnover of less than €12 Million then audited accounts are not necessary. In these instances, a statement of accounts from the company’s accountants will suffice.

	Evidence Attached
	Yes [  ]  / No [  ]

	Appendix number
	



A.3 – A.6 Technical and Professional Ability


	A.3 Previous Experience

	Please provide details of 2 contracts undertaken within the last 3 years that demonstrate your experience of successfully providing the Provision of Photography Service for Graduation Events of similar scope, scale and complexity to the service anticipated under this contract. 

This information MUST be provided with your tender response.

If the Contracting Authority is being used as a contract, the other two contracts must be external to The Contracting Authority. 

By providing these references, Tenderers are giving consent for contact to be made with the organisations.


	[bookmark: _Hlk155949544]Previous Contract 1

	Client Organisation Name
	
	Client Contact Name (Referee)
	

	Referee Position Within the Client Company
	
	Referee 
Phone Number
	

	Referee Email Address
	

	Contract start and completion date
	
	Contract Value
	

	Nature and Scope of the Contract
	

















	

	

	Previous Contract 2

	Client Organisation Name
	
	Client Contact Name (Referee)
	

	Referee Position Within the Client Company
	
	Referee 
Phone Number
	

	Referee Email Address
	

	Contract start and completion date
	
	Contract Value
	

	Nature and Scope of the Contract
	














	[bookmark: _Toc181268798]A.4 Data Protection 

	[bookmark: _Hlk209098208]The Tenderer must ensure that the security of Personal Data at all times is in line with the Data Protection Acts 1998 and 2003 and guidance issued by the Data Protection Commissioner of Ireland. Tenderers are required to be compliant under the EU General Data Protection Regulation (GDPR) replacing the Data Protection Directive 95/46/EC, which came into effect on 25/05/2018. Please provide a copy of your Data Protection Policy.

	Evidence Attached
	Yes [  ]  / No [  ]

	Appendix number
	




	A.5 Health & Safety


	Confirmation of Organisation’s Health and Safety statement MUST be provided for the Provision of Photography Services for Graduation Events


	Evidence Attached
	Yes [  ]  / No [  ]

	Appendix Number
	


	



	A.6 European Accessibility Act (EAA)


	European Accessibility Act (EAA)

The European Accessibility Act (Directive (EU) 2019/882) is an EU law that requires key products and services – such as IT equipment, banking, e-commerce, transport ticketing, and digital content – to be accessible for people with disabilities.
From 28 June 2025, suppliers must ensure compliance with accessibility standards (e.g. EN 301 549, WCAG 2.1) so that their products and services can be lawfully placed on the EU market.
Bidders must demonstrate how their product/service complies with the European Accessibility Act (Directive (EU) 2019/882), including reference to relevant standards, accessibility features, and supporting evidence.


	Evidence Attached
	Yes [  ]  / No [  ]

	Appendix No.
	
































	

	
	


Section B: Tender Response

[bookmark: _Toc156994606]Technical Specification
This is the minimum specification required. All tenderers must meet or exceed this minimum specification to progress through the award criteria to evaluation. 

Additional functionality should be identified in the comments section to facilitate scoring under the award criteria.

Suppliers MUST provide all information relating to Provision of Photography Services for Graduation Events in the response boxes below. Responses will be scored accordingly by the Technical Evaluation team as set out in the Award Criteria in the RFT document.

[bookmark: _Toc156994607]Programme Requirements
Prior to any provision of services, the successful supplier(s) (and/or relevant sub-contractors, etc.) will be required to meet the representatives from TU Dublin to clarify the requirements for Health & Safety, site access, services etc. to ensure compliance with standard operating procedures, and other regulatory/ statutory requirements as appropriate.

TU Dublin Business hours are Monday to Thursday from 7.00am to 22.00 pm and Friday 7:00am to 17:00pm. Access to the site outside the Business Hours shall always be arranged through the appointed representative from TU Dublin.

During service etc., any and all employed contractors are responsible for the security of their own equipment, materials, etc.

Note: Working outside Business Hours may be required to comply with work programmes. Where this becomes necessary as a result of changes to the start dates set out above, all reasonable efforts will be made to accommodate same. 

Photography Services can be required from as early as 08.30am and up to 19:30pm and may be required on weekends.














[bookmark: _Toc156994608][bookmark: _Hlk156210826]	Award Criteria	

	[bookmark: _Hlk160441330]PS3599F – Single Supplier Framework Agreement for the Provision of Photography Services for Graduation Events for Technological University Dublin (TU Dublin)

	
	Award Criteria:
Tenderers must achieve a minimum score of 60% in all sub criteria in section B to progress to cost evaluation

Tenderers who do not meet the minimum score 60% will be eliminated from the competition.
	Overall Weight
	Total Maximum Score
	Minimum Score (60%) Requirement 

	[bookmark: _Hlk163565655]A
	Ultimate Cost of Service
	45% 
	450 
	N/A

	
	· Cost of Photograph Package to the Student 
	20%
	200
	N/A

	
	· Concession Fee Offered
	 25%
	 250
	 N/A

	B
	Operational Plan	
	55%
	 550
	 

	
	· Service Delivery & Online Services Capabilities
	35%
	350 
	210 

	
	· Account Management, Reporting & GDPR
	15%
	150
	90

	
	· Environmental & Sustainability
	5%
	50
	30

	
	Total
	100%
	1000
	  N/A




Tenderers MUST achieve a minimum of 60% on all tender award criteria above, excluding Ultimate Cost, in order to avoid elimination from the competition. Only tenderers who have achieved the 60% will be evaluated against Ultimate Cost. 

No commitment of any kind, contractual or otherwise, shall exist unless and until a formal written contract has been executed by or on behalf of the Contracting Authority. Any award of notification of preferred bidder status by the Contracting Authority shall not give rise to any enforceable rights by the Tenderer. The Contracting Authority may cancel this public procurement competition at any time prior to a formal written contract being executed by or on behalf of the Contracting Authority. The Contracting Authority does not bind itself to accept the lowest price or any tender.







[bookmark: _Toc156994609]Suppliers please note:
· This specification document is designed to assist the contracting authority in its evaluation of your tender and to enable suppliers provide structured responses to key deliverables. It is structured to reflect the award criteria as set out in the RFT.

· This is the minimum specification required. All tenderers MUST meet or exceed this minimum specification to progress through the award criteria to cost evaluation. Additional functionality should be identified in the comments section to facilitate scoring under the award criteria.

· Please note responses to individual questions will NOT be scored separately but collectively they will provide a basis for assessing the merits of the tenderer’s overall response to each award criterion and sub-criterion.

· Compliance with all the standards as regards health and safety, quality assurance and analytical protocols is expected.

· Where abnormally low tenders are received the Evaluation team shall require the tenderer to explain the price proposed in Appendix 2 (per Article 69 of the EU Procurement Directives 2014/24). Where the tenderer cannot provide a sufficient explanation, the contracting authority is entitled to reject the tender.

· Next Ranked Supplier - The award of any contract is subject to the successful tenderer meeting the required specification and standards as set out in this RFT and Appendix 1. Should the required specification and standards not be met, EPS reserves the right, in consultation with the Contracting Authority, to award any contract to the next highest-ranked Tenderer.

· Tie Break - If the evaluation outcome results in a tie between two or more Tenders, then the Tender with the highest score for the highest weighted criterion shall be deemed the most economically advantageous tender. If the score remains in a tie, the remaining criterion will be assessed by the highest weighted until there is no longer a tie. If the score remains a tie after all criterions are assessed, the tenderers will be asked to submit a Best and Final Offer (BAFO).
	


A failure to answer question(s) may leave the contracting authority with insufficient information on which to base a thorough evaluation and in turn may result in loss of marks in respect of the relevant Award Criterion. Therefore, please ensure you complete ALL sections of this questionnaire.













Scoring Methodology

The award of contract(s) will be on the basis of the Most Economically Advantageous Tender received, in accordance with the detailed award criteria and weightings set out below. 

The lowest Ultimate Cost tender will receive the maximum score achievable under this criterion.


The Concession Fee and Cost per Student will be evaluated separately as follows:
 
The Concession Fee will be evaluated using the following formula:

Maximum Marks     x     Concession Fee % proposed by tenderer under evaluation 
Available/Awarded                   Highest Concession Fee % Proposed

 

Cost of Standard Package & Other Options Offered (including Postage & Packaging) will be evaluated using the following formula:

Maximum Marks      x             Lowest Tendered Cost           _
Available/Awarded          Cost proposed by tenderer under evaluation



The scoring of the Qualitative Award Criteria including all sub-criteria will be based on an assessment of the information provided by Tenderers, which MUST be supplied by Tenderers via the completed Tender Response Document. The Evaluation Group will assess the information provided and each response element will be awarded marks using the scoring methodology set out above.















Responses for non-cost Award Criteria items will be scored using the following matrix:

	Scoring Methodology

	· Band
	Scoring Range
	Meaning

	 
Excellent
	91% – 100%
	Excellent response that fully meets and exceeds requirements, providing comprehensive, detailed, and convincing assurance that the Tenderer will deliver to an exceptional standard.


	
Very Good
	80% – 90%
	A very good response that demonstrates real understanding and fully meets the requirements and provides convincing assurance that the Tenderer will deliver to high standard. 


	
Good
	60% – 79%
	A satisfactory response which demonstrates a reasonable understanding of requirements and provides reasonable confidence that the minimum requirements will be delivered. However, it does not provide sufficiently convincing assurance to award a higher mark. 


	
Fair
	30% - 59%
	A response where reservations exist due to a lack of convincing details and comprehensive credibility. There is a significant risk that the requirements will not be delivered to a satisfactory standard.


	
Poor
	1% – 29%
	A response that raises significant reservations, due to insufficient detail, critical or notable deficiencies, that seriously lacks credibility, presenting a high risk of non-delivery.


	0

	0%
	No Response or partial Response that completely fails to address the criterion under consideration.




















Appendix 1: Specification Required & Supplier Response 

Suppliers MUST provide all information relating to the Provision of Photography Services for Graduation Events in the response boxes below. Responses will be scored accordingly by the Evaluation team as set out in the Award Criteria. Yes/No answers will not suffice.
Please ensure all cost submissions are kept separate and included in the Excel file entitled:      Appendix 2 – Pricing Schedule

	PS3599F – Single Supplier Framework Agreement for the provision of Photography Services for Graduation Events for Technological University Dubin (TU Dublin)

	Contracting Authority:
	Technological University Dublin 
(TU Dublin)

	Proposed: 
	Photography Services for Graduation Events 

	A. Ultimate Cost of Service

	See Appendix 2 – Pricing Schedule for Ultimate Cost


	[bookmark: _Toc156994611][bookmark: _Hlk118447820]B. Operational Plan

	
Service Delivery & Online Service Capabilities

	B1
	The Tenderer must provide a comprehensive Service Delivery Plan detailing their full operational approach, including high‑volume graduation event delivery, studio operation, peak‑time planning, queue management, student experience, and alignment with TU Dublin ceremony schedules. 

Your response must outline their proposed onsite operational plan, including:
•	Onsite setup procedures prior to the graduation week. 
•	Operating times for each day
•	Space planning and studio layout
•	Queue management measures
•	Payment handling for non-prebooked customers
•	Daily deployment of studio and administrative staff

Please confirm and detail.	
	Compliant: 
(Yes / No)


	Insert Comment








	B2
	Tenderers must describe how they will minimise wait times, manage peak periods, and ensure a smooth, professional student experience.

Please confirm and detail.
	Compliant:
(Yes / No)


	Insert Comment










	B3
	To ensure adequate capacity the following is required.  
A minimum of Six (6) studios in Autumn, and Five (5) studios in Spring are required for each day. Tenderers must demonstrate:
· Capacity to operate the required studios
· Sufficient staffing and equipment for each ceremony day
· Ability to support timelines: 
Autumn ceremonies at 09:30, 11:30, 13:30, 15:30, 17:30
Spring ceremonies at 10:00, 12:15, 14:30
Ability to maintain smooth throughput without delaying ceremonies.

Tenderers must confirm availability for:
· Availability to set up studios a minimum of one day in advance for Spring ceremonies. 
· Availability to set up studios for Autumn ceremonies either on the Friday prior to the conferring week or over the weekend, depending on room availability. 
· Setup timing and access will be arranged in consultation with the Graduation Team. 
· Confirmation that adequate staff will be available onsite from 08:30 each day and remain in place delivering services until after the final ceremony concludes.

Please confirm and detail.
	Compliant: 
(Yes / No)


	[bookmark: _Hlk156226237][bookmark: _Hlk156226201]Insert Comment














	B4
	Tenderers must outline the measures and contingency plans they will implement to address any technical or logistical issues, ensuring consistent on‑site photographic coverage for graduands at every graduation ceremony. 

Please confirm and detail.
	Compliant: 
(Yes / No)


	Insert Comment











	B5
	The Tenderer must outline an On-Site delivery plan, including Health and Safety steps undertaken when on University grounds.

Please confirm and detail.
	Compliant: 
(Yes / No)


	Insert Comment










	B6
	Tenderer must confirm your agreement to operate on these campuses, should the graduation venue change to City or Blanchardstown Campuses over the duration of the contract, in line with the services offered under this tender response. 

Please confirm and detail.

	 Compliant: 
(Yes / No)


	Insert Comment











	B7
	Tenderers must provide a Bookings and Payments system prior to and on the day. The online platform should include the following features:

1) Easy and clear navigation on all pages
2) Security of online booking service
3) Option for students to pay using a variety of card options
4) A clear and easy option for students to pick the correct graduation dates (dates will be provided in advance by TU Dublin)
5) Clear and easy options for students to enter their personal choice (e.g. size, pack option, quantities, colour of frames etc)
6) Clear and easy option to select the qualification level (e.g. Degree, Hons Degree, Certificate etc)
7) It is desirable that there will additionally be images of the frame selected so the student can visualise their frames before ordering

Please provide a description and process of your up to date ordering and payment website through which Graduands and staff can prepay or preorder their photos.

Please include details of your on-line payments type and card options, both prior to and on the day of graduations.

Your response should include details of PCI DSS compliant payment processing, accepted payment methods (card, cash optional) and System reliability and uptime.
	Compliant: 
(Yes / No)


	Insert Comment














	B8
	Data Security: 
Tenderers must demonstrate how they propose to ensure the Client’s data will be safely stored by outlining the procedures in place to ensure the safe and effective storage and protection of all personal data. 
Please confirm and detail.
A copy of tenderer’s GDPR policy and other relevant privacy statements should be provided.
	Compliant: 
(Yes / No)


	Insert Comment











	B9







	Tenderers must provide a comprehensive description of:
· Booking process reliability
· Image quality control and minimum image resolution standards
· Printing quality control minimum print resolution standards
· Packaging and postage standards
· Customer complaint handling procedures

Please confirm and detail.
	Compliant: 
(Yes / No)


	Insert Comment











	B10
	Tenderers must list all photography, printing, data protection, event operations, or industry certifications relevant to the services. 

Please confirm and detail.

	Compliant: 
(Yes / No)


	Insert Comment










	[bookmark: _Hlk156226212]B11
	Tenderers must provide a minimum of two photograph packages to graduands. Graduands must have the option of at least a basic package consisting of one pose with a 10x8 and two 5x4 prints or a larger package consisting of 3 poses with a 10x8 and two 5x4s of each pose. 

There must also be options to add additional quantities or poses if requested. 

Please provide details to describe:
· Product range (prints, digital files, frames & package options)
· Packaging standards
· How prices will be displayed onsite and on website
· How additional prints, poses and sizes can be ordered

	Compliant: 
(Yes / No)


	Insert Comment













	B12
	Tenderers must outline:
· Time for online proof availability
· Expected dispatch time for prints
· Timeframe for frames and packaged items
· Tracking and postage methods
· Damage or replacement procedures

Please confirm and detail.

	Compliant: 
(Yes / No)


	Insert Comment










	B13
	Tenderers must provide details of frames available for TU Dublin parchments.

Please provide details to describe:
· Framing options (minimum 2 parchment frame styles)
· Product range (frames & package options) 
· Quality standards
· Packaging standards
· How prices will be displayed onsite and on website

	Compliant: 
(Yes / No)
 

	Insert Comment









	
Account Management, Reporting & GDPR

	B14
	The successful Tenderer must nominate an Account Manager who will act as the main point of contact with TU Dublin. The Account Manager will be supported by a Customer Service Representatives (CSR). It is a requirement of the proposed contract that the Account Manager will have the necessary authority to take decisions and deal directly with all matters relating to this contract. 

Please provide details of the account manager/s, the CSR and their proposed role/s prior to, during and after conferring ceremonies.

It is important that TU Dublin always have a point of contact, to ensure any issues which may arise are resolved in a timely manner. For this purpose, details of a nominated deputy, or other contacts, must also be supplied. 

Please confirm and detail. 
	Compliant: 
(Yes / No)


	Insert Comment












	B15
	Tenderers must outline staffing structure for the contract period, including event-week increases, management oversight, and remote and offsite support.

Tenderers must outline the number of staff involved in the delivery of graduate photography services, their roles onsite, and experience.

Please confirm and detail.
	Compliant: 
(Yes / No)


	Insert Comment









	B16
	The Concessionaire must provide a timely, evidenced record of sales per graduation event and clearly detail the sales vs concession figure to the nominated contact in TU Dublin for audit purposes.  Sales Summary and Invoice must be received by TU Dublin Graduation Manager and Accounts Dept no later than one month following the Autumn and one month following the Spring ceremonies. Please confirm your agreement.

The following details must be included:
· Sales summary per ceremony
· Concession fee calculation
· Post-event reporting timeline
· Invoice process

Please confirm and detail.
	Compliant: 
(Yes / No)


	Insert Comment









	B17
	Various reports must be provided to TU Dublin, as requested. At a minimum, TU Dublin will require attendance reports by day and by ceremony broken down as follows:
· course, 
· award,
· name, 
· student number, 
· ceremony date & time, 
· total number of guests, 
· booking date, 
· booking method (on-line/on-day), and

Please confirm the reports you can provide the institution.

This data will form the detail of the number of students attending each ceremony.
	Compliant: 
(Yes / No)


	Insert Comment










	[bookmark: _Hlk204594862]B18
	The Tenderer must provide a complaints procedure process for dealing with any issues that might arise over the course of the contract. 

In relation to complaints handling please provide escalation matrix, resolution timelines, and how refund or issue resolution is managed.

Please confirm and detail. 
	Compliant: 
(Yes / No)


	Insert Comment








	B19
	All members of the public (aged 16 and older) are required to provide their permission/consent for their photo to be taken. This applies when the person is recognisable (i.e. their face clearly shown).

Under this concession arrangement, the appointed Photographer will collect and process personal data directly from graduates, students, and attendees for the purpose of providing graduation photography services. 

The Concessionaire acts as an independent Data Controller and is fully responsible for compliance with the General Data Protection Regulation (GDPR) and all applicable data protection legislation. 

As such the Tenderer must ensure all data processing activities comply with GDPR principles, including storage limitation and data minimisation. Tenderer must outline their processes to ensure that student personal and payment data is managed in a secure and compliant manner. 

In the case of children (aged under 16), their parent/legal guardian must sign an applicable form on their behalf.

Please confirm and detail. 
	Compliant: 
(Yes / No)


	Insert Comment










	B20
	If the Concessionaire uses third parties for hosting, payment processing, image storage, printing, or fulfilment, it must:

· Conduct due diligence on all sub processors
· Ensure they meet GDPR obligations
· Publish or maintain a list of sub processors
· Enter into contracts that ensure GDPR compliance
· Remain fully liable for all third‑party compliance

Please confirm your agreement.
	Compliant: 
(Yes / No)


	Insert Comment


	B21
	If the Concessionaire intends to use photographs or personal data for marketing or any purpose beyond order fulfilment, they must:

· Obtain explicit, GDPR‑compliant consent
· Maintain records of such consent
· Provide students with withdrawal options
· Ensure no impact on TU Dublin or TU Dublin branding

Please confirm your agreement. 
	Compliant: 
(Yes / No)

	Insert Comment










	B22
	The Concessionaire must:

· Maintain a GDPR‑compliant data breach procedure
· Notify the relevant Data Protection Supervisory Authority where required
· Notify affected individuals where required
· Inform TU Dublin only where the breach affects TU Dublin’s operations (e.g., event disruption)

TU Dublin is not responsible for reporting the Concessionaire’s data breaches. Please confirm your agreement. 

	Compliant: 
(Yes / No)


	Insert Comment









	
Environmental & Sustainability 

	B23
	Tenderers should describe actions taken to reduce environmental impact in the delivery of this service including:

· Low‑waste printing
· Recyclable packaging
· Sustainable framing materials
· Emissions reduction from logistics

Please confirm and detail. 

	Compliant: 
(Yes / No)

	Insert Comment










	B24
	Tenderers should make all reasonable efforts to minimise adverse environmental impact in the methods of services and in materials used. In regard to Paper Environmental Certification, please provide details of any of the following certifications, or equivalent, your organisation has achieved:

· EU Ecolabel
· FSC 
· PEFC certification

Please include copies of any Certification with your response.

	Compliant: 
(Yes / No)

	Insert Comment












	B25


	Low‑impact printing process: Printers should meet the following guidelines as per EU GPP imaging/print criteria:

· Energy efficiency compliance (e.g., ENERGY STAR or equivalent) 
· Toners/inks must be low‑VOC, non‑toxic, and cartridges returnable or recyclable.

Please provide details on any initiative your organisation has taken in relation to low impacting printing. Include copies of any Certification with your response.

	Compliant:
(Yes / No)

	Insert Comment
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Appendix 2: Pricing Schedule – PS3599F


Please note the Appendix 2 Pricing Schedule is attached to this RFT as a separate excel document. It is a mandatory requirement to return a fully completed copy of this document with the tender submission. Failure to do so will result in disqualification from the evaluation process.

PS3599F – Single Supplier Framework Agreement for the Provision of Photography Services for Graduation Events for the Technological University Dublin (TU Dublin) 

Tenderers MUST fully complete all yellow cells within Pricing Schedule. 
All rates and prices quoted in the Appendix 2 Pricing Schedules MUST be in Euro [€], exclusive of VAT. 
In accordance with paragraph 2.10 Pricing of this RFT, prices quoted in Tenders will remain valid for a period of 12 months from the Tender Deadline.
Please submit in excel format as a separate document, not included or embedded in main document.









 











 
 
 
[bookmark: _Toc156994616][bookmark: _Toc3290228]Appendix 3: Tenderer’s Statement

[Tenderers shall complete and return the following form of Tenderers’ Statement printed on the Tenderers’ headed notepaper and signed by the Tenderer.]

TENDERER’S STATEMENT

TO: Technological University Dublin (TU Dublin)  (the “Contracting Authority”)
[bookmark: _Hlk204251306]RE: PS3599F – Single Supplier Framework Agreement for the Provision of Photography Services for Graduation Events for the Technological University Dublin (TU Dublin)
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 Services Contract, we hereby agree and declare the following:

1.	We understand the nature and extent of the Services required to be delivered as described in Requirements and Specifications at Appendix 1: Specification Required and Supplier Response to the TRD.

2.	We accept all of the Terms and Conditions of: 

(a) the RFT; 
(b) the Framework Agreement and agree that if offered appointment of the framework, we will execute the Framework Agreement at Appendix 5 of the RFT and the Confidentiality Agreement at Appendix 7 of the RFT; 
(c) the Services Contract and agree if awarded any contract pursuant to the Framework Agreement to execute the Services Contract at Appendix 6 and 6a to the RFT.

3.	We accept all the Selection and Award Criteria as set out in the RFT.

4.	We agree to provide the Contracting Authority with the Services in accordance with the RFT, and our Tender. 

5	We agree that, if awarded any contract pursuant to a Framework Agreement that 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.	We shall, if awarded any Services Contract under the RFT, have in place on the Effective Date of the Services Contract all insurances (if any) as required by paragraph 2.21.1 of the RFT.

9.	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.	The subcontractor(s) on whose capacity we rely as part of our Tender (where the value of that subcontract exceeds 10% of the value of the Services Contract) 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


	








	





[bookmark: _Toc1483561][bookmark: _Toc3290224]Appendix 4: Declaration as to Personal Circumstances of Tenderer


Re: PS3599F – Single Supplier Framework Agreement for the Provision of Photography Services for Graduation Events for the Technological University Dublin (TU Dublin)

NAME: 	[Click here and insert name]

ADDRESS: [Click here and insert address]

1. I, [Click here and insert name of Declarant], of [Click here and insert name of entity] and am authorised by [Click here and insert name of entity] to make this declaration which relates to a tender (“the Tender”) submitted by [Click here and insert name of entity] in response to an CFT dated titled [insert description of competition] published by [insert name of contracting authority] (“the Contracting Authority”).
2. [bookmark: _Hlk151017399]Neither [Click here and insert name of entity] nor any person who is a member of the administrative, management or supervisory body of [Click here and insert name of entity] nor any person who has powers of representation, decision or control in [Click here and insert name of entity] has:
(a) Ever been the subject of a conviction for participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA.
(b) Ever been the subject of a conviction for 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 the national law of the Contracting Authority or the law of the state in [Click here and insert name of entity] is established.
(c) Ever been the subject of a conviction for fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests.
(d) Ever been the subject of a conviction for terrorist offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA respectively, or for inciting or aiding or abetting or attempting to commit an offence, as referred to in Article 4 of that Framework Decision.
(e) Ever been the subject of a conviction for money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council.
(f) Ever been the subject of a conviction for child labour and other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council.
3. [Click here and insert name of entity]
(a) Is not in breach and has not breached its obligations relating to the payment of taxes or social security contributions.
(b) Has carried out the preparation of the Tender independently.
4. [Click here and insert name of entity]
(a) Has in the performance of all public contracts, complied with applicable obligations in the field of environmental, social and labour law that apply at the place where the works are carried out or the Services provided, that have been established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Schedule 7 of the European Union (Award of Public Authority Contracts) Regulations 2016 (Statutory Instrument 284 of 2016).
(b) Is not bankrupt or the subject of insolvency or winding-up proceedings, its assets are not being administered by a liquidator or by the court, it is not in an arrangement with creditors, its business activities are not suspended nor is it in any analogous situation arising from a similar procedure under national laws and regulations.
(c) Is not guilty of grave professional misconduct.
(d) Has not entered into agreements with other economic operators aimed at distorting competition.
(e) Is not aware of any conflict of interest due to its participation in the Competition.
(f) Has not had any prior involvement in the preparation of the Competition.
(g) Has not 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.
(h) Is not 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 for this Competition and did not withhold such information and did not fail or is not able to submit supporting documents in respect of this Competition as required under Regulation 59 of the European Union (Award of Public Authority Contracts) Regulations 2016 (Statutory Instrument 284 of 2016). 
(i) Has not undertaken to unduly influence the decision-making process of the Contracting Authority in respect of the Competition or obtain confidential information that may confer upon its undue advantages in respect of the Competition; or negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
5. [Click here and insert name of entity] 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).
6. The origin of goods connected to the 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). 
7. Any subcontractor, supplier, or other entity on whose capacity [Click here and insert name of entity] relies as part of the 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).
I understand and acknowledge that the provision of inaccurate or misleading information in this declaration may lead to my business/firm/company/partnership being excluded from participation in this or future tenders, and I make this solemn declaration conscientiously believing the same to be true and by virtue of the Statutory Declarations Act, 1938. This declaration is made for the benefit of the Contracting Authority. 

	
________________________
Signature of Declarant
	


	Declared before me by ___________________________________ who is personally known to me
(or who is identified to me by ______________________________who is personally known to me) or*
at ____________________________ this ___________ day of _______________ 20____

________________________________
(signed)
Practising Solicitor/Commissioner for Oaths











*Please include such other form of identification used to identify the Declarant as permitted by the Statutory Declarations Act, 1938 (as amended) 
















[bookmark: _Toc156994618]This form MUST be completed and signed by an authorised officer of the tenderer’s organisation. 

This offer will remain open for acceptance by you for a period of 12 months from the date of the deadline for submission of tenders. 
We acknowledge that you are not obliged to accept the lowest or any offer.
I/We undertake to deliver the service in accordance with the terms and conditions of the tender specification.  
I/We undertake to maintain full confidentiality with regard to all aspects of this tender process.  

	Signed:
	 
	Position:
	 

	Print Name:
	 
	Phone No: 
	 

	Company Name: 
	 
	Date:
	 

	Address: 
	 

	Email:
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