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Tender response document
	Title of Procurement
	Request for Tenders for the Supply of Print Paper for the Houses of the Oireachtas Print Facility.				

	Contracting Authority Reference
	2025/1004

	eTenders RFT ID
	

	Closing Date and Time for Receipt of Tenders
	10/07/2026 at 12:00 midday

	Organisation Name
	

	Contact Name 
	

	Contact Email
	









Table of Contents
1.	Instructions for Completion	3
2.	Response to the Selection Criteria	4
2.1	General Contact Information	4
2.2	Financial Information – Pass/Fail Criteria	5
2.3	Declaration Re Statutory Obligations – Pass/Fail Criteria	7
2.4	Previous Contracts / Experience - Pass/Fail Criteria	8
Previous Contract No. 1	8
Previous Contract No. 2	9
3.	Mandatory Requirements	11
4.	Confirmation Check	12
5.	Response to the Award Criteria	13
5.1	Form of Tender – Cost Criterion	13
5.2	Response to Qualitative Award Criteria	15










1. [bookmark: _Toc16597912][bookmark: _Toc81920331][bookmark: _Toc201230281][bookmark: _Hlk535242154]Instructions for Completion
[bookmark: _Hlk13580347]This document MUST be used for the submission of tenders. 
Tenderers should ensure they have read the Request for Tender before they attempt to complete this Tender Response Document.  
If you consider that the Tender Response Document is missing any sections which would prevent you from preparing a comprehensive response, please contact the Contracting Authority as soon as possible.     
Where there is a discrepancy between the contents / instructions in this document and the Request for Tender, the Request for Tender will take precedence.   
Tenderers must follow the instructions contained in this document in relation to attachments, format for submission, etc.  
[bookmark: _Hlk495513867]Where tenderers are relying on other parties to meet the selection criteria, those parties must be available to deliver elements of the contract. 


2. [bookmark: _Toc16597913][bookmark: _Toc81920332][bookmark: _Toc201230282][bookmark: _Hlk178194551][bookmark: _Hlk13580304][bookmark: _Toc81920333]Response to the Selection Criteria
2.1 [bookmark: _Toc201230283][bookmark: _Toc16597916][bookmark: _Toc81920334]General Contact Information
	Organisation Name:
	

	Contact Person:
	

	Position: 
	

	Address: 
	

	Phone:
	

	Email: 
	

	Website: 
	

	Date of establishment, if applicable:
	VAT Registration No:
	Legal Structure – partnership, limited company, etc.

	
	
	

	Details of any Sub-contractors or Consortium members:

	Name
	Proposed Role in Delivery of the Contract
	Confirmation relevant information is provided for each party (e.g. financial, experience, or other selection criterion where applicable)  

	
	
	

	
	
	

	
	
	





2.2 [bookmark: _Toc201230284][bookmark: _Toc81920335]Financial Information – Pass/Fail Criteria
	
Tax Clearance

	I confirm and declare being tax compliant.  The Contracting Authority can verify your tax clearance status through Revenue’s online facility at http://www.revenue.ie/en/online/tax-clearance.html To this end, please confirm:
	Yes
	

	(A) 
	No
	

	Tenderer Name:
	

	Tenderer PPSN/ Tax Reference Number:
	

	Access Number:
	

	OR, I confirm that I hold a current valid paper Tax Clearance Certificate (generally relates to Non-Residents)

	Registration Number:
	
	Certificate Number:
	

	OR, 
I confirm that I have applied for Tax Clearance status or a Tax Clearance Certificate which will be made available on request
	Yes
	

	
	No
	

	Turnover

	I confirm that we have the requisite turnover to be considered for the contract.

	Year
	2024
	2023
	2022

	Month End (e.g. July)
	

	
	

	Turnover €700,000 (In each of the last three (3) years.) 
	

	
	

	I confirm that we have the financial capacity to pay our debts identified on the current statement of assets and liabilities as being the debts as they fall due. 
	Yes
	

	
	No
	

	I confirm that I will provide evidence of turnover and capacity to pay our debts promptly on request.
NOTE #1:  In the case of sole traders or partnerships this condition may be satisfied by a letter of confirmation from a senior partner.
	Yes
	

	
	No
	





	

Insurances 

	I confirm that we have the following insurances in place 

	Insurance Type
	Level required if successful
	Level in Place
	Details of Any Excess
	Renewal Date

	Employers Liability
	€12,700,000
	€
	
	

	Public Liability
	€6,500,000
	€
	
	

	[Product Liability]
	€6,500,000]
	€
	
	

	AND

	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. 

	

	AND

	I confirm that I will provide the following promptly on request:
· evidence of insurances in place     
 or 
· letter from Insurance Broker confirming that the required levels can be put in place if successful 
	














[bookmark: _Toc487559492][bookmark: _Toc16597918][bookmark: _Toc81920337]
2.3 [bookmark: _Toc201230285][bookmark: _Toc16597921][bookmark: _Toc81920338]Declaration Re Statutory Obligations – Pass/Fail Criteria
	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment/operation:
	YES
	NO

	(a) 
	Safety, Health and Welfare at Work Act 2005 and Safety, Health and Welfare at Work (General Application) Regulations 2007
	
	

	(b) 
	Employment Equality Acts 1998-2011 
	
	

	(c) 
	Equal Status Acts 2000-2011
	
	

	(d) 
	National Minimum Wage Act 2000 as amended 
	
	

	(e) 
	Organisation of Working Time Act 1997 as amended
	
	

	(f) 
	Disability Act 2005
	
	

	(g) 
	Regulation (EU) 2016/679 on the protection of natural persons with regard to the processing of personal data and on the free movement of such data, the Data Protection Act, 2018
	
	

	(h) 
	We further 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.
	
	

	(i) 
	We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
	
	

	This Declaration is made for the benefit of the Contracting Authority. 
I certify that the information provided in the Declaration re Personal Circumstances and the Declaration re Statutory Obligations is accurate and complete to the best of my knowledge and belief.  I understand that the provision of inaccurate or misleading information in these Declarations will lead to my organisation being excluded from participation in this and future tenders and I am signing on behalf of: 

	Name of Tenderer
	


	Name of Authorised Signatory
	


	Position
	


	Signature
	



2.4 [bookmark: _Toc201230286]Previous Contracts / Experience - Pass/Fail Criteria
Minimum Rule Applying
Tenderers must demonstrate that they have successfully delivered service of a comparable scale and complexity relevant to the requirements in this RFT.
Evidence must be provided of the successful delivery of Two (2)such contracts, within the previous 4 years.  Contact details of a referee for all projects must also be provided.
Tenderers must ensure they provide sufficient information to allow the Contracting Authority to judge the similarity of these contracts to the Services sought within Appendix 1 of this RFT.
Where specified, maximum word and/or page counts must be adhered to. 
Tenderers must complete this section in full.
Templates are provided below for 2 previous contracts i.e.  Previous Contract No.1 and Contract No. 2, these two templates must be completed fully.
[bookmark: _Previous_Contract_No.][bookmark: _Toc201230287]Previous Contract No. 1
	Name of Contract
	Click here and insert the name of project or matter on which you delivered service

	Client/Contracting Authority
	Click here and insert the name of the client or contracting authority

	Public or Private Sector?
	Click here and insert either Public or Private

	Contract Description
	Click here and insert a full description of services provided to the Client/Contracting Authority

	Contract Value (excl. VAT)
	€Click here and insert the total value charged

	Contract Duration (Start/Finish)
	Click here and insert the start date and finish date of the project/contract

	Comparability Narrative

	Click here and insert a narrative (in no more than 250 words) that outlines the extent to which you feel the services are comparable to the Contracting Authorities current requirements

	Name of Client Referee
	Click here and insert name

	Address of Client Referee
	Click here and insert address

	Telephone of Client Referee
	Click here and insert telephone number

	Email Address of Client Referee
	Click here and insert email address 



[bookmark: _Previous_Contract_No._1][bookmark: _Toc201230288]Previous Contract No. 2
	Name of Contract
	Click here and insert the name of project or matter on which you delivered service

	Client/Contracting Authority
	Click here and insert the name of the client or contracting authority

	Public or Private Sector?
	Click here and insert either Public or Private

	Contract Description
	Click here and insert a full description of services provided to the Client/Contracting Authority

	Contract Value (excl. VAT)
	€Click here and insert the total value charged

	Contract Duration (Start/Finish)
	Click here and insert the start date and finish date of the project/contract

	Comparability Narrative

	Click here and insert a narrative (in no more than 250 words) that outlines the extent to which you feel the services are comparable to the Contracting Authorities current requirements

	Name of Client Referee
	Click here and insert name

	Address of Client Referee
	Click here and insert address

	Telephone of Client Referee
	Click here and insert telephone number

	Email Address of Client Referee
	Click here and insert email address




3. [bookmark: _Toc81920339][bookmark: _Toc201230289][bookmark: _Hlk42506531]Mandatory Requirements
	Mandatory requirements
	Yes
	No

	Tenderers must provide the source and manufacture of all proposed paper grades in the Paper Product Specification. 

	
	

	All paper grades must be PEFC or FSC certified or 100% recycled. Please confirm that the paper meets these standards. The successful tenderer will be required to produce samples and valid certification before signing a contract.

	
	

	Tenderers must be capable of providing the minimum delivery service levels as per orders received prior to 10a.m. Monday – Friday shall be delivered on the same day; orders received after 10a.m. Monday – Friday shall be delivered by the following business day before 10a.m. 

	
	


4. [bookmark: _Toc81920340][bookmark: _Toc201230290]Confirmation Check
	Relevant Documents Completed
	Yes
	No

	I confirm that I have completed the relevant elements of this Tender Response Document
	
	

	I confirm that I have completed and provided the European Single Procurement Document 
	
	

	I confirm that I will provide all relevant information self-declared promptly on request and no later than 5 working days.
	
	

	I confirm that I have read and accept the terms of the Contract Terms and Conditions. 
	
	

	I confirm that I understand that the Contracting Authority reserves the right to confirm that the financial and technical capacity of the tenderer is valid and unchanged prior to the award of the Contract. 
	
	


5. [bookmark: _Toc16597925][bookmark: _Toc81920341][bookmark: _Toc201230291][bookmark: _Toc16597926][bookmark: _Toc81920342]Response to the Award Criteria
5.1 [bookmark: _Toc201230292][bookmark: _Toc81920343]Form of Tender – Cost Criterion
	To:
	

	From:
	

	Re:
	


I/We have examined the tender documentation and hereby offer to provide the services in accordance with the details contained within the Request for Tender Document. 
Please complete Appendix 2A – Pricing Schedule
Please refer to the separate Excel file entitled ‘Appendix 2A: Pricing schedule’. This file must be completed as part of your tender submission.
It is stressed that the quantities listed in the pricing schedule are purely for evaluation purposes and do not represent any guarantee on the volume of services to be contracted under the framework agreement. A daily rate refers to an 8-hour working day.
I/We confirm that I/we: 
· In relation to daily/hourly fees all rates are inclusive of out of pocket (i.e. mileage, subsistence, phone, postage, etc.) and account / contract management related costs. 
· Will keep this offer for the framework open for acceptance by you for a period of 12 months from the date of deadline for submission of Tenders,
· Agree that you are not bound to accept the most economically advantageous or any Tender you may receive,
· Agree that the rates stated are maximum prices for the duration of the framework agreement, 
· Have read and thoroughly examined the Tender Document,
· Fully understand the Tender Document and the Client’s requirements,
· Undertake to treat the details of this Invitation to Tender, its Tender and any subsequent agreements as private and confidential,
· Acknowledge that acceptance by the Contracting Authority of this tender will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless the framework agreement has been established between the Contracting Authority and the Tenderer,
· Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the contract,
· Have included all elements necessary for the performance of the specified requirements, which are either expressly stated in the Tender Document or contained in any supplementary information or which could reasonably be inferred therefrom,
· Have found no errors, omissions, conflicts or ambiguities in the Tender Document except those which I/We have brought to the attention of the Contracting Authority before the latest date for submitting queries,
· Have included for compliance with all statutory requirements applicable in Ireland or any country where parts of the contract may be performed,
· Will not, if awarded a contract employ labour in a manner that is discriminatory in relation to gender, civil/family status, sexual orientation, religion, age, disability, race, or membership of the traveller community.
· Agree that as a condition of award, it shall be our sole responsibility to fulfil the obligations under the Contract, notwithstanding any changes in circulars, laws, regulations, taxation, duties or other factors which might arise following the withdrawal of the United Kingdom from membership of the EU.
	Signed:
	

	Name (in capital letters):
	

	On behalf of:	
	

	Address:
	

	Telephone:
	

	Mobile:
	

	Email:
	



5.2 [bookmark: _Toc201230293][bookmark: _Hlk40951774]Response to Qualitative Award Criteria
	Award Criteria
	Reference Section in
RFT
	Marks allocated
	Minimum  Marks
	Weighting (%)

	Award Criteria 1 - Provision of Service.
Sub-criteria 1 - Stock Management, 100 marks
Sub-criteria 2 – Delivery Service, 100 marks 
Sub-criteria – Contingency Arrangements, 100 marks
	Appendix 1, Section 4 

	300 Marks
	150 Marks
	30%

	Award Criteria 2 - Contract Management
1. Sub-criteria 1 – Technical & Aftersales Service, 150 marks  
1. Sub-criteria 2 – Complaint Resolution, 50 marks
1. Sub-criteria 3 - Quality Management Systems, 50 marks
1. Sub-criteria - Environmental      Policy, 50 marks

	Appendix 4, Section 5 

	300 Marks
	150 Marks
	30%

	Award Criteria 3 - Proposed cost of providing the Goods
	Appendix 2

	400 marks
	N/A
	40%

	Description:
	Cost of the Goods over the period of the contract based on the pricing Schedule.  Scores for overall cost will be awarded as follows:
Maximum points available x Lowest responsive valid tender
Value of individual tender
The lowest responsive valid tender will achieve maximum points and all other tenders will be scored on a sliding scale thereafter using the above formula.



NOTE 1: Tenderers should ensure in their tenders that they provide detailed information in respect of all aspects of the award criteria as stated above.  This will enable the awarding authority to assess fully the extent of their offers.
[bookmark: _Hlk81919557]Tenderers should note that they must achieve a minimum of 50% on each individual non-cost related criterion (i.e. 150 Marks for Award Criteria 1 and 150 Marks for Award Criteria 2 etc) in order to avoid elimination from the competition.
Cost Criteria 40% the highest score is awarded to the Tenderer with the lowest notional ultimate cost.  All other Tenderers cost scores are calculated pro rata in relation to this score. 
All other Award Criteria 60% Scoring of these criteria will be based on the tender responses and the full provision of the information requested.
N.B. Where responses exceed the maximum page count stated, only information provided within the allowed page limit can be evaluated.  The page count begins at the start of the response. Font size 11 or greater must be used.
Additional referenced material may be provided separately i.e., organisation charts, Excel sheets, Gantt charts or other pertinent literature. For the avoidance of doubt, please note only clearly referenced material will be taken into consideration. It is not sufficient to state the information required is contained in any brochures or technical information attached.















Award Criterion 1 - Provision of Services 300 marks

	[bookmark: _Hlk197953283]Award Criterion 1.1: – Stock Management - 

	Question 1. (100 marks) 
Please provide details of your stock management arrangements including stock holding levels and systems to fulfil the tender requirements as set out in the RFT.

	Instructions | Response: 2 pages maximum



[bookmark: _Hlk198206153]Tenderers’ Response:
Please use this free text page(s) (i.e. do not type in the box) for your response.

	[bookmark: _Hlk197953458]Award Criterion 1.2: – Delivery Arrangements - 

	Question 1. (100 marks) 
Please provide information about your company’s transport arrangements to ensure a timely and responsive delivery of services as specified in the RFT.

	Instructions | Response: 2 pages maximum



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





	Award Criterion 1.3: – Contingency Arrangements - 

	Question 1. (100 marks) 
Please outline what contingency arrangements your company has in place to ensure continuity of supply of paper to the Oireachtas.
Tenderers’ Response:
Please use this free text page(s) (i.e. do not type in the box) for your response.


	Instructions | Response: 2 pages maximum


[bookmark: _Hlk197954299]














Award Criterion 2 – Contract Management – 300 marks

	Award Criterion 2.1: Technical and Aftersales Service – 

	Question 1 (150 marks)
Please describe in detail your company’s technical and aftersales services.

	Instructions | Response: 2 pages maximum



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

	[bookmark: _Hlk197954398]Award Criterion 2.2: - Complaint Resolution -

	Question 1 (50 marks)
Please outline your company’s complaint resolution policy.

	Instructions | Response: 2 pages maximum



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

	[bookmark: _Hlk197954503]Award Criterion 2.3: - Quality Management Systems -

	Question 1 (50 marks)
Please outline your company’s Quality Management Systems.

	Instructions | Response: 2 pages maximum




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

	Award Criterion 2.4: - Environmental Policy -

	Question 1 (50 marks)
Please outline your company’s Environmental Policy.

	Instructions | Response: 2 pages maximum



Tenderers’ Response:
Please use this free text page(s) (i.e. do not type in the box) for your response.
Page | 2
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