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DIGITAL MANUFACTURING IRELAND
(the “Contracting Authority” / “DMI”)

Request for Tender for the Provision of
BOARD SECRETARIAT SERVICES
(Board Secretary & Governance Adviser)
TENDER RETURN TEMPLATE (TRT)
	Reference / eTenders RFT No.
	[Insert eTenders reference]

	Tender Deadline
	12:00 noon, [Insert date] 2026

	Submission method
	Electronic tenderbox at www.etenders.gov.ie only

	Language of Tender
	English

	Name of Tenderer
	[Insert Tenderer name]
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[bookmark: _Toc230949157]SECTION 1 – HOW TO USE THIS DOCUMENT
	Purpose of this Tender Return Template
This Tender Return Template (“TRT”) is the structured response document for the Request for Tender (“RFT”) for the provision of Board Secretariat Services. It must be read in conjunction with the full RFT and all associated documents.
Tenderers must complete this TRT in full. It is designed so that all information required to evaluate a Tender against the Selection and Award Criteria is captured in one place, in a consistent format, to support fair, objective and comparable evaluation.



1.1 [bookmark: _Toc230949158]How to complete the TRT
1. Complete every section. Insert your responses directly into the response boxes and tables provided. Do not delete, re-order or alter the structure, headings or wording of this TRT.
1. Respond to each Selection and Award Criterion in the order set out in this TRT and in the RFT.
1. Provide substantive, evidence-based responses. A mere affirmative statement that a requirement can or will be met, or a restatement of the requirement, is NOT sufficient and will score poorly or fail.
1. For each Award Criterion, provide a single consolidated response in the response box, addressing all of the matters described in the criterion. The matters listed are the areas the evaluation panel will assess.
1. Where a page limit applies, do not exceed it. Material in excess of a stated page limit will not be evaluated (RFT paragraph 2.6.6).
1. External hyperlinks as a source of information, or as part of a tender response, are not permitted and will not be evaluated (RFT paragraph 2.6.6).
1. Submit the completed TRT, together with all other required documents listed in Section 12, via the electronic tenderbox on www.etenders.gov.ie before the Tender Deadline.
1.2 [bookmark: _Toc230949159]Formatting requirements
1. Page size A4, single-sided; pages numbered.
1. Minimum font size 11pt (Franklin Gothic Book, Arial or Calibri); minimum margins 2cm.
1. Tables, diagrams and charts contained within a response box count towards the page limit for that criterion.
1. Any CV or appendix permitted under a specific criterion must be clearly labelled with the relevant criterion reference.
1.3 [bookmark: _Toc230949160]Page limits
The following limits apply to the qualitative responses. Limits are set by the Contracting Authority under RFT paragraph 2.6.6. Page limits are the binding limit.
	Ref
	Response
	Page limit
	Marks

	B1
	Previous Experience – each reference contract (×2)
	2 pages each
	P/F

	B2
	Quality Assurance
	2 pages
	P/F

	AC1
	Quality & Relevant Experience of Proposed Resource
	6 pages (+ CV 3 pages)
	250

	AC2
	Understanding of Requirements & Approach to Delivery
	4 pages
	150

	AC3
	Continuity, Resilience & Risk Management
	3 pages
	100

	AC4
	Presentation (PowerPoint)
	8 slides (excl. cover)
	200

	AC5
	Cost – Fixed Daily Rate (Appendix 2)
	Pricing Schedule
	300



1.4 [bookmark: _Toc230949161]How your Tender will be evaluated
Tenders are assessed in three stages: (i) compliance check; (ii) Selection Criteria (pass/fail); and (iii) Award Criteria. Only compliant Tenders that pass all Selection Criteria are evaluated against the Award Criteria. The Services Contract is awarded to the Most Economically Advantageous Tender (MEAT).
Minimum qualifying thresholds: Tenderers must achieve at least 60% of the marks available for each individual qualitative Award Criterion (AC1–AC4) to avoid elimination. A Tenderer that fails a threshold is eliminated and its cost is not assessed.


[bookmark: _Toc230949162]SECTION 2 – TENDERER DETAILS & ADMINISTRATIVE INFORMATION
	Instructions
Complete all tables in this section. Where a table does not apply, insert “Not applicable” rather than deleting it. This information is administrative and is not scored, but incomplete or inconsistent details may affect the compliance assessment of your Tender.


[bookmark: _Toc230949163]2.1  Tenderer identity
	Full legal name of Tenderer
	[Insert]

	Trading name (if different)
	[Insert]

	Legal form (e.g. sole trader, partnership, company)
	[Insert]

	Company / business registration number
	[Insert]

	Country of registration
	[Insert]

	Registered address
	[Insert]

	Tax Reference Number
	[Insert]

	VAT number (and VAT rate, if any)
	[Insert]

	Website
	[Insert]


[bookmark: _Toc230949164]2.2  Nominated single point of contact
All communications relating to this Competition will be directed to and accepted from the nominated contact below (RFT paragraph 2.5).
	Contact name
	[Insert]

	Title / role
	[Insert]

	Telephone
	[Insert]

	Email address
	[Insert]

	Postal address (if different)
	[Insert]



[bookmark: _Toc230949165]2.3  Consortium / subcontracting
	Complete only if tendering as a consortium / group of undertakings, or relying on the capacity of, or subcontracting to, other entities. A separate eESPD is required for each such entity (RFT paragraph 3.1).



	Entity name
	Role in the Tender
	Services / share provided
	Relied on for Selection Criteria? (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc230949166]2.4  SME status
	Is the Tenderer an SME? (Yes/No)
	Choose an item.
	If yes, category (Micro/Small/Medium)
	Choose an item.
	Approx. number of employees
	[Insert]



[bookmark: _Toc230949167]2.5  Freedom of Information – confidential / commercially sensitive information
	Under the Freedom of Information Act 2014, information provided may be liable to disclosure (RFT paragraph 2.16). Identify precisely any specific part you consider confidential or commercially sensitive and give reasons. You may NOT assert confidentiality over the entire Tender. If you identify nothing, your Tender is liable to release without further consultation.



	Section / page reference of the Tender
	Reason for confidentiality / commercial sensitivity

	
	

	
	

	
	



[bookmark: _Toc230949168]2.6  Conflicts of interest & registrable interests
Declare any actual or potential conflict of interest or Registrable Interest (RFT paragraphs 2.13 and 2.18). If none, state “None”.
	[Tenderer response]





[bookmark: _Toc230949169]SECTION 3 – COMPLIANCE & DECLARATIONS CHECKLIST
	Instructions
Confirm each item by inserting “Confirmed” (or “N/A” with an explanation). These relate to mandatory compliance requirements in Parts 2 and 3 of the RFT. Failure to comply with RFT paragraphs 2.6.1, 2.6.2 or 2.6.3 will render the Tender non-compliant.
Confirming an item does not replace the requirement to submit the underlying document (eESPD, signed Tenderer’s Statement, Pricing Schedule). See Section 12.



	#
	Requirement
	Tenderer confirmation

	1
	We have completed and will submit a valid eESPD confirming the absence of exclusion grounds and that we satisfy the Selection Criteria (RFT paragraph 2.2.1(a)).
	Choose an item.
	2
	A separate eESPD is submitted for each consortium member / relied-upon subcontractor as required (RFT paragraph 3.1), where applicable.
	Choose an item.
	3
	We have completed and will submit a signed Tenderer’s Statement (Appendix 3), on our letterhead, with a legible scanned signature, unamended (RFT paragraph 2.4).
	Choose an item.
	4
	We accept the terms of the Services Contract (Appendix 5) and Confidentiality Agreement (Appendix 6), unamended, and will execute them if awarded (RFT paragraphs 2.3 and 3.6).
	Choose an item.
	5
	We confirm that, if awarded, we will hold the insurances at RFT paragraph 2.21.1 (Employer’s Liability €12.7m; Public Liability €6.5m; Professional Indemnity €1.3m), valid in Ireland.
	Choose an item.
	6
	We have completed, signed and will submit the Pricing Schedule (Appendix 2) (RFT paragraph 2.10).
	Choose an item.
	7
	We confirm all prices quoted remain valid for three (3) months from the Tender Deadline (RFT paragraph 2.10.3).
	Choose an item.
	8
	We confirm our Tender was prepared independently and we have disclosed any conflict of interest / registrable interest (RFT paragraphs 2.13, 2.18).
	Choose an item.
	9
	We confirm compliance with applicable environmental, social and labour law obligations (RFT paragraph 2.11).
	Choose an item.
	10
	We confirm our Tender is in English, submitted via the eTenders electronic tenderbox, and complies with file-size and format requirements (RFT paragraphs 2.6.1–2.6.6).
	Choose an item.
	11
	We confirm we can, on request and without delay, provide a Declaration as to Personal Circumstances of Tenderer (Appendix 4) and the supporting documents at RFT paragraph 3.2.
	Choose an item.



[bookmark: _Toc230949170]PART A – SELECTION CRITERIA (PASS / FAIL)
	Instructions for Part A
Each Selection Criterion is assessed on a PASS / FAIL basis; failing any one excludes the Tenderer. Economic and financial standing (A1–A2) is established by self-declaration here, with supporting documentation requested prior to (and as a condition of) award. Technical and professional ability (B1–B2) is assessed on the evidence you provide in this TRT.



[bookmark: _Toc230949171]A1 – Economic & Financial Standing
Confirm the self-declarations below. Supporting documentation will be requested prior to (and as a condition of) award (RFT paragraph 3.2.A).
	Ref
	Self-declaration required
	Evidence (on request)
	Confirm (Y/N)

	A1
	Turnover
Average annual turnover in each of the last three financial years is ≥ €136,500 (excl. VAT) – or, if more recently established, ≥ €136,500 (excl. VAT) for each year since establishment.
	Audited financial statements
	Choose an item.
	A2
	Good Standing
All accounts held by the Tenderer are currently in good standing.
	Letter from principal bankers or auditors
	Choose an item.


Turnover (optional supporting detail). You may insert turnover for the last three financial years below; this does not replace the audited statements requested on award.
	Most recent FY
	Year –2
	Year –3

	€ [Insert]
	€ [Insert]
	€ [Insert]




[bookmark: _Toc230949172]B1 – Previous Experience
	Instructions – Reference Contracts
Provide details of at least two (2) contracts completed within the last three (3) years involving services of a similar nature, scale and complexity. Complete one template (B1‑A and B1‑B) per contract. The reference contact may be approached by DMI for verification. An incomplete reference, or one that does not demonstrate comparability, may result in a FAIL.
Page limit: 2 pages per reference contract.



B1‑A  Reference Contract 1
1. Client details
	Client organisation name
	[Insert]

	Sector (public / private / not-for-profit)
	[Insert]

	Reference contact – name
	[Insert]

	Reference contact – title
	[Insert]

	Reference contact – email
	[Insert]

	Reference contact – telephone
	[Insert]



2. Contract overview
	Contract title
	[Insert]

	Start date / end date
	[Insert]

	Contract value (or approx. annual value)
	[Insert]

	Brief description of the contract:
	[Tenderer response]



3. Scope of services delivered
Services provided; relevance to Board Secretariat / governance support; extent of responsibilities (meeting management, minute-taking, statutory compliance, board advisory support):
	[Tenderer response]



4. Scale & complexity
Size and structure of the organisation supported (board members, committees, geographic spread); frequency and scale of meetings; level of senior stakeholder engagement (Chair, CEO, executive):
	[Tenderer response]



5. Outcomes & performance
Key outcomes and value delivered; evidence of high-quality delivery (timeliness, accuracy, governance improvements); any performance metrics, KPIs or client feedback:
	[Tenderer response]



6. Relevance to this requirement
How this contract is comparable in nature, scale and complexity, with specific examples of alignment with the Scope of Services:
	[Tenderer response]





B1‑B  Reference Contract 2
1. Client details
	Client organisation name
	[Insert]

	Sector (public / private / not-for-profit)
	[Insert]

	Reference contact – name
	[Insert]

	Reference contact – title
	[Insert]

	Reference contact – email
	[Insert]

	Reference contact – telephone
	[Insert]



2. Contract overview
	Contract title
	[Insert]

	Start date / end date
	[Insert]

	Contract value (or approx. annual value)
	[Insert]

	Brief description of the contract:
	[Tenderer response]



3. Scope of services delivered
Services provided; relevance to Board Secretariat / governance support; extent of responsibilities (meeting management, minute-taking, statutory compliance, board advisory support):
	[Tenderer response]



4. Scale & complexity
Size and structure of the organisation supported (board members, committees, geographic spread); frequency and scale of meetings; level of senior stakeholder engagement (Chair, CEO, executive):
	[Tenderer response]



5. Outcomes & performance
Key outcomes and value delivered; evidence of high-quality delivery (timeliness, accuracy, governance improvements); any performance metrics, KPIs or client feedback:
	[Tenderer response]



6. Relevance to this requirement
How this contract is comparable in nature, scale and complexity, with specific examples of alignment with the Scope of Services:
	[Tenderer response]





[bookmark: _Toc230949173]B2 – Quality Assurance
	Instructions
Demonstrate that appropriate quality assurance measures are in place to ensure consistent and reliable delivery. Describe your QA policies and systems relevant to Board Secretariat services; where third-party certified, provide certification details. Demonstrate sufficient management structures and operational resources to deliver reliably within the required timeframes.
Page limit: 2 pages.



Quality assurance policies and systems:
	[Tenderer response]



Quality certifications (if any)
	Certification / standard
	Certifying body
	Valid to (date)

	
	
	

	
	
	




[bookmark: _Toc230949174]PART B – AWARD CRITERIA
	Instructions for Part B
Only compliant Tenders that pass all Selection Criteria are evaluated against the Award Criteria. For each criterion, provide a single consolidated response in the response box that addresses all of the matters described. The matters listed within each criterion are the areas the evaluation panel will assess – address them as one integrated response, not as separate sub-answers.
A mere affirmative statement, or a restatement of the requirement, is not sufficient. Provide specific, evidence-based detail relevant to DMI.



[bookmark: _Toc230949175]Award Criteria – summary of marks
	Ref
	Award Criterion
	Marks
	Min. threshold

	AC1
	Quality & Relevant Experience of Proposed Resource
	250
	60% (150)

	AC2
	Understanding of Requirements & Quality of Proposed Approach to Service Delivery
	150
	60% (90)

	AC3
	Quality of Approach to Continuity, Resilience & Risk Management
	100
	60% (60)

	AC4
	Presentation
	200
	60% (120)

	AC5
	Cost (Fixed Daily Rate)
	300
	N/A

	
	TOTAL
	1,000
	



[bookmark: _Toc230949176]Qualitative scoring bands (AC1–AC4)
Each qualitative criterion is scored by assigning the response to one band; the percentage is applied to the marks available.
	Band
	Rating
	Meaning (summary)
	Score

	A
	Excellent
	Comprehensive, clear and compelling; all elements addressed with exceptional clarity; deep understanding of DMI’s needs; high confidence in delivery.
	100%

	B
	Very Good
	Strong, well-detailed; fully meets and in places exceeds all minimum requirements; very good fit with clear explanations; instils confidence.
	80%

	C
	Good
	Meets all minimum requirements with appropriate detail; good alignment; workable and competent but lacks the depth/added value of higher bands.
	60%

	D
	Fair
	Notable weaknesses or insufficient detail; some elements only partially addressed or unclear; may present delivery risk.
	40%

	E
	Poor
	Serious shortcomings; fails several key requirements; very limited detail; significant risk.
	20%

	F
	Not Acceptable
	No relevant response, or wholly inadequate; fails to address the criterion.
	0%



Cost (AC5) is scored by formula: the lowest evaluated daily rate receives full marks; all others are scored as (Lowest Day Rate ÷ Tenderer’s Day Rate) × 300 (RFT paragraph 3.3.3).


[bookmark: _Toc230949177]AC1 – QUALITY & RELEVANT EXPERIENCE OF PROPOSED RESOURCE
Marks: 250   •   Minimum threshold: 60% (150)   •   Page limit: 6 pages (+ CV up to 3 pages)
In a single consolidated response, nominate one named primary resource for the Board Secretariat & Governance Advisory Services and demonstrate their suitability. Begin with the resource’s name, current role, professional qualifications and memberships, and confirmed availability, and include their CV (within the box or as a clearly labelled appendix “AC1 – CV”). The named primary resource is Key Personnel under the Services Contract and must be available for the Term.
Your response should evidence: relevant Board Secretariat, Company Secretariat or equivalent governance advisory experience; expertise in corporate governance, regulatory compliance and board operations; professional qualifications, memberships and career background; experience supporting boards of comparable scale, complexity and operating environment, and acting as a trusted adviser to Board Chairs, CEOs and senior leadership teams; experience of board evaluations, governance reviews, succession planning and governance framework development; provision of strategic governance advice and horizon scanning services; and availability and commitment to meet the required service level of approximately 1.0 day per week throughout the Term.



AC1 consolidated response:
	[Tenderer response]





[bookmark: _Toc230949178]AC2 – UNDERSTANDING OF REQUIREMENTS & QUALITY OF PROPOSED APPROACH TO SERVICE DELIVERY
Marks: 150   •   Minimum threshold: 60% (90)   •   Page limit: 4 pages
In a single consolidated response, demonstrate a clear and practical understanding of the services required and your proposed approach to delivering them, grounded in DMI’s governance environment and strategic context (refer to Appendix 1 of the RFT).
Your response should address: your understanding of the Board Secretary & Governance Adviser role; your understanding of DMI’s governance environment and strategic context (mission, vision, values, operating model); the quality and feasibility of your proposed approach to delivering Board Secretariat services (meeting management, board-pack preparation, minute-taking and record-keeping, statutory filings and policy custodianship); your approach to supporting effective board operations, decision-making and compliance; your approach to governance advisory services and continuous governance improvement; your methodology for horizon scanning, strategic intelligence gathering and reporting to the Chair, Board and CEO; and how your approach aligns with recognised governance best practice.



AC2 consolidated response:
	[Tenderer response]





[bookmark: _Toc230949179]AC3 – QUALITY OF APPROACH TO CONTINUITY, RESILIENCE & RISK MANAGEMENT
Marks: 100   •   Minimum threshold: 60% (60)   •   Page limit: 3 pages
In a single consolidated response, demonstrate how consistent and uninterrupted service delivery will be ensured, such that delivery is not dependent on the availability of a single individual.
Your response should address: arrangements for cover in the absence of the primary resource (e.g. planned leave, illness) and how disruption will be minimised; the strength and suitability of your backup resource(s), including their relevant qualifications and experience; your knowledge management and handover processes to ensure seamless transitions; your organisational resilience and capacity to support ongoing delivery over the Term; and the key service-delivery risks together with your proposed mitigation measures.



AC3 consolidated response:
	[Tenderer response]





[bookmark: _Toc230949180]AC4 – PRESENTATION
Marks: 200   •   Minimum threshold: 60% (120)   •   Format: PowerPoint, 8 slides max (excl. cover)
Submit, as part of your Tender, a single PowerPoint presentation of no more than eight (8) slides (excluding any cover slide). The proposed primary resource must attend and deliver the presentation. DMI may invite Tenderers to an interview / presentation clarification session, which forms part of the qualitative assessment; DMI reserves the right to adjust scores based on information presented, clarified or substantiated, and is under no obligation to interview all Tenderers.
The presentation (and any verification session) should address: your understanding of DMI’s mission, operating environment and governance requirements; your ability to provide strategic governance advice and independent challenge; your understanding of emerging issues affecting digital manufacturing, innovation, research and technology; your ability to identify, analyse and communicate strategic risks and opportunities; boardroom judgement, professionalism and communication skills; your stakeholder-management approach and ability to build trusted-adviser relationships with the Chair, Board and Executive; and your response to governance and strategic scenario-based questions.
Save the file as “AC4_Presentation_ [Tenderer name]” and upload it with your Tender. Confirm the details below.

	Presentation file submitted with this Tender? (Y/N)
	[Insert]

	Number of slides (excluding cover)
	[Insert]

	Name of primary resource who will present
	[Insert]

	Confirmation primary resource will attend (Y/N)
	[Insert]




[bookmark: _Toc230949181]AC5 – COST (FIXED DAILY RATE)
Marks: 300   •   (Pricing Schedule)
Cost is assessed on the Fixed Daily Rate for the proposed resource, set out in the Pricing Schedule at Appendix 2 of the RFT, which must be completed, signed and submitted; failure to do so will invalidate the Tender. Do NOT enter pricing anywhere in this TRT other than the confirmation below –. The Fixed Daily Rate must be all-inclusive, in Euro, exclusive of VAT, and fixed for the duration of the contract. The lowest evaluated daily rate receives 100% of the cost marks; all others are scored as (Lowest Day Rate ÷ Tenderer’s Day Rate) × 300 (RFT paragraph 3.3.3).

Table 1 – Fixed Daily Rate (figure used for evaluation)
Insert the single all-inclusive Fixed Daily Rate for the proposed resource. This is the “Day Rate under evaluation” used in the cost-scoring formula (RFT paragraph 3.3.3).
	Ref
	Description
	Amount (€, excl. VAT)

	1
	Fixed Daily Rate
All-inclusive rate per day for the provision of the Board Secretariat & Governance Advisory Services by the proposed resource.
	€ [Insert]




	Fixed Daily Rate is all-inclusive, in Euro, excl. VAT, fixed for the Term? (Confirm)
	[Insert]

	Applicable VAT rate (if any)
	[Insert]




[bookmark: _Toc230949182]SECTION 12 – DOCUMENT RETURN CHECKLIST
	Instructions
Before submitting, confirm each applicable document is included in your eTenders upload. Mark each item “Included” or “N/A”.



	#
	Document
	Status

	1
	This completed Tender Return Template (TRT), including all Selection and Award Criteria responses.
	Choose an item.
	2
	Completed eESPD (and a separate eESPD for each consortium member / relied-upon subcontractor).
	Choose an item.
	3
	Signed Tenderer’s Statement (Appendix 3), on letterhead, unamended, with legible signature.
	Choose an item.
	4
	Signed Declaration as to Personal Circumstances of Tenderer (Appendix 4) unamended, with legible signature.
	Choose an item.
	5
	Completed and signed Pricing Schedule (Appendix 2).
	Choose an item.
	6
	Proposed primary resource CV (AC1) – if provided as a separate appendix.
	Choose an item.
	7
	AC4 Presentation file (PowerPoint, ≤8 slides excluding cover).
	Choose an item.
	8
	Consortium / subcontractor undertakings (where capacity is relied upon) – if requested.
	Choose an item.
	9
	Any document identified as confidential / commercially sensitive, clearly marked (Section 2.5).
	Choose an item.


Reminder: Tenders must be submitted in English via the electronic tenderbox at www.etenders.gov.ie before 12:00 noon on the Tender Deadline. Tenders submitted by any other means will not be accepted. Allow sufficient time to upload all files (single file limit 250MB; total 500MB).

END OF TENDER RETURN TEMPLATE
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