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Appendix 2 of the ITT
Tenderer Response Document

Contract for the Provision of Insurance Brokerage Services

[bookmark: _Hlk211853469]Response Deadline: 
No later than 1:00pm on 24 August 2026 (Irish Time)


RTÉ Ref No: 26P020

	Please insert Full Legal Name of Tenderer below:

	







PART A – INSTRUCTIONS
Tenderers must complete this section in full, which must be read in conjunction with the Invitation to Tender (“ITT”)  for the provision of Insurance Brokerage Services , providing all required information.
Tenderers must answer each question in the relevant response areas provided below. 

Tenderers must ensure to address each question in its own right. Only information provided in the dedicated response areas for each question will be used for the evaluation of that question. 

Information provided elsewhere will NOT be assessed unless otherwise stated in this Tender Response Document (“TRD”). As such, Tenderers must ensure to include only relevant information in the applicable response areas below.  

Tenderers must align their responses to the particular requirements as set out in the ITT and the TRD being tendered for. Tenderers must respond to ALL questions in this TRD.
Note: Where specified, maximum word or page counts should not be exceeded. Font size shall be no smaller than Arial 10. Tenderers are advised that any part of their Tender beyond the word or page counts, where specified, WILL NOT be considered for evaluation.
Tenderers should not embed documents in the TRD, documents should be attached as appendices to the TRD, if necessary.

Completed Tender Response Documents must be returned in accordance with the requirements of the ITT. 
Tenderers should note to the extent that any specific provision in the ITT is inconsistent or conflicts with any provision in the TRD, the relevant provision of the ITT shall prevail.
All Tenders submitted in soft copy must be compiled such that they can be read immediately using Microsoft Word, PowerPoint, PDF Readers or equivalent.
Tenderers must ensure that the document submitted is text searchable using non-OCR software i.e. it must not be a document which has been scanned as an image or protected against search. It must not be an embedded document or file.

RTÉ is not responsible for corruption in electronic documents. Tenderers must ensure electronic documents are not corrupt.



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

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


PART B – FORMS FOR COMPLETION
PLEASE COMPLETE AND RETURN ALL OF THE FOLLOWING FORMS

FORM 1 
TENDERER DETAILS
1.1 Contact Details

	Designated Contact Details for this Tender

	Contact Name for this Tender
	Click here and insert details


	Telephone Number, including mobile number
	Click here and insert details


	Email Address
	Click here and insert details




	Company Details

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

	Registered Company Address
	Click here and insert details

	
	[bookmark: Text1]Click here and insert details

	
	Click here and insert details

	Telephone Number
	Click here and insert details

	Email Address
	Click here and insert details

	Website Address
	Click here and insert details

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

	VAT Number 
	Click here and insert details

	Company Registration Number
	Click here and insert details

	Date of Registration
	Click here and insert details

	Country of Registration
	Click here and insert details

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







1.2. Consortium / Sub-Contractor Information
If this tender submission concerns a Consortium or Sub-Contractors, Tenderers must complete this section in full, providing all the required information. Where Tenderers regard information as not applicable to them, they must enter N/A in the relevant response area. 
(Please note an ESPD must be completed for all parties)

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

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details

	Click here and insert details
	Click here and insert details




	Sub-Contractor Declaration (To be completed where relevant)


	Where a sub-contractor is relied upon, the Tenderer will be required to show the commitment of the indicated sub-contractor to the Tenderer’s participation. In order to do this, Tenderers must submit a completed sub-contractor declaration, included below. 

This declaration is to be signed by an authorised representative of the sub-contractor.

	
This declaration is to be signed by an authorised representative of the sub-contractor.

	Signed:
	

	Print Name:
	

	Sub-contractor Name:
	

	Date:
	



	Services to be provided by the Sub-contractor:
	













1.3. Group/Affiliate Declaration
	[bookmark: _Toc450212313][bookmark: _Toc450295563][bookmark: _Toc450295969][bookmark: _Toc454270083][bookmark: _Toc454445803]Group/Affiliate Declaration (To be completed where relevant)

	Tenderers seeking to show compliance based on the experience or resources of the Tenderer’s group or other affiliated companies will be required to:

i. prove to the contracting entity that those resources will be available to it throughout the period of the validity of procurement process and subsequent Legal Agreement;
ii. produce a commitment by the relevant entities to that effect;
iii. provide details of the group/affiliate’s relevant experience, resources or financial standing. Where the Tenderer proposes to rely on the educational and professional qualifications of another party, the Tenderer can only rely on this experience where the relevant third party will perform the services for which their experience is being relied on
iv. verify that a third party does not fall into any of the mandatory or other exclusionary grounds listed in Section 2.1 of Form 2;
v. be jointly liable for the execution of the contract where the financial and economic standing of a group/affiliate company has been reliable upon (Reg. 86 (5)).
This commitment should be demonstrated by submission of a signed declaration from an authorised signatory of the group/affiliates, confirming and acknowledging the use of such information by the Tenderer for these purposes. 

In either case, where such commitment is not shown, neither group nor affiliates’ experience, resources or financial standing shall be considered.


	
This Declaration is to be signed by an authorised representative of the group/affiliate.

	Signed:
	

	Print Name:
	

	Company Name:
	

	Date:
	







[bookmark: _Toc66181184]1.4. Group of Companies
	[bookmark: _Toc454270084][bookmark: _Toc454445804][bookmark: _Toc66181185]Group of Companies (To be completed where relevant)


	If applicable please provide a brief description of how the group of economic operators will work, including confirmation of the lead.  Please enclose an organisational chart with the proposed hierarchical structure of the grouping including any sub-contractor arrangements.

	
Response:




1.5. Conflict of Interest

	CONFLICTS OF INTEREST

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



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
















FORM 2
ESPD
[bookmark: _Ref349204286]Each Tenderer must submit an ESPD, in accordance with Section 4.3 of the ITT. A template ESPD is included in Appendix 1 of this document.


















FORM 3
FORM OF TENDER

This FORM OF TENDER must be signed by an Authorised Representative of the Tenderer.

Head of Procurement
Raidió Teilifís Éireann  
Donnybrook 
Dublin 4 

Insurance Brokerage Services 
Dear Sirs
1. Having examined in full and understood the RFT, including, within the RFT  and the terms and conditions of Contract issued by RTÉ, we offer to provide the Services required by RTÉ as more particularly described in the RFT provided for the amounts set out in our Pricing Submission enclosed with this Tender, or such other fee as may be determined in accordance with the Contract. 
2. We confirm that we have read the RFT in full and in particular confirm our acceptance of all terms and conditions of the Contract in the latest form issued by RTÉ before the deadline for receipt of Tenders. We confirm that we are prepared, if successful, to execute the Contract in the form provided by RTÉ.
3. We accept all the provisions of the RFT, including the selection and award criteria as set out therein. We have found no errors, omissions, conflicts or ambiguities in the Instructions (other than those which we have already brought to the attention of RTÉ in accordance with the provisions of the Instructions).
4. We confirm that all of the information supplied in our Tender is true and accurate and that we have complied with all instructions and requirements set out in the RFT. 
5. In consideration of your providing us with the RFT, we agree that our Tender (including all prices quoted in our Tender) remains open for your acceptance until the latest of:
a) 180 days from the Deadline for Receipt of Tenders; and

b) expiry of at least 21 days written notice to withdraw this Tender given by us, which may not issue prior to the expiry of the period at (a) (and in the event that we purport to issue a withdrawal notice in advance of such period, we acknowledge that such purported withdrawal notice will be null and void); and

c) such later date as may be agreed in writing between us.
6. We acknowledge that the RFT does not constitute an offer to enter into a contract and that neither the RFT nor any of the information set out in the RFT are to be regarded as a commitment or representation on the part of RTÉ to enter into a contractual arrangement. We acknowledge that, save for our irrevocable offer to keep our Tender open for acceptance for the period referred to in paragraph 5 above, and any undertaking we may have been required to give in respect of confidentiality, no legally binding relationship or other obligation exists between us (including in relation to the Competition itself, as well as the Contract that is the subject of this Competition) unless and until our offer is accepted by you by the issue of a Letter of Acceptance or the execution by us both of the Contract.
7. We understand that the Contract can be awarded in whole or in part and that RTÉ may cancel this Competition at any time without the award of a contract, for any reason whatsoever, and is not bound to accept the lowest or any Tender you may receive.
8. We also confirm that we are not aware of any legal impediment which would prevent RTÉ from entering into a contract with us (bearing in mind sanctions law or any other applicable law). In particular, we declare that:
a) Neither the Tenderer, any member of a group/consortium Tenderer, or any entity being relied upon is a Russian national, or a natural or legal person, entity or body established in Russia;
b) Neither the Tenderer, any member of a group/consortium Tenderer, or any entity being relied upon is directly or indirectly owned by more than 50% by a Russian national, or a natural or legal person, entity or body established in Russia; 
c) Neither the Tenderer, any member of a group/consortium Tenderer, or any entity being relied upon is acting upon the direction of a person outlined in a) or b) above; and
d) We do not intend to use any subcontractor or entity being relied upon captured by a) b) or c) above for more than 10% of the value of this contract, if successful.
9. We certify that this is a bona fide Tender, intended to be competitive, and that we have not fixed or adjusted the amount of the Tender by or under or in accordance with any agreement or arrangement with any other person. We also certify that we have not done, and undertake that we will not do at any time before the hour and date specified for the return of this tender any of the following acts:
a) communicate to a person other the person calling for the tender the amount or approximate amount of the tender;
b) enter into any agreement or arrangement with any other person that he or she shall refrain from tendering or as to the amount of any tender to be submitted; and
c) offer or pay or give or agree to pay or give any sum of money, inducement or valuable consideration directly or indirectly to any person for doing or having done or causing or having caused to be done any act or thing of the sort described above in relation to any other tender or proposed tender.
10. We confirm that we are not aware of any actual or potential conflict of interest or registrable interest affecting our participation in this Competition (including but not limited to any conflict arising in connection with any member of the Tenderer or any entity being relied upon, or their respective servants or agents) except to the extent already disclosed in writing to RTÉ in accordance with Section Error! Reference source not found. of the RFT. 
11. We shall, if identified as the successful Tenderer, have in place on the effective date of the Contract the insurances required by the RFT.
12. We confirm that, if awarded the Contract, we shall, in the performance of our obligations under the Contract, comply with all applicable legal obligations, including obligations under Data Protection Law, and environmental, social, and labour law, and we have taken account of this in preparing our Tender. 
13. We confirm that:
a) [bookmark: _Hlk178593374]everything we and our advisors have communicated to RTÉ (whether in writing or otherwise) in connection with the Competition is true, complete and accurate in all respects, both as at the date communicated and as at the date of submission of this Tender;
b) we have undertaken our own research and due diligence and satisfied ourselves in respect of all matters (whether actual or contingent) relating to the RFT, and have not submitted our Tender in reliance upon any information, representation or assumption by or on behalf of RTÉ;
c) the pricing in our Tender is not dependent on any assumptions or qualifications;
d) we have full power and authority to respond to the RFT and to perform the Services and will, if requested, produce evidence of this to RTÉ’s satisfaction; and
e) we have fully complied with Data Protection Law insofar as it may relate to any information contained within our Tender.
14. Defined terms in this Form of Tender shall have the meaning given to them in the RFT.

Dated this ______ day of ___________ 2026
	Name of tendering entity:

	
___________________________________

	
	(IN BLOCK LETTERS)

	Address:
	___________________________________

	
	

	
Signed for and on behalf of tendering entity:

	


___________________________________

	Name in block capitals:
	___________________________________

	
Official capacity or authority:
	
___________________________________





FORM 4
SELECTION CRITERIA RESPONSE
Tenderers must complete the below tables and provide all requested information listed under the Selection Criteria
The suitability of Tenderers to perform the Contract will be evaluated by reference to the following selection criteria.

1. Financial and Economic Standing / Turnover
	Turnover 
	Pass/Fail

	In order to pass this selection criterion, Tenderers must have turnover of at least €2 million     per annum in each of the last three financial years.
If the date of establishment is more recent, the annual turnover of the Tenderer for each year the Tenderer has been established must equal or exceed €2 million     (excl. VAT). 

Tenderers shall detail their turnover for each of the following years
	2025
	

	2024
	

	2023
	


In the first instance, it shall suffice for the purpose of responding to the RFT for Tenderers to detail their turnover above and declare by way of ESPD that they satisfy the Turnover requirement(s) set out above and that they are able, upon request and without delay, to provide any supporting documentation to RTÉ in each case. Upon request from RTÉ, Tenderers must provide any supporting documentation requested within such period as may be determined by RTÉ. Such supporting documentation may include the audited accounts of the Tenderer or, where audited account are not available for a reason deemed satisfactory by RTÉ, a letter from the Tenderer’s accountant confirming the relevant turnover figures.  Where the Tenderer is unable, for a valid reason, to provide the specified documentation, the Tenderer must inform RTÉ of the reason and, if RTÉ considers the reason given to be valid, provide such other suitable alternative documentation to prove, to the satisfaction of RTÉ, that the selection criterion is met.  If RTÉ is not satisfied with the evidence provided the Tenderer may be eliminated.   




2. Insurance
	Insurance
	Pass/Fail

	The Successful Tenderer will be required, at a minimum, to take out and maintain at its sole cost and expense the minimum insurance levels stated in the table below, for the benefit of RTÉ at all times for the duration of the Contract and for such further times as is reasonable and /or may be required in the circumstances or by law. If the Successful Tenderer is a consortium, each member must meet each of the below requirements or, alternatively, be covered by the insurance of another member if it does not meet a particular requirement.
In the first instance, it shall suffice for the purpose of responding to the RFT for Tenderers to detail their insurances below and declare by way of ESPD to demonstrate that they satisfy the insurance requirement(s) set out below and that they are able, upon request and without delay, to provide any supporting documentation to RTÉ in each case. 
Upon request from RTÉ, Tenderers must provide any supporting documentation requested within such period as may be determined by RTÉ. Where the Tenderer is unable, for a valid reason, to provide the specified documentation, the Tenderer must inform RTÉ of the reason and, if RTÉ considers the reason given to be valid, provide such other suitable alternative documentation to prove, to the satisfaction of RTÉ, that the selection criterion is met.  If RTÉ is not satisfied with the evidence provided the Tenderer may be eliminated.   
	Insurance Type
	Level Required

	Employers Liability
	€12.7m for each and every claim

	Public Liability
	€6.5m for each and every claim

	Professional Indemnity
	€6.5m for each and every claim  

	Product Liability
	€6.5m for each and every claim 

	Cyber and Data protection cover
	€5 Million in the aggregate



Response: Tenderer must tick the applicable box below to verify that they will take out and maintain at its sole cost and expense the minimum insurance levels stated above
	YES
	NO

	
	






3. Technical and Professional Ability
	Technical and Professional Ability
	Pass/Fail

	Tenderers must submit a substantive response to this Selection Criterion with their Tender. It shall not suffice for Tenderers to simply declare by way of ESPD that they satisfy the Technical and Professional Ability requirement(s) set out below.
Tenderers must use the table below for their answers and must respond to each element of the table. Tenderers must ensure that they provide sufficient information to allow RTÉ to evaluate the similarity of the contracts provided to the services detailed in Appendix 1 of the ITT.
Tenderers must demonstrate to the satisfaction of RTÉ that they have the skills and experience necessary to carry out the Services if their Tender is successful. In order to demonstrate that the Tenderer meets this criterion, in addition to the ESPD, each Tenderer must submit, with its Tender, details of three (3) reference contracts that demonstrate to the satisfaction of RTÉ the Tenderer’s experience in successfully delivering services of a similar nature to those described in Appendix 1. Services considered of a similar nature include:
· Application of Implementation Plans
· Service Delivery 
· Insurance Programme Design & Placement 
· Claims Management & Advocacy 
· Risk Advisory & Value-added services 

[bookmark: _Hlk201573129]This criterion shall be marked on a pass/ fail basis as follows: 
	PASS:
	The response demonstrates that the Tenderer has the experience required.

	FAIL:
	The response does not demonstrate that the Tenderer has the experience required. 


 






Tenderers are requested to duplicate this table for each of the reference contracts.
	Reference Contract No. 1

	Title of Contract
	

	Client Name
	

	Contract Start Date
	

	Contract End Date
	

	Contract Value
	

	Client Reference Contact Details
	Name:
Address:
Email:
Phone:

	Detailed description of the services provided in no more than 1 x A4 pages (i.e. front and back of a single A4 sheet), demonstrating that they have sufficient recent and relevant experience to deliver a contract of this nature.
If any sub-contractors were used, explain what they did and the value (in €) of their work. If you carried out the service with others (e.g. as part of a joint venture) explain the nature of your role, the work you did and the value (in €) of your role.   
	







FORM 5
TENDER PROPOSAL 

Tenderers must provide responses to all questions set out below, for each of the following Award Criteria:

	No. 
	Award Criterion 
	Weighting 

	1
	Approach & Methodology
	60

	2 
	Sustainability
	5



Award Criterion 1
Approach & Methodology 

This criterion is sub-divided in accordance with the sub-criteria A1 – A5, set out below 

	
A1 Implementation Plan


	A1.1 Tenderers must provide a detailed Implementation Plan, including timelines and responsibilities, assuming this contract is awarded at start of September and that our insurance policies are due for renewal on 1st December. (5 pages max)
A1.2 Tenderers must outline the key risks and how these will be mitigated. (2 pages max)

The submission for this Award Criterion must be contained within the maximum pages set out above for each question. Tenderers are advised that any part of their Tender beyond the page count where specified, WILL NOT be considered for evaluation.


	Tenderers shall enter response here










	
A2 Proposed Service Delivery 


	A2.1 Tenderers must describe their proposed account management structure, including key personnel, roles, and responsibilities. (2 pages max)
A2.2 Tenderers must provide CV summaries of key team members who would service the account. Appendix 2 provides a CV template that may be used by Tenderers (max 1 page per CV)
A2.3 Tenderers shall explain the proposed service standards, escalation procedures, and approach to issue resolution (max 2 pages)
A2.4 Tenderers shall demonstrate any specialist expertise relevant to RTE risk profile and sector. (1 page max)

The submission for this Award Criterion must be contained within the maximum pages set out above for each question. Tenderers are advised that any part of their Tender beyond the page count where specified, WILL NOT be considered for evaluation.



	Tenderers shall enter response here



























	
A3 Insurance Programme Design & Placement 


	A3.1 Tenderers must describe their approach to reviewing, designing, and placing complex insurance programmes. (3 pages max)
A3.2 Tenderers shall Outline their access to insurance markets and relationships with key insurers. (3 pages max)
A3.3 Tenderers shall describe how they approach insurer selection, market engagement, and negotiation. (2 pages max)
A3.4 Tenderers shall explain how they ensure coverage is aligned with a client’s risk appetite and commercial objectives. (2 pages max)

The submission for this Award Criterion must be contained within the maximum pages set out above for each question. Tenderers are advised that any part of their Tender beyond the page count where specified, WILL NOT be considered for evaluation.

	Tenderers shall enter response here






























	
A4 Claims Management & Advocacy


	A4.1 Tenderers must describe their claims management process from notification to settlement. (2 pages max)
A4.2 Tenderers must explain how they advocate for clients in large, complex, or disputed claims. (2 pages max)

The submission for this Award Criterion must be contained within the maximum pages set out above for each question. Tenderers are advised that any part of their Tender beyond the page count where specified, WILL NOT be considered for evaluation.



	Tenderers shall enter response here



































	 
A5 Risk Advisory & Value-added services


	A5.1 Tenderers must describe the risk advisory and risk management services offered beyond core broking that are included in the proposal. (3 pages max)
A5.2 Tenderers must describe any benchmarking, strategic advisory services or any other value added services which would assist RTE in managing Insurance and risk, which are included as part of you overall proposal. (3 pages max)


The submission for this Award Criterion must be contained within the maximum pages set out above for each question. Tenderers are advised that any part of their Tender beyond the page count where specified, WILL NOT be considered for evaluation.




	Tenderers shall enter response here






























Award Criterion 2
	Sustainability


	Tenderers are required to describe their proposed approach to facilitating green public procurement as part of the Service provision, ensuring their response addresses each of the below requirements. 

· Any measures in place in the context of the delivery of the Services to mitigate against or compensate for environmental impact and highlight where the proposal provides additional value.
· Environmental impact reduction
· Energy efficiency or low‑carbon solutions
· Ethical supply chains
· Equal opportunities and social inclusion initiatives

The submission for this Award Criterion must be contained within the maximum of one (1) A4 pages. Front and back of an A4 sheet will each count as a separate page.

RTÉ will not review material past the page limit. 


	Please enter your response here























FORM 6
[bookmark: _Toc203384269]PRICING SUBMISSION
General Guidance
Tenderers must submit a completed Pricing Submission in line with this Section and the ITT. Failure to complete the Pricing Submission in full and to quote on this basis may result in the exclusion of the Tender from further consideration. Tenderers should have regard to the requirements regarding pricing corrections, unbalanced tenders and abnormally low rates/prices in Section Error! Reference source not found. (Corrections to Pricing Submission and Abnormally Low Tenders) of the ITT. 
The prices quoted in the Pricing Submission must not increase over the term of the Contract except in accordance with the express terms of the Contract.
The Tender Fee of the Pricing Submission shall be assessed in accordance with Section Error! Reference source not found. (Price Assessment) of the RFT.
Tenderers are not permitted to offer any options on their pricing or to include anything in their Tender that would require the RTÉ to choose between two or more alternatives.
Tenderers must complete all elements of this Pricing Submission, with amounts being given in figures to two decimal places. Spaces must not be left blank. The terms “included”, dashes, “NA”, or similar terms, must not be used – figures must be used at all times. Without prejudice to RTÉ’s powers in relation to non-compliances with this RFT or RTÉ’s powers in relation to abnormally low amounts in Tenders, if any Tenderer submits a zero price, reserves the right (but shall not be obliged) to substitute a figure of €1 for evaluation purposes.
All prices included by Tenderers in their Tender must be all-inclusive (including all costs/expenses such as travel and subsistence), be expressed in Euro only and exclusive of VAT. The VAT rate(s) where applicable must be indicated separately.  Tenders are assessed on the VAT-exclusive figure.
The pricing submitted by a Tenderer in the Pricing Submission must not be dependant on any assumptions or qualifications.
Any currency variations occurring over the term of the Contract shall be borne by the Tenderer.
1.2	Completion of Pricing Schedule
1.2.1	Tenderers must complete the Pricing Schedule and submit as a separate document.
1.2.2	For the purposes of the formula, the “price” of the Tender is determined as follows:

Total Annual Fee for all Services, for the term of the Contract and all optional extension periods, as set out in the below Pricing Schedule.

1.2.3	The marks awarded under the Price criterion will be calculated in accordance with the following formula:

	Marks scored = 
	price of lowest non-eliminated  Tender
	  x marks available for Price

	
	price of Tender being evaluated
	



The Tender with the lowest price (which has not otherwise been eliminated in accordance with this RFT) will receive the maximum score achievable under the Price criterion. 

Marks awarded will be rounded to two decimal places in accordance with standard rounding rules.

Pricing Schedule
	Annual Fee for all Services
	Price € 

	Year 1
	

	Year 2
	

	Year 3
	

	Year 4
	

	Year 5
	

	Year 6
	

	Year 7
	

	Total Fee for Evaluation Purposes
	


















FORM 7
    INFORMATION
This section is for information only and will not be assessed as part of the Award Criteria
	Artificial Intelligence


	Artificial Intelligence
	TENDERERS RESPONSE

	Please provide details on the use (if applicable) of Artificial Intelligence or machine learning tools, including large language models, to assist in any part of their Tender.
This may include the use of these tools to support the drafting of responses to selection and/or award criteria.
	
Yes ☐   
(If “Applicable” please provide details below)
Not Applicable ☐

	                                                                                                                                                                                                            
If “Applicable”, click here to provide details. 

	1. Where Artificial Intelligence tools have been used to support the generation of Tender responses, please confirm that they have been checked and verified for accuracy.
	 Yes ☐
 No ☐
 Not Applicable ☐

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

 Yes ☐
 No ☐
 Not Applicable ☐








FORM 8
ITT FINAL CHECK LIST

Tenderers must confirm they have submitted all the required forms and information:

	Tender Response Check List
	Please tick the box to confirm

	Form 1 – Details of Tenderer
	☐
	Form 2 – ESPD 
	☐
	Form 3 – Form of Tender
	☐
	Form 4 – Selection Criteria Response
	☐
	Form 5 – Tender Proposal

	☐


	Form 6 – Pricing Submission
	☐
	Form 7 – Information
	☐
	Form 8 – Final Check List
	☐



Failure to provide any of the information requested above in your Tender submission may deem your Tender non-compliant. 












APPENDIX 1
ESPD 
Provided as a separate document


























APPENDIX 2
CV Template

	Please provide a biographical summary for each of the key personnel it is proposed will be responsible for and involved in the overall delivery and co-ordination of the services required. The template below should be used for each member of the proposed team.

	Name
	Click here and insert response

	Position in Firm
	Click here and insert response

	Role 
	Click here and insert response

	# of Years in industry
	Click here and insert response



	Qualifications to include Educational/Professional/Training Record

	Description 
	Year Obtained 
	Accreditation Body

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr 
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response



	Employment Record 

	Employer 
	Period
	Position and Key Expertise

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response



	Please describe this individuals specialist knowledge, skills and experience
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