[image: ]




Appendix 1 – Tender Response Document (TRD)


in response to the Request for Tenders (RFT)
for an Online Recruitment Advertising Service to the National Treasury Management Agency (NTMA) 

(Ref. 2026PR053)

	Tenderer Name
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[bookmark: _Toc168648558][bookmark: _Toc235631458]Part A: Instructions to Tenderers

1. All sections of this Tender Response Document (“TRD”) where applicable (shaded like this) must be completed by Tenderers. No other text should be amended.

2. Tenderers should ensure to carefully read the Request for Tenders (“RFT”) document associated with this competition before completing and submitting this TRD.

3. Tenderers must complete and submit all material requested in this TRD in full. Tenderers may not amend the TRD other than to provide the required information in the allocated response areas. The TRD must be completed in the same sequence as presented (not rearranged).

4. Tenderers are reminded that additional information not requested by the NTMA included as generic appendices, such as brochures are NOT permitted in response to the award criteria. Any such information submitted WILL NOT BE CONSIDERED. The NTMA has indicated in this Appendix 1 where appendices may be submitted. 

Tenderers must not submit URLs for consideration as part of their Tender.

5. The TRD must be submitted in English.






















[bookmark: _Toc235631459]Part B: Tenderer Information

1. General Information of the Tenderer

	1.
	Legal Name:
	

	2.
	Address:
	

	3.
	Current Trading Name:
	

	4.
	Previous Trading Names (if different):
	

	5.
	Registered Office or equivalent:
	

	6.
	Year established:
	

	7.
	VAT number:
	

	8.a
	Name of Authorised Contact for this RFT and job title:
	

	8.b
	Authorised Contact’s Telephone:
	

	8.c
	Authorised Contact’s E-mail:
	

	9.
	Website address:
	

	10.
	Legal Form

(Tick one)
	o  Company	o Joint Venture

o  Partnership	o Other (specify):

	11.
	Ownership structure
	



If Tenderers are applying as a consortium, then the table above must be completed by each member of the consortium (indicated in a separate annex by inserting the relevant company or organisation name) clearly indicating the elements of the Services that each member of the consortium will be responsible for.

2. Conflicts of Interest 
Tenderers must disclose any actual or potential conflicts of interest pursuant to section 4.4 (Conflicts of Interest) of this RFT. Insert text here

[bookmark: _Toc235631460][bookmark: _Toc168648559]Part C: Tender Response Format 

Part 1	Minimum Requirements and Declaration of Eligibility
Part 2	Approach and Methodology
Part 3	Proposed Team
Part 4	Fees 
Part 5 	Declaration by Tenderer
In completing their tender, Tenderers should not make assumptions that the NTMA has prior knowledge of their organisation or their service provision. Tenderers will only be evaluated on the information provided in their tender.
Tenderers are reminded of the evaluation methodology set out in Schedule 2 (Award Criteria) of the RFT.
Tenderers are required to complete all sections of this Appendix 1 and submit it in accordance with section 6 ‘Submission of Tenders’ of the RFT.
Higher marks will be awarded for responses that align more closely to the NTMA requirements as set out in Schedule 4 (The Services) of the RFT.
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[bookmark: _Toc235631461][bookmark: _Toc126828973]Part 1 – Minimum Requirements and Declaration of Eligibility

Tenderers must address in their tender all of the requirements set out in Part B of Schedule 1 (Minimum Requirements) of the RFT. Tenderers are referred to section 5.2 (Minimum Requirements) of the RFT. The response to this section must comprise of the following components:

a. Declaration of Eligibility

Declaration

I    …………………………………………… [Name]

of  ……………………………………………[Tenderer’s name]

hereby declare that none of the grounds detailed in Schedule 1 (section 1.1 to 1.4) 
of the RFT applies. [save in respect of

[provide full details of any of the circumstances described in section 1.1 to 1.4 of Schedule 1 to the extent applicable to the Tenderer]]

I declare that I have taken all reasonable measures to confirm that this information is true and accurate as of this date.

For and on behalf of the Tenderer:

Signed: ………………………….…………………………………………………. 
Print name: ….………………….…………………………………………………. 
Capacity: ..………………………………………………………………………….
Date: .……………………………………………………………………………….




b. [bookmark: _Toc418777098]Minimum Insurance 
The successful Tenderer will be required to have in place for the duration of the contract the following insurances covering each and every claim, unlimited in the period:

· Employer’s Liability		€ 13 million
· Public Liability			€ 6.5 million
· Cyber Liability			€ 1 million
		
The Territorial and Jurisdictional limits of all insurances requested must apply to the Republic of Ireland and must continue to do so for the duration of the Services.

Tenderers must include confirmation in the table below of their ability to obtain the above levels of insurance should they be identified as the successful Tenderer to be awarded the contract. For the purposes of responding to this RFT, it shall suffice to complete the self-declaration set out below.
	Tenderers must confirm by placing a ‘Y’ in the box that information demonstrating that the above requirement is met will be submitted upon request.
	




c. Evidence of Minimum Experience
Tenderers must have provided services of a similar nature, in terms of range and complexity, as the services set out in Schedule 4 (The Services), demonstrating a sufficient level of experience to perform such services to three (3) clients within the 36 months prior to the Response Deadline.

In order to demonstrate the minimum experience referenced above and to ensure the proper conduct of the competition, Tenderers should provide the details by completing the table below, by reference to three clients as part of their tender submission.


	Minimum Experience

	Client Details
	Description of services provided
	Date(s) applicable
	Approx. Value of contract €

	
	
	
	

	
	
	
	

	
	
	
	



In the event that the evidence cannot be produced, or if NTMA is not satisfied that the Minimum Requirement is met, the tender will be eliminated subject to section 5.4 (Compliance) of the RFT.

In cases where the Tenderer: 

· is a consortium (as referred to in section 4.1 of the RFT); or 
· is a lead contractor proposing to use sub-contractor(s) (as referred to in section 4.2 of the RFT); or 
· is relying on the resources of a parent or another entity (as referred to in section 4.3 of the RFT),

the Tenderer shall specify the relevant experience by reference to the entity that has the relevant experience. Tenderers are reminded of the provisions of section 4.2 and 4.3 in this regard.

The NTMA may contact any or all referees for verification / clarification of the reference without prior notice being given to the Tenderer.


[bookmark: _Toc235631462]Part 2 – Approach and Methodology (RFT Section 4.1)
In response to this criterion, Tenderers are required to fully complete the tables set out below. 
Responses to this criterion Tenderers should in no more than 5 A4 pages (excluding tables and diagrams).
Responses to this criterion will be evaluated on an overall basis.
In their response to this criterion Tenderers should:

	Provide specific details of their approach and methodology for performing and delivering the Services as outlined in Schedule 4 (The Services), in particular:
· demonstrate their ability to advertise online and reach a suitable candidate market across the required skill sets; 
· demonstrate their ability to reach suitable markets in Ireland and across Europe; and 
· provide details regarding the ability to advertise within relevant categories and subcategories


	Click here and insert details
[bookmark: _Hlk196993296]












	Demonstrate an understanding of the required Services by describing the key issues to be addressed and managed as part of the Services as outlined in Schedule 4 (The Services)

	Click here and insert details













	Provide details of any dependencies required from the NTMA to assist in the performance of the Services as outlined in Schedule 4 (The Services)

	Click here and insert details













	Provide details of proposed reporting arrangements to the NTMA

	Click here and insert details













[bookmark: _Toc235631463]Part 3 – Proposed Team (RFT Section 4.2)
[bookmark: _Hlk181256320]In response to this criterion, Tenderers are required to fully complete the tables set out below. 
[bookmark: _Hlk181256365]
In the case of a consortium, the Tenderer should provide details of how it intends to assign responsibilities between the parties in the consortium. 

In the case of sub-contracting, the Tenderer should provide details of the elements of the Services being provided by the sub-contractors and by the Tenderer directly. 

[bookmark: _Toc57280552][bookmark: _Toc57361629]Responses to this criterion should not exceed 3 A4 pages (excluding a team structure and detailed CVs which should be appended).
Responses to this criterion will be evaluated on an overall basis.

In response to this criterion, Tenderers should provide the following details in order to demonstrate the suitability of the proposed team:

	The structure of the proposed team (which may be described in the form of a chart) showing the proposed role and reporting arrangements for each team member, including the escalation points of contact in the absence of the account manager. Please note the structure may be appended separately.

	Click here and insert details













	The roles and responsibilities for each team member detailing their individual role in respect of the Services required by the NTMA

	Click here and insert details














	The identity of the key point of contact with the NTMA

	Click here and insert details












	CVs for each key team member of the proposed team (substantially in the format set out in Part 6 of this Tender Response Document) demonstrating the suitability of the proposed team members to perform their assigned tasks, including past experience on similar assignments

	Click here and insert details












[bookmark: _Toc126828975][bookmark: _Toc175567146][bookmark: _Toc175646354][bookmark: _Toc235631464]Part 4 – Fees

RFT Section 4.3	Fees

Tenderers are required to complete the tables set out below.

RFT Section 4.3.1	Fixed Fee 
Tenderers must provide a fixed fee (the “Fixed Fee”) in euro (€) exclusive of VAT, and inclusive of all expenses for the provision of the Services as described in Schedule 4 (The Services). 
The Fixed Fee tendered must include all administration fees and all costs/expenses. 
Tenderers are reminded of the conditions detailed in section 5.11 (Fees) of the RFT. 
The Additional Services will be evaluated as described in section 1.c. of Schedule 2 (Award Criteria).

	Service Description  
	Total Fixed Fee per annum (€) ex VAT

	15 Job Roles Advertising Slots 
	 €



RFT Section 4.3.2	Additional Services - Fixed Fee
Tenderers should clearly state their fees in euro (€) as a fixed amount exclusive of VAT. Fees must INCLUDE all expenses as per section 5.11 b. of the RFT. 

	Service Description
	Fixed Fee per annum

	Additional Job Roles Advertising Slots (fee per additional slot)
	€



The Additional Services will be evaluated as described in section 1.c. of Schedule 2 (Award Criteria).

The NTMA reserves the right to request a fixed fee for any Additional Services should it deem it expedient to do so in its absolute discretion.








[bookmark: _Toc175567147][bookmark: _Toc175646356][bookmark: _Toc235631465][bookmark: _Toc175646357]Part 5 - Declaration by Tenderer

To be signed by the authorised contact of the Tenderer and submitted as part of the completed Appendix 1 (Tender Response Document):

I hereby confirm that the foregoing information is correct and accurate. 

The Tenderer by signing this document declares it has read and fully understood the RFT and the Contract and has raised any queries or clarifications it may have had arising from the RFT and the Contract prior to the submission of its tender.

Signed: ………………………………………………………………………….


Print name:  ...…………………………………………………………………….


Capacity………………..………………………………………………………..


Date…………………………………………………………..……………………











[bookmark: _Toc235631466]Part 6 – Standard CV Format 

No more than three A4 pages in length
Name:
Proposed role and level of responsibility for delivery of the Services:
Academic and professional qualification/certifications:
	Date (from -to)
	Qualification/Certification

	
	

	
	

	
	



Membership of professional bodies: 
Other skills:

Position in firm:

Years with firm:

Key qualifications:
(Précis of key experience and areas of expertise; year of qualification to be included)

Specific  relevant  expertise  (in  chronological  order  with  start  and  end  dates specified):

	Date
(from-to)
	Client
	Description of exact role

	
	
	

	
	
	

	
	
	

	
	
	

	……….
	……..
	……..
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