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DIGITAL MANUFACTURING IRELAND
(the “Contracting Authority” / “DMI”)
Request for Tender for the Provision of
TRAINING AND LEARNING DEVELOPMENT PROGRAMME SERVICES 
TENDER RESPONSE TEMPLATE (TRT)

	eTenders Reference
	As per Tender Notice

	Tender Deadline
	12:00 noon, 17 August 2026 (unless extended by the Contracting Authority)

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

	Language of Tender
	English

	Name of Tenderer
	[bookmark: Text3]insert details
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Section 1 – How to Use This Document
	Purpose of this Tender Response Template
This Tender Response Template (“TRT”) is the structured response document for the Request for Tender (“RFT”) for the provision of Training and Learning Development Programme 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 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.
2. Respond to each Selection and Award Criterion in the order set out in this TRT and in the RFT.
3. 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 (RFT Appendix 1).
4. 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.
5. 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).
6. 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).
7. Submit the completed TRT, together with all other required documents listed in Section 4, via the electronic tenderbox on www.etenders.gov.ie before the Tender Deadline.
1.2 Formatting requirements
· Page size A4, single-sided.
· Font size 10pt (Arial or Calibri); minimum margins 2cm.
· Tables, diagrams and charts contained within a response box count towards the page limit for that criterion.
· Any appendix permitted under a specific criterion (e.g. sample KPI report, audit document) must be clearly labelled with the relevant criterion reference.
1.3 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

	Q1
	Approach & Methodology to Service Delivery
	12 pages
	400

	Q2
	Team, Resourcing and Delivery Model
	Excluding the CV’s, the Tenderer’s response must not exceed 6 x A4 Pages 
Each CV must not exceed two (2) X A4 pages for each key resource proposed
	300

	C1
	Total Annual Cost (Pricing Schedule – Appendix 2)
	Pricing Schedule
	300



1.4 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 50% of the marks available for each individual qualitative Award Criterion (Q1 and Q2) to avoid elimination. A Tenderer that fails a threshold is eliminated and its cost is not assessed (RFT paragraph 3.3.1).
Cost (C1 – Total Annual Cost, 300 marks) is assessed separately on the basis of the completed Pricing Schedule at Appendix 2 to the RFT and is not entered into this TRT. The lowest Total Evaluated Price receives 100% of the cost marks; all others are scored as (Lowest Tendered Contract Cost ÷ Tendered Contract Cost under evaluation) × 300 (RFT paragraph 3.3.3).


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.



2.1 	Tenderer identity
	Full legal name of Tenderer
	insert details

	Trading name (if different)
	insert details

	Legal form (e.g. sole trader, partnership, company)
	insert details

	Company / business registration number
	insert details

	Country of registration
	insert details

	Registered address
	insert details

	Tax Reference Number
	insert details

	VAT number (and VAT rate, if any)
	insert details

	Website
	insert details



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 details

	Title / role
	insert details

	Telephone
	insert details

	Email address
	insert details

	Postal address (if different)
	insert details



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 paragraphs 2.5 and 3.1).
	Entity name
	Role in the Tender
	Services / share provided
	Relied on for Selection Criteria? (Y/N)
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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 details



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

	
	

	
	

	
	



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's response





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 4.



	#
	Requirement
	Tenderer confirmation

	1
	We have completed and have submitted 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; Product Liability €1.0m; 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 all applicable environmental, social and labour law obligations
	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.




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.



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
(i) the average annual turnover of the Tenderer in each of the last three completed financial years is equal to or exceeds €180,000 (excl. VAT); or
(ii) the Tenderer has achieved a cumulative turnover of at least €540,000 (excl. VAT) across the last three completed financial years.
Where the Tenderer has been established for less than three financial years,
(i) an average annual turnover of at least €180,000 (excl. VAT) for each completed financial year during which it has been established; or
(ii) a cumulative turnover equivalent to €180,000 (excl. VAT) multiplied by the number of completed financial years during which it has been established.
	Appropriate documentary evidence in support of the above requirement in a form that is acceptable to the Contracting Authority.
	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.
	A3
	Tenderers must confirm (by way of a self- declaration) that based on the current financial evidence available, the Tenderer is a going concern and has the financial and operational capacity to:
(i) Continue to trade as a going concern for, at least, the next 12 months, and
(ii) Fulfil the requirements of any works contract insofar as they are outlined in this RFT
	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





	Statement of Going Concern 
We certify that based on the current financial evidence available, the Tenderer is a going concern and has the financial and operational capacity to:
(i) Continue to trade as a going concern for, at least, the next 12 months, and
(ii) Fulfil the requirements of the contract insofar as they are outlined in this RFT
	Signed:
	

	
	(Authorised Signatory being the Director of the Company or a signed certification of their turnover by an independent accountant)

	Print Name
	insert

	Company
	insert

	Date
	insert








Technical & Professional Ability
	Instructions – Reference Contracts
Provide details of at least two (2) contracts completed within the last three (3) years involving the provision of services of a similar nature, scale, and complexity to those described in this RFT. 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.





B1.1	Reference Contract 1
1. Client details
	Client organisation name
	Tenderer's response

	Sector (public / private / not-for-profit)
	Tenderer's response

	Reference contact – name
	Tenderer's response

	Reference contact – title
	Tenderer's response

	Reference contact – email
	Tenderer's response

	Reference contact – telephone
	Tenderer's response



2. Contract overview
	Contract title
	Tenderer's response

	Start date / end date
	Tenderer's response

	Contract value (or approx. annual value)
	Tenderer's response



Brief description of the contract:
	Tenderer's response



3. Scope, scale and complexity of services delivered – services provided; specific relevance to the services that are the subject matter of this contract; size and structure of the organisation/site supported; level of QA and oversight provided:
	Tenderer's response



4. Outcomes & performance – key outcomes and value delivered; evidence of high-quality service delivery; any performance metrics, KPIs or client feedback:
	Tenderer's response



5. Relevance to this requirement – how this contract is comparable in nature, scale and complexity, with specific examples of alignment with the Scope of Services in Appendix 1 
	Tenderer's response





B1.2	Reference Contract 2
1. Client details
	Client organisation name
	Tenderer's response

	Sector (public / private / not-for-profit)
	Tenderer's response

	Reference contact – name
	Tenderer's response

	Reference contact – title
	Tenderer's response

	Reference contact – email
	Tenderer's response

	Reference contact – telephone
	Tenderer's response



2. Contract overview
	Contract title
	Tenderer's response

	Start date / end date
	Tenderer's response

	Contract value (or approx. annual value)
	Tenderer's response



Brief description of the contract:
	Tenderer's response



3. Scope, scale and complexity of services delivered – services provided; specific relevance to the services that are the subject matter of this contract; size and structure of the organisation/site supported; level of QA and oversight provided:
	Tenderer's response



4. Outcomes & performance – key outcomes and value delivered; evidence of high-quality service delivery; any performance metrics, KPIs or client feedback:
	Tenderer's response



5. Relevance to this requirement – how this contract is comparable in nature, scale and complexity, with specific examples of alignment with the Scope of Services in Appendix 1 
	Tenderer's response





B2 – Quality Assurance
	Instructions
Tenderers must demonstrate that appropriate quality assurance measures are in place to ensure the consistent, safe and reliable delivery of the Services.
To demonstrate compliance with this Selection Criterion, Tenderers must describe their policies and systems for quality assurance relevant to the provision of the Services. Where such systems are third-party certified, details of the certification must be provided.
Tenderers must also demonstrate that they have sufficient management structures and operational resources in place to deliver the Services reliably within the defined timeframes.
Page limit: 2 pages.



Quality assurance policies and systems:
	Tenderer's response



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

	
	
	

	
	
	



Management structures and organisational resources:
	Tenderer's response




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 and the Site.



Award Criteria – summary of marks
	Ref
	Award Criterion
	Marks
	Min. threshold

	Q1
	Approach & Methodology to Service Delivery
	400
	50% (200)

	Q2
	Team, Resourcing and Delivery Model
	300
	50% (150)

	C1
	Cost (assessed via Pricing Schedule – Appendix 2)
	300
	N/A

	
	TOTAL
	1,000
	



Scoring methodology (Q1 and Q2)
Each qualitative criterion is marked on the 0–10 scale below. The mark awarded is then converted to a weighted score using the formula: weighted score = (mark ÷ 10) × criterion weighting. The sum of the weighted scores for Q1 to Q3 gives the tender’s overall Quality score (out of 600), which is added to the Price score (out of 400) to give the Total Score (out of 100).
	Mark
	Rating
	Meaning

	10
	Excellent
	The response is comprehensive, clear and compelling, and is exceptional in every respect. All elements of the criterion are addressed with outstanding clarity, and the approach demonstrates a deep and sophisticated understanding of DMI’s needs. The response is fully developed, adds clear value, and inspires the highest possible confidence in successful delivery, with no weaknesses identified.

	9
	Excellent
	The response is comprehensive, clear and compelling and meets the criterion to an excellent standard. All elements are addressed with exceptional clarity and demonstrate a deep understanding of DMI’s needs, inspiring high confidence in successful delivery, with only very marginal scope for further refinement.

	8
	Very Good +
	The response is strong and well-detailed, fully meeting all minimum requirements and exceeding several of them. It demonstrates a very good fit to DMI’s requirements with clear, well-evidenced explanations, and instils strong confidence in the supplier’s ability to deliver under this criterion.

	7
	Very Good
	The response is strong and well-detailed and fully meets all minimum requirements. It demonstrates a very good fit to DMI’s requirements with clear explanations and instils confidence in delivery, though it does not extend meaningfully beyond the requirements.

	6
	Good +
	The response meets all minimum requirements with an appropriate and consistent level of detail and good alignment to DMI’s requirements. It is clear and competent throughout and approaches, but does not reach, the depth or added value of higher-rated responses.

	5
	Good
	The response meets all minimum requirements and provides an appropriate level of detail with good alignment to DMI’s requirements. It is generally clear and workable but lacks the depth or added value of higher-rated responses, and contains some areas that could be developed further.

	4
	Fair +
	The response meets most minimum requirements but contains some weaknesses or gaps in detail that reduce assurance. Several elements are adequately addressed while others are only partially developed or unclear, presenting some risk to successful delivery or a need for clarification.

	3
	Fair
	The response contains notable weaknesses and lacks sufficient detail to provide full assurance. Only some elements meet the minimum requirements; others are only partially addressed or unclear. The proposal presents risks to successful delivery and is likely to require clarification to ensure suitability.

	2
	Poor +
	The response demonstrates significant shortcomings and fails to meet several key requirements. It contains limited detail and offers little assurance of delivery, reflecting only a partial understanding of DMI’s needs and posing significant risk to successful implementation.

	1
	Poor
	The response demonstrates serious shortcomings and fails to meet several key requirements. It contains very limited detail and offers minimal assurance that the supplier can deliver the required services, reflecting minimal understanding of DMI’s needs and posing significant risk to successful implementation.

	0
	Not Acceptable
	No relevant response provided, or the response is wholly inadequate. The submission fails to address the criterion or provide any meaningful detail for evaluation. No confidence can be placed in the supplier’s ability to meet requirements.



Cost (C1) is scored by formula (RFT paragraph 3.3.3) on the Total Evaluated Price from the Pricing Schedule and is not entered in this TRT.


Q1 – Approach & Methodology to Service Delivery
Q1 consolidated response:
	Tenderer's response





Q2 – Team, Resourcing & Delivery Model
Q2 consolidated response:
	Tenderer's response





Section 4 – 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 Response 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 Pricing Schedule
	Choose an item.
	6
	Sample KPI report / audit process documents referenced under Q2 – if provided as an appendix.
	Choose an item.
	7
	Quality assurance certifications referenced under B2 – if provided.
	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 2.6).
	Choose an item.


Reminder: Tenders must be submitted in English via the electronic tenderbox at www.etenders.gov.ie before the deadline specified in the RFT. 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 RESPONSE TEMPLATE
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