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Request for Tenders for the provision of Design Services

Reference: FSAI/2026/06

TENDER RESPONSE DOCUMENT (TRD)

Note:  	In response to this Tender Competition, Tenderers are required to complete this TRD. The purpose of the TRD is to simplify and streamline the tender response process for all Tenderers and the evaluation process for the Contracting Authority. The information provided by Tenderers in this TRD will be used in the assessment and evaluation of tenders.

Tender responses must be completed in the format and sequence as outlined in this TRD document as failure to do so will result in rejection of the tender response.

	
Deadline for receipt of tender responses: 12 noon – 7th October 2026
via the eTenders electronic post-box at www.etenders.gov.ie	

Document Summary
Section 1:		Tenderers General Information (For information)
Section 2:		Selection Criteria (Pass/fail)
Section 3:		Award Criteria (Weighted)
Section 4:		Proposed Pricing (Weighted)
Section 5:		Tenderers Statement (Pass/Fail) Appendix 3
Section 6:	Declaration as to the personal circumstances of the Tenderer (Pass/Fail) on request Appendix 4 On REQUEST



Section 1:	Tenderers General Information (For information):

	
Prime Tenderer:

	Company/Organisation/Individual name / Trading as:
	

	Nominated contact with regard to this tender:
	

	Address:
	

	E-mail address:
	

	Telephone number:

	Office (direct)  
Mobile             

	Company/business information:

	1. Legal form of company (public, limited, partnership, Sole Trader etc.):
	

	1. Length of time in existence:
	

	1. Number of employees:
	

	1. Summary list of the company’s principal areas of activities:


	Activity/Description:
	% Turnover:

	
	

	
	

	
	

	
	

	Total
	100%

	1. Brief company/organisation/individual profile including an organizational chart (if applicable):

(Please attach additional pages, if required)











Sub Vendor’s Details (if applicable):	
	Sub Vendor Name:
	
Description (details of services provided):


	
	

	
	

	
	



Any other relevant information: 
	










Section 2: 	Selection Criteria - (Part 3.2 of RFT document) – Pass/fail

a) Financial and Economic Standing (Pass/fail)
Tenderers must confirm that they had an annual turnover of not less than €50,000 per annum (excluding VAT) for each of the three most recent years of audited accounts, or, where the date of establishment was more recent, a minimum of €50,000 for each year the entity has been established. 
Tenderers who do not meet the minimum level of turnover will fail this qualification criterion and will be excluded from the competition. 
	
Details
	2025

	2024

	2023


	Turnover
	€

	€

	€




Note:  

The preferred Tenderer selected for the award of this Services Contact will be required to provide a signed confirmation from the Tenderer’s auditors or accountants, on headed paper, prior to the award of Contract. 

I also confirm that I will provide evidence of Insurances as per the RfT

b) Technical and Professional Ability (Pass/fail)
Tenderers must provide demonstrated evidence of three (3) contracts of a similar kind and nature in the past five (5) years for the services required as outlined in this RFT document.  Information must be provided in the following format:

Contract 1
	
Contract/Client name:

	

	
Details of services provided:

	

	
Contract period:

	

	
Estimated value of contract:

	

	Please describe how this contract is comparable to the services required under this tender/contract:
	

	
Clients contact name:

	

	
Clients contact details:

	



	Contract 2
	
Contract/Client name:

	

	
Details of services provided:

	

	
Contract period:

	

	
Estimated value of contract:

	

	Please describe how this contract is comparable to the services required under this tender/contract:
	

	
Clients contact name:

	

	
Clients contact details:

	



To Note	-	In addition
Tenderers are required to provide one soft copy sample for each of the following types of design projects (or equivalent) — four samples in total:
Full colour annual report (PDF)
Full colour pull‑up graphic for use at exhibitions (PDF)
Full colour training binder with inserts (PDF)
Infographic for online use (website, social media platforms) (PNG).
Two case studies should be provided which give evidence of your expertise in areas of design which you deem to be comparable to the work which the FSAI conducts (. The case studies should be for work completed within the last 3 years and may refer to the samples mentioned above.
In each case, a brief accompanying narrative that includes:
Client profile including type of business.
Project summary i.e. the example project and its scope.
A synopsis of both the design and development solution.
Unique challenges of the project and how these were overcome.
Tenderers should identify how accessibility requirements were addressed within these case studies, including examples of accessible design, colour contrast, typography, structure or digital accessibility features.
PLEASE NOTE THIS IS PASS/FAIL

TO NOTE:
No ESPD is required
Appendix 3 – Schedules A – E can be ignored




Section 3: 	Award Criteria (Part 3.3 of RFT document) – Weighted criteria

Please address in detail each of the following award criteria based on each of the requirements/specifications as outlined in Appendix 1 of the RFT document:
	Criterion B
	Weighting 
	Maximum Marks
	Minimum Marks 

	
	25%
	2,500
	1625

	Title
	Design Capabilities and Proposed Methodology

	Description
	a. Design Capabilities
Tenderers are requested to outline current design capabilities, including:
· Current manpower levels, staffing structure and range of skills
· Capacity and tools to manage multiple concurrent projects, as well as urgent or short-notice work.
· Details of formats in which work can be received and delivered (e.g. Adobe, MS Office, etc.)
· Experience and capability in producing, editing, formatting and quality-checking Irish language publications and communications materials.

b. Proposed Methodology
Tenderers should outline their proposed methodology to deliver the required services, including:
· Workflow from briefing to final delivery, including review and approval stages
· Quality assurance procedures, including proofreading, accuracy and brand-compliance checks.
· Processes for managing urgent or ad‑hoc requests, escalations and business continuity.
· Accessibility review and compliance procedures, including quality controls to ensure outputs meet recognised accessibility standards and are suitable for diverse audiences.




	Criterion C
	Weighting 
	Maximum Marks
	Minimum Marks – 

	
	20%
	2000
	1300

	Title
	Account Management

	Description
	The Contracting Authority requires a structured and proactive account management service. Tenderers are requested to describe how they will meet and exceed the following requirements:
· Provision of a nominated Lead Designer/Account Manager
· The Account Manager must act as the main point of contact, manage and deliver services, resolve issues, and meet with the Contracting Authority as required
· Guaranteed response times for standard, urgent and ad hoc requests
· Regular project status updates and reporting, including timely communication of delays and immediate notification of potential issues.
· Clear escalation pathways with named contacts
· Continuity arrangements in the event of staff turnover or absence.
· Ability to manage occasional urgent or ad‑hoc requests, including clear response‑time commitments and resourcing arrangements.
· Performance monitoring and reporting, including proposed service levels and KPIs
Tenderers are requested to:
· Provide key staff profiles, including length of service and qualifications (CVs), particularly for the nominated Lead Designer/Account Manager
· Provide proposed delivery timescales and guaranteed turnaround times for urgent work
· Outline use of third‑party suppliers (e.g. translation, illustration), noting that the Tenderer will remain the sole point of contact
· Outline procedures to ensure intellectual property remains with the FSAI, including delivery of final digital artwork and maintenance of an accessible artwork library
· Outline the proposed approach to performance management, including KPIs (e.g. on time delivery rate, error free artwork rate, response times, brand consistency compliance), reporting frequency and corrective action procedures where service levels are not achieved.




	Complete response information here based on requirements/specifications as outlined in the Appendix 1 of the RFT – limited to 5 A4 pages maximum.



















	Criterion D
	Weighting 
	Maximum Marks
	Minimum Marks 

	
	25%
	2500
	1625

	Title
	Quality Assurance

	Description
	· State any quality assurance accreditations held
· Provide evidence of documented quality assurance systems, including sample QA checklists. If no documented system exists define how conformance to customer requirements is assured.
· Outline procedures to ensure excellence in quality of service, including proofreading, brand compliance checks and technical validation
· Describe how quality will be maintained during urgent or short‑notice work
· Detail contingency arrangements for safely maintaining the Contracting Authority’s data
· Provide details of internal performance metrics (e.g. error rates, on‑time delivery rates).





	Complete response information here based on requirements/specifications as outlined in the Appendix 1 of the RFT – limited to 6 A4 pages maximum.

















 
	Criterion E
	Weighting 
	Maximum Marks
	Minimum Marks – 

	
	5%
	500
	N/A

	Title
	Sustainability

	Description
	Some examples are:
	The tenderer's methodology for incorporating energy efficiency, low-carbon design, resource efficiency, biodiversity, and circular-economy principles into the design.



	
	

	Demonstrated ability to minimise embodied and operational carbon through lifecycle assessment, energy modelling, material selection, and consideration of the project's whole-life environmental impact.



	
	
	Approach to specifying low-carbon, recycled, responsibly sourced, durable and locally available materials, together with design for reuse, adaptability, disassembly and recycling.
These should be directly related to this tender submission





	Complete response information here based on requirements/specifications as outlined in the Appendix 1 of the RFT – limited to 1 A4 pages maximum.


























Section 4: Proposed Pricing (Appendix 2 of RFT document) – (Weighted criteria – 2,500 marks)

[bookmark: _Hlk125379171][bookmark: _Hlk125379198]Tenderers are requested to provide pricing for the concept, design and presentation of visuals for the following items (in the table format outlined below) for evaluation purposes:

a) Full colour annual report (80 pages plus cover, A4 in size, photographic library reproduction fees for 20 images) (Digital PDF only – must be fully accessible).

b) Full colour pull up graphic for use at exhibitions (Size 850mm wide x 2000mm high) (Print-ready PDF).

c) Full colour training binder with inserts (180 pages inclusive of cover, photographic library reproduction fees for 15 images) (Oversize A4 x 1.5" 4 ring binder folder, encapsulated cover, spine & back cover – description: 9 brochures, tabbed pages & tabbed dividers, laminated A4 size pages, printed single & double sided; all internal pages / tabs 4 hole punched, folder supplied with Pen) (Print-ready PDF).

d) Infographics for use online (website, social media platforms) (full colour, 1080 x 1080, photographic library reproduction fees for 10 images) (Digital only - PNG).

Proposed pricing should include the following (inclusive of all expenses and exclusive of VAT):

1. Layout and finished artwork costs to print ready/digital stage as indicated above (inclusive of type inputting and formatting, printers’ specification, and liaison).

1. Studio materials, computer printouts and colour laser copies.

1. Creation of accessible pdf’s to conform with web accessibility guidelines and best practice. (e.g.  Web Content Accessibility Guidelines (WCAG) 2.1 and S.I. No. 358/2020 - European Union (Accessibility of Websites and Mobile Applications of Public Sector Bodies) Regulations 2020).

1. Up to three design concepts for each job.

1. Three rounds of changes.


	Details:
	Proposed pricing (Inclusive of all expenses and exclusive of VAT)
€
	VAT % rate
for information purposes only
%

	a)
	Full colour annual report (80 pages plus cover, A4 in size, photographic library reproduction fees for 20 images) (Digital PDF only – must be fully accessible).

	
	

	b)
	Full colour pull up graphic for use at exhibitions (Size 850mm wide x 2000mm high) (Print-ready PDF).
	
	

	c)
	Full colour training binder with inserts (180 pages inclusive of cover, photographic library reproduction fees for 15 images) (Oversize A4 x 1.5" 4 ring binder folder, encapsulated cover, spine & back cover – description: 9 brochures, tabbed pages & tabbed dividers, laminated A4 size pages, printed single & double sided; all internal pages / tabs 4 hole punched, folder supplied with Pen) (Print-ready PDF).

	
	

	d)
	Infographics for use online (website, social media platforms) (full colour, 1080 x 1080, photographic library reproduction fees for 10 images) (Digital only - PNG).

	
	

	
	
Total pricing for evaluation purposes
	




For Information purposes only

	Role
	Hourly Rate (excluding VAT

	Junior Designer
	

	Senior Designer
	

	Creative Director
	




Section 5: Tenderers Statement – (Appendix 3 of RFT document) – Pass/Fail 

1. Tenderers must complete and sign the form of Tenderers’ Statement.

· The signed copy of the Tenderers’ Statement may be scanned and submitted separately via the eTenders post-box, if required. 

· The Tenderers’ Statement must be completed and signed by a duly authorised 
officer of the Tenderers Organisation. 

Please note: Appendix 3 – Schedule A – Schedule E may be ignored. There is no requirement to submit these Schedules




Section 6:	Declaration as to the personal circumstances of the Tenderer (Pass/fail)

1. Tenderers must complete and sign the Declaration on the following pages. 

· The signed copy of the Declaration may be scanned and submitted separately via the eTenders post-box, if required. 

· The Declaration must be completed and signed as outlined.

ON REQUEST ONLY

[bookmark: _Hlk125386085]Re: Request for Tenders for the provision of Insert tender title

NAME:	[Click here and insert name]
ADDRESS:	[Click here and insert address]
I, [Click here and insert name of Declarant], having been duly authorised by [Click here and insert name of entity] sincerely declare that [Click here and insert name of entity] itself or any person who has is a member of the administrative, management or supervisory body of [Click here and insert name of entity] or has powers of representation, decision or control in [Click here and insert name of entity]:
0. Has never been the subject of a conviction for participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA.
0. Has never been the subject of a conviction for corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union and Article 2(1) of Council Framework Decision 2003/568/JHA as well as corruption as defined in the national law of the Contracting Authority or [Click here and insert name of entity].
0. Has never been the subject of a conviction for fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests.
0. Has never been the subject of a conviction for terrorist offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA respectively, or for inciting or aiding or abetting or attempting to commit an offence, as referred to in Article 4 of that Framework Decision.
0. Has never been the subject of a conviction for money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council.
0. Has never been the subject of a conviction for child labour and other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council.
0. Is not in breach and has not breached its obligations relating to the payment of taxes or social security contributions.
0. That the preparation of the Tender was carried out independently.
[Any of the following discretionary exclusion grounds not selected for inclusion in the eESPD generated for this competition should be deleted and replaced with “Not Used” if not applicable
When finished, delete these instructions and click in Appendix 5 to continue.]

0. Delete and replace with “Not Used” if not applicable: Has, in the performance of all public contracts, complied with applicable obligations in the field of environmental, social and labour law that apply at the place where the works are carried out or the services provided, that have been established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Schedule 7 of the European Unit (Award of Public Authority Contracts) Regulations 2016 (Statutory Instrument 284 of 2016)
Page 2 of 2

1. Delete and replace with “Not Used” if not applicable: Is not bankrupt or the subject of insolvency  or winding-‐up  proceedings, its assets are  not being  administered by a liquidator or by the court, it is not in an arrangement with creditors, its business activities are not suspended nor is it in any analogous situation arising from a similar procedure under national laws and regulations.

1. Delete and replace with “Not Used” if not applicable: Is not guilty of grave professional misconduct.

1. Delete and replace with “Not Used” if not applicable: Has not entered into agreements with other economic operators aimed at distorting competition.

1. Delete and replace with “Not Used” if not applicable: Is not aware of any conflict of interest due to its participation in the Competition;

1. Delete and replace with “Not Used” if not applicable: Has not had any prior involvement in the preparation of the Competition;

1. Delete and replace with “Not Used” if not applicable: Has not shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior  concession contract, which led to early termination of that prior contract, damages or other comparable sanctions.

1. Delete and replace with “Not Used” if not applicable: Is not guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the Selection Criteria for this Competition and did not withhold such information and did not fail or is not able to submit supporting documents in respect of this Competition as required under Regulation 59 of the European Union (Award of Public Authority Contracts) Regulations 2016 (Statutory Instrument 284 of 2016) .

1. Delete and replace with “Not Used” if not applicable: Has not undertaken to unduly influence the decision-‐making process of the Contracting Authority in respect of the Competition, or obtain confidential information that may confer upon it undue advantages in respect of the Competition; or negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.

I understand and acknowledge that the provision of inaccurate or misleading information in this declaration may lead to my business/firm/company/partnership being excluded from participation in this or future tenders, and I make this solemn declaration conscientiously believing the same to be
true and by virtue of the Statutory Declarations Act, 1938. This declaration is made for the benefit of the Contracting Authority.
	
_____________________________
Signature of Declarant  
	
_____________________________  
Name of Declarant in print or block capitals

	Declared before me by ..............................................   who is personally known to me (or who is identified to me
by ......................................................  who is personally known to me)

	at .................................. this ................................... day of  .......................................20..

	__________________________________________
(Signed) 
Practising Solicitor/Commissioner for Oaths
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