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[bookmark: _Toc240552870]Instruction for Completion
This document MUST be used for the submission of tenders. 
Tenderers should ensure they have read the Request for Tender before they attempt to complete this Tender Response Document.  
If you consider that the Tender Response Document is missing any sections which would prevent you from preparing a comprehensive response, please contact the Contracting Authority as soon as possible.     
Where there is a discrepancy between the contents / instructions in this document and the Request for Tender, the Request for Tender will take precedence.   
Tenderers must follow the instructions contained in this document in relation to attachments, format for submission, etc.  
Where tenderers are relying on other parties to meet the selection criteria, those parties must be available to deliver elements of the contract.


[bookmark: _Toc240552871]Response to the Selection Criteria
[bookmark: _Toc240552872]General Contact Information
	[bookmark: _Hlk39232361]Tenderer Summary

	Weighting: Pass/Fail
Pass Requirement: Tenderers must complete this Section

	Organisation Name:
	

	Contact Name:
	

	Position:
	

	Address:
	

	Telephone (Office):
	

	Telephone (Mobile):
	

	Email:
	

	Website:
	

	
Companies Registration Number (or equivalent based on country of establishment)
	
	Country of Establishment if outside Ireland 
	

	VAT Registration Number:
	

	Date of Establishment:
	

	Legal Status (Company, Sole Trader, etc.):
	


	Please answers the following questions with ‘Yes’ or ‘No’:
	Yes
	No

	1) Is the Tenderer a Small and Medium-size Enterprise (SME) as defined in the European Commission’s Recommendation 2003/361/EC[footnoteRef:1]? SMEs are enterprises which employ fewer than 250 persons, and which have an annual turnover not exceeding €50 million, and/or an annual balance sheet total not exceeding €43 million. [1: ] 

	☐	☐
	2) Is the Tenderer a consortium / group of Economic Operators?
	☐	☐
	3) Is the Tenderer a Lead Tenderer acting on behalf of a group of economic operators regardless of legal form of grouping?
	☐	☐
	4) Is the Tenderer relying upon another entity including sub-contractors to meet some/or all of the qualification requirements under the selection criteria?
	☐	☐
	5) Is the Tenderer only relying on the other entity(s) to deliver services under the framework(s)?
	☐	☐
	6) Does the Lead Tenderer confirm that if successful those other parties are available to deliver the services when required and may be required to co-sign the formal Contract?


	☐	☐
	Details of other parties:

	If the answer to any of the above questions 4 and 5 is ‘Yes’, full details of the other parties relied upon must be provided below by the Lead Tenderer. Please note that where this entity is being relied upon, this must be clearly identified, where relevant, throughout the Tender Response.

	Please detail the contributions of other parties:

	Name of Entity
	Selection criterion where Tenderer is relying on their resources to qualify:
and/or
Service to be delivered by third party:
	Check the box to confirm the third-party is clearly identified throughout the response

	
	
	☐
	
	
	☐
	
	
	☐


[bookmark: _Toc240552873]Financial Information – Pass/Fail Criteria
	Tax Compliance

	Option 1:
I confirm and declare being tax compliant. The Contracting Authority can verify your tax clearance status through Revenue’s online facility at http://www.revenue.ie/en/online/tax-clearance.html  To this end, please confirm:
	Yes
	

	
	No
	

	Tenderer Name:
	

	Tax Reference Number (PPSN):
	

	Access Number:
	

	Option 2:
I confirm that I hold a current valid Tax Clearance Certificate (generally relates to Non-Residents)
To this end, please confirm:
	Yes
	

	
	No
	

	Registration Number:
	

	Certificate Number:
	

	Option 3:
I confirm that I have applied for Tax Clearance status or a Tax Clearance Certificate which will be made available on request
	Yes
	

	
	No
	

	Financial Capacity

	I confirm that our turnover exceeded an average of € 200,000 per annum over the last three financial years. If turnover figures for 2025 are unavailable, please use 2024, 2023 and 2022.  
	
	Year 2025
	Year 2024
	Year 2023

	Turnover
	€
	€
	€




	Financial Year
	2025
	2024
	2023

	Turnover
	€
	€
	€

	Month of financial year end
	
	
	

	I confirm that I will provide the following promptly on request at any time prior to the tender list being finalised: 
(Evidence of turnover for the past three financial years)
	Yes
	

	
	No
	

	I confirm that I will supply evidence of financial standing, by way of auditor’s letter, ensuring the tenderer party has the financial capacity to pay its debts identified on the current statement of assets and liabilities as being the debts as they fall due.
	Yes
	

	
	No
	

	Insurances

	I confirm that we have the following insurances in place:

	Insurance Type
	Level in place
	Details of Excess
	Expiry Date

	Employer Liability
	€
	
	

	Public Liability
	€
	
	

	
	€
	
	

	Professional Indemnity
	€
	
	

	Cyber Insurance
	€
	
	

	
	€
	
	

	
	€
	
	

	I confirm that I will provide the following promptly on request at any time prior to the award decision being made: 
Evidence of insurances in place      
or 
Letter from Insurance Broker confirming that the required levels could be put in place if successful
	Yes
	

	
	No
	

	I confirm that if successful, where the levels required under the contract or framework are higher than those currently in our possession, I will be in a position to put the required forms and levels of insurances required in place promptly.
	Yes
	

	
	No
	

	Please note that the Contracting Authority will seek to verify self-declarations regarding financial capacity prior to next stage of the competition.

	Signed:
	

	Position:
	

	Date:
	



[bookmark: _Toc240552874]Declaration Bona Fides & Statutory Obligations – Pass/Fail Criteria
	Declaration of Bona Fides & Statutory Obligations (Under Public Sector Directive 2014/24/EU - Article 57)

	Weighting: Pass/Fail
Pass requirement: Tenderers must complete, sign and date this Declaration. The Contracting Authority reserves the right at its discretion to exclude a non-compliant tenderer under each heading.  This must be completed by each group member.

	Economic Operators will be excluded from the procurement process if, within the past five (5) years, there is evidence of a conviction relating to a specific criminal offence listed below (see 1.1) or if they have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security contributions (see 1.2) (except where this is disproportionate e.g. where only minor amounts are involved).

	1.1
	Has the Economic Operator or a member of their proposed consortium, (if applicable), Director, or Partner or any other person who has powers of representation, decision or control, been convicted of any of the following offences?
	Yes
	No

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	1.1a
	participation in a criminal organisation, as defined in Article 2 of Council Framework decision 2008/841/JHA;
	
	

	1.1b
	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 Irish Law or the jurisdiction in which the Economic Operator is established;
	
	

	1.1c
	fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests;
	
	

	1.1d
	the subject of a conviction for terrorist offences or offences linked to terrorist activities or for inciting or aiding or abetting or attempting to commit an offence;
	
	

	1.1e
	the subject of a conviction for money laundering or terrorist financing;
	
	

	1.1f
	the subject of a conviction of child labour and other forms of trafficking in human beings;
	
	

	1.2
	Non-payment of taxes or social security obligations
Has it been established by a judicial or administrative decision having final and binding effect in accordance with Irish law or the legal provisions of the country in which the Economic Operator is established (if outside Ireland), that the Economic Operator is in breach of obligations related to the payment of tax and social security contributions?
If the response to 1.2 above is in the affirmative, please provide further information on the decision and the amounts involved.
	
	

	An Economic Operator who answers ‘Yes’ in any of the situations set out in paragraphs 2.1.a to 2.1.i will be excluded.

	2.1
	Please indicate if any of the following situations have applied, within the past three (3) years, or currently apply, to your organisation.

The Economic Operator:
	Yes
	No

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	2.1a
	has, in the performance of any public contract, failed to comply with applicable obligations in the field of environmental, social and labour law applying at the place where the works were carried out or the services provided, as established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Annex X of Directive 2014/24/EU;
	
	

	2.1b
	is bankrupt or the subject of insolvency or winding-up proceedings, its assets are being administered by a liquidator or by the court, or has entered into an arrangement with creditors, suspended its business activities or is in any analogous situation arising from a similar procedure under national laws and regulations;  
	
	

	2.1c
	is guilty of grave professional misconduct which renders its integrity questionable;
	
	

	2.1d
	has entered into agreements with other Economic Operators aimed at distorting competition;
	
	

	2.1e
	has a conflict of interest within the meaning of Article 24 of 2014/24/EU that cannot be effectively remedied by other, less intrusive, measures;
	
	

	2.1f
	confirms that it has had prior involvement in the preparation of the procurement procedure which has resulted in a distortion of competition, as referred to in Article 41 of 2014/24/EU, that cannot be remedied by other, less intrusive, measures;
	
	

	2.1g
	has 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.
	
	

	2.1h
	· is 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; or
· has withheld such information or is not able to submit supporting documents required under Article 59 of Directive 2014/24/EU; or
	
	

	2.1i
	has undertaken to:
· unduly influence the decision-making process of the contracting entity, or
· obtain confidential information that may confer upon the tenderer undue advantages in the procurement procedure; or
· negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	

	Declaration re Statutory Obligations

	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment / operation:
	Yes
	No

	(i)
	Employment Equality Acts 1998-2011
	
	

	(ii)
	Equal Status Acts 2000-2011
	
	

	(iii)
	National Minimum Wage Act 2000 as amended
	
	

	(iv)
	Organisation of Working Time Act 1997 as amended
	
	

	(v)
	Safety, Health and Welfare at Work Act 2005 and Safety, Health and Welfare at Work (General Application) Regulations 2007
	
	

	(vi)
	Disability Act 2005
	
	

	(vii)
	General Data Protection Regulation 2016/679
	
	

	(viii)
	We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
	
	

	[bookmark: _Hlk191281349]Article 5K Declaration
EU Regulation 2022/576 on restrictive measures in the Context of Russian Actions in the Ukraine

	A.
	In the light of Russian actions in the Ukraine, the European Council adopted a new regulation – EU Regulation 2022/576, aimed at restricting participation in economic activity by economic operators from the Russian Federation.  Article 5K of the Regulation prohibits the award or continuation of contracts falling within the scope of the Public Procurement Directives to persons or undertakings related to the Russian Federation.  To comply with EU Regulation 2022/576, the Contracting Authority is seeking a declaration from economic operators to this effect.

	B.
	I declare that none of the exclusions specified in EU Regulation 2022/576 apply to any party associated with this tender.  
	Yes
	No

	
	
	
	

	This Declaration is made for the benefit of the Contracting Authority  
I certify that the information provided in this declaration is accurate and complete to the best of my knowledge and belief.  I understand that the provision of inaccurate or misleading information in this Declaration will lead to my organisation being excluded from participation in this and future tenders and I am signing on behalf of:

	Name of Economic Operator:
	

	Authorised Signatory:
	

	Name in Block Capitals:
	

	Position:
	



[bookmark: _Toc240552875]Technical and Professional Capacity Requirements – Pass/Fail Criteria
	[bookmark: _Hlk39232706]Personnel and Skills

	Weighting: Pass/Fail

Tenderers must demonstrate that they have suitably qualified and experienced resources capable of delivering the required service as advertised and that their organisational structure can deliver the services required.

(1) Tenderers must provide the information regarding personnel levels/ disciplines as set out below 
Note # 1: the purpose of this section is to identify whether the tenderer has suitably qualified and experienced human resources. Tenderers are reminded that they may rely on the resources of other entities on condition that they are fully described, and that tenderers can prove that they will have these resources at their disposal when required.
Note # 2: The same person may provide any number of roles below, once qualified to do so.


 
	Skillset Required

	Minimum Number
Required

	Check the boxes to confirm you have access to the staff:
	Please indicate (for information purposes):

	
	
	I confirm I have access to this staff meeting the minimum  requirements:
	Number of in-house FTEs
	Number of FTEs provided by 3rd parties

	Project/Account Management 
	1
	☐	
	

	Creative Director 
	1
	☐	
	

	Head of Design 
	1
	☐	
	

	Technical Director 
	1
	☐	
	

	Content and Strategy 
	1
	☐	
	

	UX/UI Designer (Senior/Junior)
	1
	☐	
	

	Developer (Senior/Junior)
	1
	☐	
	

	Copywriter
	1
	☐	
	

	SEO Specialist
	1
	☐	
	

	Data analyst
	1
	☐	
	







[bookmark: _Toc240552876]Previous Experience - Pass/Fail Criteria
	Previous Experience

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must provide information clearly demonstrating successful delivery of three (3] previous comparable experience/projects, involving the features as defined in the TRD. Tenderers should refer to instances within the last four (4)  years which demonstrate that they have successfully delivered services of a comparable nature and scale . The contracts referenced for consideration should provide comprehensive information to enable the Contracting Authority to determine their comparability to the requirements of this contract.
The contracts listed should be chosen to demonstrate the firm’s skills, efficiency, experience and reliability in the relevant areas of expertise. In completing the table for each reference project, Tenderers must provide sufficient information to allow the Contracting Authority to evaluate whether all the requirements at above have been met and whether the services have been successfully delivered.
Note #1: All fields in the TRD should be completed in full. If the information requested on the value of contracts is considered confidential, tenderers must ensure that they provide sufficient information to allow the Contracting Authority to judge the similarity of these contracts to the services required.
Note #2: Tenderers will note that they are to provide contact details for referees for each reference project. The Contracting Authority has the right to contact the referees to verify the information being provided, without further reference to the Tenderer. It is the responsibility of Tenderers to satisfy themselves that the nominated contact person can provide a reference if contacted by the Contracting Authority. Tenderers should note that the Contracting Authority may at its discretion contact all referees or referees for the successful Tenderers only.
Note #3: Tenderers must note that this is a pass/fail criterion and the Contracting Authority may deem a tender inadmissible based on the feedback received from the referees indicated in the submission, where applicable.
Note #4: Any reference contracts presented must have been substantially delivered by the Tendering party.



	REFERENCE #1

	Client name 
	

	Sector of operation of client – education, central government, retail, etc.
	

	Address
	

	Client contact person:
	

	Title
	

	Phone number
	

	Web address for client as developed by the Tenderer
	

	Email
	

	Contract start date - end date:
	

	Annual value of contract
	

	Total contract value 
	

	Summary description of the contract 
	



	Please confirm and provide details on the following features of the contract which support demonstration of comparability with the subject matter of this procurement. 
Note: Mere affirmation is not sufficient – appropriate detail should be provided to a max of 1,000 words per individual requirement below.

	Team involved in delivering contract -please include a table detailing the skillsets/ roles, number of staff for each skillset/role and their years of experience.
	

	Transition from an existing site to a newly developed website
	

	User profile for website / volume of traffic	Comment by  : Additional 2 questions which might be beneficial. 
	

	Provision of Content Management System (CMS)
	

	Delivery of a visually impactful website, with a contemporary and attractive design that reflects the customer brand 
	

	Conformance with Accessibility Standards
	

	Hosting of CMS and website 
	

	Ongoing support arrangements
	

	Tenderers should detail below any additional details of this project, that they consider relevant to demonstrate experience that are relevant to the requirements outlined. 

	





	REFERENCE #2

	Client name 
	

	Sector of operation of client – education, central government, retail, etc.
	

	Address
	

	Client contact person:
	

	Title
	

	Phone number
	

	Web address for client as developed by the Tenderer
	

	Email
	

	Contract start date - end date:
	

	Annual value of contract
	

	Total contract value 
	

	Summary description of the contract 
	



	Please confirm and provide details on the following features of the contract which support demonstration of comparability with the subject matter of this procurement. 
Note: Mere affirmation is not sufficient – appropriate detail should be provided to a max of 1,000 words per individual requirement below.

	Team involved in delivering contract -please include a table detailing the skillsets/ roles, number of staff for each skillset/role and their years of experience.
	

	Transition from an existing site to a newly developed website
	

	User profile for website / volume of traffic
	

	Provision of Content Management System (CMS)
	

	Delivery of a visually impactful website, with a contemporary and attractive design that reflects the customer brand 
	

	Conformance with Accessibility Standards
	

	Hosting of CMS and website 
	

	Ongoing support arrangements
	

	Tenderers should detail below any additional details of this project, that they consider relevant to demonstrate experience that are relevant to the requirements outlined. 

	





	REFERENCE #3

	Client name 
	

	Sector of operation of client – education, central government, retail, etc.
	

	Address
	

	Client contact person:
	

	Title
	

	Phone number
	

	Web address for client as developed by the Tenderer
	

	Email
	

	Contract start date - end date:
	

	Annual value of contract
	

	Total contract value 
	

	Summary description of the contract 
	



	Please confirm and provide details on the following features of the contract which support demonstration of comparability with the subject matter of this procurement. 
Note: Mere affirmation is not sufficient – appropriate detail should be provided to a max of 1,000 words per individual requirement below.

	Team involved in delivering contract -please include a table detailing the skillsets/ roles, number of staff for each skillset/role and their years of experience.
	

	Transition from an existing site to a newly developed website
	

	User profile for website / volume of traffic
	

	Provision of Content Management System (CMS)
	

	Delivery of a visually impactful website, with a contemporary and attractive design that reflects the customer brand 
	

	Conformance with Accessibility Standards
	

	Hosting of CMS and website 
	

	Ongoing support arrangements
	

	Tenderers should detail below any additional details of this project, that they consider relevant to demonstrate experience that are relevant to the requirements outlined. 

	




[bookmark: _Toc240552877]Data Hosting Locations 
	Data hosting locations 

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must declare that data will be hosted and processed within the European Economic Area (EEA), or any country determined to offer an adequate level of data protection by an adequacy decision of the European Commission. Also, they must declare that data will be hosted in a data centre which will be ISO27001 accredited (or equivalent certification), with robust security measures and infrastructure complying with industry standards.
Tenderers must also demonstrate capability to access two data centres within the EEA/other country determined to offer an adequate level of data protection by an adequacy decision of the European Commission. Please provide details of two different hosting locations.

	Please declare:
	Yes
	No

	I declare that data will be hosted and processed within the European Economic Area (EEA) or any country determined to offer an adequate level of data protection by an adequacy decision of the European Commission.
	☐	☐
	I declare that data will be hosted in a data centre which will be ISO27001 accredited (or equivalent certification), with robust security measures and infrastructure complying with industry standards.
	☐	☐
	Details of hosting location #1:
	Details of hosting location #2:

	
	

	Name of Economic Operator:
	

	Authorised Signatory:
	

	Name in block capitals:
	

	Position:
	






[bookmark: _Toc240552878][bookmark: _Hlk225703510]Quality Assurance – Pass/Fail Criteria 
	Quality Assurance

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers should provide information on the measures in place to ensure the delivery of a quality service, for example by way of an externally certified system, or an equivalent in-house quality control process or system.

	Do you operate a Quality Management System?
	Yes
	☐	No
	☐
	Manager responsible for Quality:
	

	Quality management
	Externally Certified
	☐	In-house
	☐
	If externally certified, please provide the following information:

	Name of Certification Body:
	

	Date of most recent certification:
	

	Scope of Certification:
	

	I confirm that evidence of compliance will be provided promptly on request.
	Yes
	☐	No
	☐
	If an in-house system, please provide scope of system and details of its operation – maximum 500 words. 
	





[bookmark: _Toc240552879]Response to the Award Criteria
[bookmark: _Toc240552880]Form of Tender – Ultimate Cost (Criterion E)
	To:
	Charities Regulator 

	From:
	

	Subject:
	A Single-party Framework for the Provision of Website Design , Hosting and Support for New Website and Related Services



I/We have examined the tender documentation and hereby offer to provide the services in accordance with the details contained within the Request for Tender (RFT) document. 
Please insert the total price exclusive of VAT for delivery of the services required
	Ultimate Cost
	Total Fee proposed
(excl. VAT)

	Proposed Total Fee for delivery of the services – as per cell  G10 of Total Cost Summary Worksheet of Appendix 1 - Charities Regulator Website Pricing Schedule. 
	€



	I confirm that we have completed the Pricing Schedule contained in Appendix 2 and it is included as part of our tender response.
	Yes
	☐	No
	☐



I/We confirm that I/we: 
· Have priced our tender on the basis of all rates being inclusive of all out-of-pocket expenses (i.e. mileage, subsistence, phone, postage, etc.) and account / contract management related costs, 
· Will keep this offer for the contract / framework open for acceptance by you for a period of 12 months from the date of deadline for submission of tenders,
· Agree that you are not bound to accept the most economically advantageous or any tender you may receive,
· Costs will be fixed for the initial contract with any extensions. Following expiry of the initial contract (including all possible extensions), any increases will be aligned to CPI rates, as published by the CSO, or 10% whichever is the lower.  
· Have read and thoroughly examined the RFT,
· Fully understand the RFT and the Client’s requirements,
· Undertake to treat the details of the RFT, its tender and any subsequent agreements as private and confidential,
· Acknowledge that acceptance by the Contracting Authority of this tender will not constitute a binding and enforceable agreement and that a legally enforceable agreement will not exist until and unless the contract is awarded / framework agreement has been established between the Contracting Authority and the tenderer,
· Have availed of all offers for additional information or have otherwise satisfied myself/ourselves as to conditions that may in any manner affect the performance of the contract,
· Have included all elements necessary for the performance of the specified requirements, which are either expressly stated in the RFT or contained in any supplementary information, or which could reasonably be inferred therefrom,
· Have found no errors, omissions, conflicts or ambiguities in the RFT except those which I/We have brought to the attention of the Contracting Authority before the latest date for submitting queries,
· Have included for compliance with all statutory requirements applicable in Ireland and those applicable in any country where parts of the contract may be performed that are in force 7 days prior to the deadline for receipt of tenders, 
· Will not, if awarded a contract employ labour in a manner that is discriminatory in relation to gender, civil/family status, sexual orientation, religion, age, disability, race, or membership of the traveller community.
· [bookmark: _Hlk198631484][bookmark: _Hlk198633264]As a condition of award, it shall be the successful tenderer’s sole responsibility to ensure they have taken account of all obligations under the Contract including supply chain and related risk factors.   

	Signed:
	

	Name (in Capital Letters):
	

	On behalf of:
	

	Address:
	

	Telephone (Office):
	

	Telephone (Mobile):
	

	Email:
	

	Date:
	





[bookmark: _Toc240552881]Response to Qualitative Award Criteria
	Criterion A
	Weighting
	Maximum Marks
	Minimum Marks 50%

	
	35%
	3500
	1750

	Title
	Quality of response to requirements set out in section 3 of the RFT

	Description
	[bookmark: _Hlk86264337]Tenderers are required to outline the project plan and methodology proposed and how you will approach each of the requirements for delivering each of the services specified in Section 3 of the RFT.

The response should include a detailed implementation plan to include tasks, timelines, resource allocation and approach.  Your response should include the following:
· Your approach and methodology to the new website development project:
· Website hosting solution and facilities
· Service, maintenance and support 

The information provided must be specific and contain sufficient detail to allow the Contracting Authority evaluation team to assess the relative merits of each tender.  

Page limit for response: 10 A4 page, minimum font size Calibri 11.  For the avoidance of doubt any pages submitted beyond the limit set will not be considered.


Tenderer’s Response
Please use this free text page(s) (that is do not type in the box) for your response.



	[bookmark: _Hlk44936184]Criterion B
	Weighting
	Maximum Marks
	Minimum Marks 50%

	
	20%
	2000
	1000

	Title
	Qualifications and expertise of team proposed

	Description
	Tenderers must provide an organisation chart for the proposed delivery team and provide comprehensive CVs outlining the qualifications / experience of the personnel that it is proposed will deliver all the requirements and all the services, demonstrating their understanding expertise of the requirements with reference to similar projects. 
CVs for the following roles must be provided:-
· Project/Account Management 
· Creative Director 
· Head of Design 
· Technical Director 
· Content and Strategy 
· UX/UI Designer (Senior/Junior)
· Developer (Senior/Junior)
· Copywriter
· SEO Specialist
· Data analyst
Tenderers must complete the Tender Resource Schedule in the TRD.
CVs should be no more than two (2) pages.  Please note: The same person may provide any number of roles above, once qualified to do so.

Team/Resource Management: 
Tenderers should also detail their process for the timely notification, agreement and replacement with the Charities Regulator as to any changes in the quantity and experience/seniority of personnel/team resource allocated to the Charities Regulator. Any new roles or changes in personnel/team resource will be subject to advance agreement with the Charities Regulator. All resources offered must be of equivalent experience and seniority, as required and agreed with the Charities Regulator.

Page limit for tenderer’s response on handling of team changes:  Two (2) A4 pages, minimum font size Calibri 11.  For the avoidance of doubt any pages submitted beyond the limit set will not be considered.



	[bookmark: _Toc237852770][bookmark: _Toc240552882]Resource Allocation Schedule

	Resource Name 
Position
Name of Sub-Contractor or name of any 3rd Party being Relied on – if applicable
	Role on Project and Project Phase
	Number of Days on Project 
(Note: a day comprises 7.5 hours)
	CV included (Y/N)

	
	
	
	

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 



	Please attach an organogram, clearly identifying all relevant departments, divisions, and 3rd parties, if applicable and accountability for relationship with the Contracting Authority. 

	Organisation Chart Attached 
	Yes
	☐	No
	☐


Tenderer’s Response to Team Management proposals 
Please use this free text page(s) (that is do not type in the box) for your response.


	Criterion C
	Weighting
	Maximum Marks
	Minimum Marks 50%

	
	10%
	1000
	500

	Title
	Engagement and Governance Model (Contract Management) 

	Description
	Tenderers are required to outline their proposals to ensure effective contract management solutions as required at a minimum in Section 3 of the RFT including identification of a nominated contract manager. 

Tenderers should provide clear and comprehensive information around their proposed approach to:
· Project governance to both the Design/Build stage and Support and Maintenance stage.
· Account Management
· Contract management including reporting, review meetings, disputes/complaints, risk identification and mitigation and so on.  For example, key risks would be considered to include – budget overrun, non-delivery of requirements and so on. 
· Flexibility, adaptability as will likely be required to adapt to the inevitable changes that arise during a project such as this one.
· Tenders are required to provide details of their escalation procedures to for dealing with any issues that may arise during implementation of the initial contract and during the term of this framework.
· Identification of any third parties required to deliver the proposed solution – both for products (such as software and so on.) and/or services (such as hosting, security, and so on.) including their specific contribution and how the relationship with the third party is managed on an on-going basis by the tenderer.  Please note the prime contractor will be responsible for the performance of any third parties under their control.
· Identification of specific risks and mitigations for the proposed solution both during implementation and during subsequent support including proposed mitigation approaches
· In the event of contract termination / end of agreement term, prospective tenderers need to outline their procedures for the transfer to another agency and the return of data to the data owner.
· A draft SLA and KPIs taking account of the requirements of 3.4 of the RFT must also be provided. 
Page limit for response excluding SLA and KPIs: 6 A4 page, minimum font size Calibri 11.  For the avoidance of doubt any pages submitted beyond the limit set will not be considered. A separate response to be provided on the SLA and KPIs.


Tenderer’s Response
Please use this free text page(s) (i.e. do not type in the box) for your response.



	Criterion D
	Weighting
	Maximum Marks
	Minimum Marks 50%

	
	5%
	500
	250

	Title
	Proposals for reducing environmental impact of service delivery

	Description
	Tenderers are required to put forward proposals for reducing environmental impact of service delivery during the term of the agreement.

Page limit for response: 2 A4 pages, minimum font size Calibri 11.  For the avoidance of doubt any pages submitted beyond the limit set will not be considered.


Tenderer’s Response
Please use this free text page(s) (i.e. do not type in the box) for your response.


[bookmark: _Toc240552883]Confirmation Check

	Relevant Documents Completed

	I confirm that I have completed the relevant elements of this Tender Response Document
	Yes
	☐	No
	☐
	I confirm that I have completed the Art. 57 declaration contained in this Tender Response Document, and I acknowledge that any changes in the circumstances confirmed in this declaration will be notified immediately to the Contracting Authority.
	Yes
	☐	No
	☐
	I confirm I have included the completed Appendix 1 – Charities Regulator Website Pricing Schedule.  
	Yes
	☐	No
	☐
	I confirm that I have read and accept the terms of the Contract and/or the Framework Agreement Terms and Conditions.
	Yes
	☐	No
	☐
	I confirm that I have opted to provide a completed European Single Procurement Document in place of Selection Criteria / Art. 57
	Yes
	☐	No
	☐
	Where I have used an ESPD, I confirm that I will provide all relevant information promptly on request.
	Yes
	☐	No
	☐
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