

[image: ]

	TENDER RESPONSE DOCUMENT

	Tenderers are required to complete this Tender Response Document (“TRD”).
The purpose of the TRD is to simplify and streamline the tender response process for all Tenderers and to simplify and streamline 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.













INSTRUCTION FOR COMPLETION OF TRD

Tenderers must ensure they complete this document in full.
· Tenderers wishing must fully complete this Tender Response Document (TRD) which must be read and completed in conjunction with the Call for Tender for the provision of Financial Advisory Services - (Grant Applications) and all accompanying documents (CFT).
· Terms defined in the CFT have the meaning in this TRD.
· The TRD must be submitted in the same sequence as presented. An answer box is provided for Tenderers' use in their response to each Award Criterion. Tenderers should note that any response information provided outside of the response boxes will not be considered as part of the evaluation. Any marketing material, brochures and other general information or documents will not be considered unless requested specifically by the Contracting Authority. 
· Tenders which are compliant with the requirements of Appendix 1 (Background, Requirements & Specifications) of the CFT, are received before the Tender Deadline (section C1 of the CFT) and have passed each of the Selection Criteria set out in section F of the CFT will be assessed on the basis of the Award Criteria set out in Section G of the CFT. Tenderers must achieve a minimum score of 60% in respect of each of the qualitative award criterion. Failure to achieve this minimum qualifying score for any of the award criteria will result in the exclusion of the Tender from the Competition.  
· Tenderers are requested to review in detail the requirements of the CFT (including all Appendices) before completing this Tender Response Document. Tenderers must ensure that they have addressed all of the relevant requirements as set out in the CFT and the Tender Response Document. Failure to do so may render the Tender non-compliant and the Tender may be rejected.
· Tenderers must adhere to the page limits indicated in respect of each award criterion. Where a response to an award criterion exceeds the page limit, the Authority will disregard any text beyond the page limit during its evaluation.
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	GENERAL INFORMATION IN RELATION TO THE TENDERER 
(FOR INFORMATION ONLY)

	

	Tendering Name (Company Name)

	

	Contact Person 

	

	Position 

	

	Address

	

	Phone Number

	

	Email

	

	Website 

	

	Date of establishment, if applicable
	VAT Registration No

	
	

	Legal Structure – partnership, limited company, DAC, etc.
	Please confirm if you are an SME (Small and Medium Enterprise) as defined in Commission Recommendation
2003/361/EC

	
	Yes
	
	No
	

	Definition as per 2003/361/EC
The category of micro, small and medium-sized enterprises (SMEs) is made up of enterprises which employ fewer than 250 persons and which have an annual turnover not exceeding EUR 50 million, and/or an annual balance sheet total not exceeding EUR
43 million.


	NAME OF OTHER PARTIES FORMING PART OF THE TENDER SUBMISSION 
(e.g. consortium members, subcontractors, other entities being relied upon)
(FOR INFORMATION ONLY)

	Name
	Proposed Role
	Confirmation 
relevant information provided   for each party*

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



*Note:	A letter of confirmation is required from any third party on their headed paper, to be attached as a part of this TRD, and referenced in the above table.  The Letter must confirm that the third party will make the resources, for which the third party is being relied upon, available to the Tenderer for the duration of the Contract.













	Personal Circumstances Declaration

	PASS/FAIL ONLY
Pass requirement: Tenderers must complete, date, and sign the Personal Circumstances Declaration.  Each Consortium member, including Subcontractors, must complete and sign the Declaration.  Non-compliance under any heading in the Declaration as to Personal Circumstances of Tenderer will result in the automatic disqualification of the Tenderer in question.

	THE DECLARATION OF PERSONAL CIRCUMSTANCES FORM MUST BE COMPLETED AND SIGNED BY A DULY AUTHORISED OFFICER OF THE TENDERER’S ORGANISATION AND BY A PRACTISING SOLICITOR/COMMISSIONER FOR OATHS PRIOR TO ANY CONTRACT BEING EXECUTED
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	                                                                      TENDERER STATEMENT 

	PASS/FAIL ONLY
Pass requirement: A duly authorized officer of the Tenderer organisation must complete, date and sign the declaration. Non-compliance under any heading in the Tenderers’ Statement will result in the automatic disqualification of the Tenderer in question.



TO:	Arts Council 
RE:	Request for Tender for the provision Financial Advisory Services - (Grant Applications)
Having examined your Call for Tender (CFT), we hereby agree and declare the following:
1.	We understand the nature and extent of the Services required to be delivered as described in requirements and specifications at Appendix 1 to the CFT.
2.	We accept all of the terms and conditions of the CFT and the Contract and agree, if awarded a Contract, to execute the Contract attached at Appendix 2 of the CFT.
3.	We agree, if awarded a Contract, to execute the Data Processing Agreement attached at Appendix 3 of the CFT.
4.		We agree to provide the Contracting Authority with the Services in accordance with the CFT and our Tender.
5.	We accept all the Selection Criteria as set out in section G of the CFT
6.	We agree that, if awarded the Contract, we shall, in the performance of such contract, comply with all applicable obligations in the field of environmental, social and labour law.
7.	We confirm that we have complied with all requirements as set out in the CFT.
8.	We confirm that all prices quoted in our Tender will remain valid during the tender validity period, as specified in Section E of the CFT.
9.	We shall, if awarded the Contract, have in place on the effective date of the Contract all insurances (if any) as required by Section I of the CFT.
10.	We confirm that all Data Subjects whose Personal data is provided in our Tender have consented to the processing of such Personal Data by us, the Contracting Authority, the evaluation team and the supplier of the etenders.gov.ie website, for the purpose of our participation in this Competition or that we otherwise have a legal basis for providing such Personal Data to the Contracting Authority for the purposes of our participation in this Competition and that we will provide evidence of such consent and / or legal basis to the Contracting Authority upon request. 
11.	We agree, if requested to be the Contracting Authority, to complete the Contracting Authority’s Data Protection Assessment attached at Appendix 4 of the CFT and provide all reasonably requested supporting documentation.
12.	We agree, if requested to be the Contracting Authority, to complete the Contracting Authority’s Third-Party Supplier Information Security Assessment attached at Appendix 5 of the CFT and provide all reasonably requested supporting documentation.




Signature: .................................................................................. 
Print Name: ...............................................................................
(Authorised Signatory)  
Date: ...........................................  






























	SELECTION CRITERIA: TURNOVER

	PASS/FAIL ONLY
Tenderers must declare that they satisfy the minimum annual turnover thresholds set out below:
Tenderers who are applying must have a minimum annual turnover of €80,000 for each of the last three (3) financial years (or, if the date of establishment was more recent, for the years the Tenderer has been established).

Failure to provide evidence when requested to do so by the Contracting Authority will result in the Tenderer being awarded a fail and result in the exclusion of the Tenderer from the Competition.




I, as a duly authorised representative of the Tenderer, confirm that the Tenderer satisfies the minimum annual turnover thresholds set out above:

Signature: .................................................................................. 
Print Name: ...............................................................................
(Authorised Signatory)  
Date: ...........................................  














	SELECTION CRITERIA: PREVIOUS EXPERIENCE

	PASS/FAIL ONLY
Tenderers must provide details of two contracts/projects that demonstrates tenderers experience of providing a service of similar nature, scale and complexity to the Services required by the CFT which they have successfully delivered within the past five years. Note: the reference contracts must be of similar nature, scope and complexity to the Services described in Appendix 1 of the CFT. 

Failure to demonstrate to the Authority’s satisfaction the successful delivery of two (2) comparable contracts within the time-frame specified will result in the Tenderer being awarded a fail and result in the exclusion of the Tenderer from the Competition.

Note: Tenderers should note that the Contracting Authority may contact any or all referees without prior notice being given.





















	[bookmark: _Hlk75773687]
CONTRACT/PROJECT  1

	CONTRACT 1
	Name of Client
	

	
	Contact/Project Name, Phone & Email Address  
	

	
	Contract/Project Title/Purpose
	

	
	Contract/Project Start and End Date
	

	
	Name of Service Provider (i.e. name of legal entity who entered into the contract)
	

	
	Average Annual Value of Contract/Project
	

	
	Details of Tenderer's Personnel Involved
	

	
	Please provide a detailed description of the services provided, clearly demonstrating the success of the contract
	

	
	Please outline how the reference contract is comparable to the subject matter of the contract procured under this CFT
	

	
	The Contracting Authority may contact any or all referees without further notice. 















	
CONTRACT/PROJECT  2

	CONTRACT 2
	Name of Client
	

	
	Contact/Project Name, Phone & Email Address  
	

	
	Contract/Project Title/Purpose
	

	
	Contract/Project Start and End Date
	

	
	Name of Service Provider (i.e. name of legal entity who entered into the contract)
	

	
	Average Annual Value of Contract/Project
	

	
	Details of Tenderer's Personnel Involved
	

	
	Please provide a detailed description of the services provided, clearly demonstrating the success of the contract
	

	
	Please outline how the reference contract is comparable to the subject matter of the contract procured under this CFT
	

	
	The Contracting Authority may contact any or all referees without further notice. 


	












	SELECTION CRITERIA: COMPANY PROFILE AND ORGANISATION

	PASS/FAIL ONLY



	The Tenderer must provide a company profile in the TRD, providing information about their business and the personnel who will be involved in carrying out any Services in proposed to be Contract awarded. 
The Tenderer must outline the organisation’s capacity setting out the organisation structure, current workforce levels, expertise within the company, that demonstrate it has the capacity to meet the requirements of the Services proposed Contract


	Insert response here







	SELECTION CRITERIA: HEALTH & SAFETY

	PASS/FAIL ONLY
Tenderers must confirm that they have a Health and Safety Policy and provide a copy of their organisation’s Health and Safety Policy and Statement on request. However, submission of these documents will be a condition of Award of Contract

Failure to provide evidence when requested to do so by the Contracting Authority will result in the Tenderer being awarded a fail and result in the exclusion of the Tenderer from the Competition.



I, as a duly authorised representative of the Tenderer, confirm that the Tenderer has a Health and Safety Policy and that the Tenderer will provide a copy of their organisation’s Health and Safety Policy and Statement to the Contracting Authority on request.

Signature: .................................................................................. 
Print Name: ...............................................................................
(Authorised Signatory)  
Date: ...........................................  














	SELECTION CRITERIA: ACCEPTANCE OF THE CONTRACT TERMS

	PASS/FAIL ONLY
Tenderers must confirm their acceptance of the contract terms and that, if successful, they will:
· Sign the Contracting Authority’s Contract (see Appendix 2 of this CFT); and
· Sign the Data Protection Agreement (see Appendix 3 of this CFT).
Agreeing to and signing these documents will be a condition of Award of Contract.
Note: Tenderers may request clarifications regarding the terms and conditions of the Contract or the Data Protection Agreement by submitting a request for clarifications. Any clarifications must be sought in accordance with the process outlined part “D” of the Particulars of this CFT, and should be submitted prior to the deadline for submission of clarification requests set out in D2.



In accordance with the commitments made under the Tenderer’s Statement, I as a duly authorised representative of the Tenderer, again confirm acceptance of the contract terms and confirm that, if successful, the Tenderer will:
· Sign the Contracting Authority’s Contract (see Appendix 2 of the CFT); and
· Sign the Data Protection Agreement (see Appendix 3 of the CFT).

Signature: .................................................................................. 
Print Name: ...............................................................................
(Authorised Signatory)  
Date: ...........................................  










	SELECTION CRITERIA: DATA PROTECTION ASSESSMENT

	PASS/FAIL ONLY
Tenderers must confirm that, if requested by the Contracting Authority, they will complete the Contracting Authority’s Data Protection Assessment (see Appendix 4 of this CFT) and provide all reasonably requested supporting documentation.

The Contracting Authority reserves the right to determine whether the Services to be provided under this Contract give rise to any Data Protection risks. Where such risks are identified, completion of the Data Protection Assessment, if requested, will be a condition of Award of Contract. 

Tenderers are not required to complete Data Protection Assessment unless requested by the Contracting Authority.



In accordance with the commitments made under the Tenderer’s Statement, I as a duly authorised representative of the Tenderer, again confirm that if requested by the Contracting Authority, the Tenderer will complete the Contracting Authority’s Data Protection Assessment and provide all reasonably requested supporting documentation.

Signature: .................................................................................. 
Print Name: ...............................................................................
(Authorised Signatory)  
Date: ...........................................  









	SELECTION CRITERIA: THIRD-PARTY SUPPLIER INFORMATION SECURITY ASSESSMENT

	PASS/FAIL ONLY
Tenderers must confirm that they shall take all reasonable steps to keep secure any Contracting Authority information that they may be provided with should they be awarded a Contract under this competition, and that they will use it only for the purposes of providing the Services. 

The Contracting Authority reserves the right to determine whether the Services to be provided give rise to any information security risks to its ICT infrastructure. Tenderers must confirm that, if requested by the Contracting Authority, they will complete the Third-Party Supplier Information Security Assessment (see Appendix 5 of this CFT) and provide all reasonably requested supporting documentation.

Completion of this assessment, if requested, will be a condition of award of the Contract. 

Tenderers are not required to complete Third-Party Supplier Information Security Assessment unless requested by the Contracting Authority.



In accordance with the commitments made under the Tenderer’s Statement, I as a duly authorised representative of the Tenderer, again confirm that if requested by the Contracting Authority that the Tenderer will complete the Contracting Authority’s Third-Party Supplier Information Security Assessment and provide all reasonably requested supporting documentation. Furthermore, I confirm that the Tenderer shall take all reasonable steps to keep secure any Contracting Authority information that it may be provided with should the Tenderer be awarded a Contract under this competition

Signature: .................................................................................. 
Print Name: ...............................................................................
(Authorised Signatory)  
Date: ...........................................  




RESPONSE TO ARTS COUNCIL’S TENDER SPECIFICATION




	Award Criterion Title
G1. PROPOSED METHODOLOGY AND APPROACH
	Total Weighting 
	Maximum Marks Available
	Minimum Marks Required

	
	35%
	350
	210


	
Tender Response Requirements – Approach and Methodology
Tenderers must describe their proposed approach and methodology for delivering the Services in the TRD, including as a minimum:
· The tenderer’s understanding of the Arts Council’s objectives, and how their proposed approach aligns with the requirements in Part 2. Scope of Requirement and Core Requirements of the CFT.
· How the Services will be planned, organised and delivered.
· The key activities, deliverables and milestones they propose – these should align with the requested implementation plan (see below)
· How resources, roles and expertise will be deployed.
· Their approach to risk and issue management.
· How quality, timeliness and consistency of delivery will be assured.
Tenderers must also provide a detailed implementation plan identifying key dates and project deliverables/milestones, that will ensure delivery to specification meets quality assurance criteria, and stays within agreed cost and time parameters.
Please limit your response to 3 A4 pages.  Any further information included will not be evaluated


	



































	Award Criterion Title
G2. QUALIFICATIONS AND EXPERIENCE OF PROPOSED KEY PERSONNEL
	Total Weighting 
	Maximum Marks Available
	Minimum Marks Required

	
	35%
	350
	210


	
Tender Response Requirements – Qualifications and experience of proposed key personnel
The Tenderer must provide details in the TRD of the key personnel they would allocate to the Arts Council account if their tender is successful.  In doing so, the tenderer should show a commitment to continuous professional development to ensure staff are sufficiently skilled in new technologies and approaches.
Tenderers must demonstrate that the person(s) proposed for delivering the required services have the necessary experience and qualifications.  In order to satisfy that requirement, tenderers must provide the CVs for the key personnel with their tender in the format outlined below:
· A short biographical summary for each person who will be involved in the delivery and/or co-ordination of the services including name, length of time and position held with the tenderer company, relevant qualifications and training.
· The proposed role of each person.
· List of previous contracts delivered by each person, that the tenderer believes is of direct relevance and benefit to the Arts Council requirements, and the person’s proposed role.  Please include no more than a maximum of four (4) such examples for each person.
Tenderers are required to show how the team will be balanced to provide the full scope of the services required and also have the breadth and range of experience and expertise to deliver the Arts Councils requirements. 


Please provide a CV of no more than 2 A4 pages for each Key Personnel.  Any further information included will not be evaluated


	




























	Award Criterion Title
G3. ENVIRONMENTAL AND SUSTAINABILITY REQUIREMENTS
	Total Weighting 
	Maximum Marks Available
	Minimum Marks Required

	
	5%
	50
	30


	
Tender Response Requirements – Environmental and Sustainability requirements
Tenderers must describe how their proposed approach will support the environmental and sustainability requirements of the Contract, including as a minimum:
· How the Tenderer ensures compliance with environmental and sustainability legislation and standards. 
· Provide details of relevant polices and certifications – and illustrate these with examples of specific initiatives and their targets/results.
· Describe how the Tenderer ensures that its subcontractors and suppliers operate in a manner consistent with their environmental and sustainability.
· The practical measures the Tenderer will apply to reduce environmental impact in delivering the Contract Requirements. How they will manage waste, materials, energy use and emissions, where relevant to the Contract.
· Any sustainability initiatives or good practices that will be applied during the life of the Contract.
Please limit your response to 1 A4 page.  Any further information included will not be evaluated


	

















































	Award Criterion Title
G4. PORPOSED COSTS
	Total Weighting 
	Maximum Marks Available
	Minimum Marks Required

	
	25%
	250
	n/a


	Tenderers should ensure that all associated costs are integrated into the proposed fees.
The maximum budget allocated for the completion of the services is set out in Item B.6 of the Particulars of the CFT. It is for the full duration of the contract, including all contract extensions and tenderers should not exceed this when preparing their submission.

Tenderers should also refer to the Part E (Tender Pricing And Validity) of the Particulars in the CFT.

All pricing must be quoted in Euro and must be inclusive of expenses and quoted exclusive of VAT.

Tenderers are required to submit costs in the format set out below




The Estimated Contract Value (Budget) of the proposed Contract, including all services and any permitted extensions, is €120,000 (excluding VAT). Tenderers should not exceed this when preparing their submission. 

	(A)
Detail of Cost
(Add additional rows as required).
	(B, C, D, E)
Proposed Fixed Cost (Excl. VAT)
Quoted in Euro
	(F)
VAT Rate 

	
	Yr. 1
€
	Yr.2
€
	Yr.3
€
	
	%

	[Brief description]
	€[XX.XX]
	€[XX.XX]
	€[XX.XX]
	
	[XX]%

	Add rows as required
	
	
	
	
	

	Annual Cost (Excl. VAT)
	€[XX.XX]
	€[XX.XX]
	€[XX.XX]
	
	

	Total Cost (Excl.VAT) 
For delivery of all services over full contract period including extensions 
	€[XX.XX]
	


Notes:
1. [bookmark: _GoBack]Tenderers must complete all columns (A to F).
2. All pricing must be quoted in Euro must be inclusive of expenses and quoted exclusive of VAT.

	Signed:
	

	Name (in Capital Letters):
	

	Title 
	

	On behalf of:	
Name of Tenderer:
	

	Address:
	

	Email: 
	

	Telephone:
	
	Date:
	






























COMPLIANCE CHECKLIST 

	
	YES
	NO

	Submitted all relevant documentation
	
	

	Submitted and signed the Tender Statement, required under paragraph 2.6 of CFT
	
	

	Declaration of Personal Circumstances signed in accordance with the CFT for each member of the Consortium and for each Subcontractor
	
	

	Followed the format of the TRD and responded to each element in the order as set out in the TRD
	
	

	Conformed to, and complied with, all instructions and requirements set out within the CFT
	
	

	Did not alter or edit the CFT in any way
	
	

	Accepts the terms and conditions of the Services Contract without reservation
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