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	TENDER RESPONSE DOCUMENT
TO BE COMPLETED BY THE TENDERER

	Title of Procurement 
	Provision of Pension Administration Support Services to the National Treatment Purchase Fund

	Procedure 
	 OPEN

	Name of Tenderer
	 

	Contact
	 

	Email
	 

	Phone 
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[bookmark: _Toc240463264]INSTRUCTIONS FOR COMPLETION

Tenderers must ensure they complete this document in full.  
Where there is a discrepancy between the contents / instructions in this document and the Request for Tender, the Request for Tender will take precedence.  Please ensure you contact the National Treatment Purchase Fund and they may decide to issue an updated Tender Response Document. 
Tenderers must follow the instructions contained in this document in relation to attachments, word limits, etc. 
This document covers the selection and award criteria as relating to the open procedure. 
Tenderers must complete all sections.  However, tenderers must note they must meet and pass all of the rules contained in the selection criteria, in order to be considered eligible for assessment against the award criteria. 

















	
CHECKLIST FOR TENDER SUBMISSIONS 


	

	
In order to allow the Contracting Authority to fully evaluate completed tender submissions, Tenderers are advised to ensure that their responses include all of the following:     ☒ Click


	

	1
	All information required under General Information.
	☐
	2
	All information required under each Selection Criterion (Section 2 of TRD)
	☐
	3
	All information required under each Award Criterion (Section 3 of TRD) 

	☐
	4
	The completed and signed Tenderer’s Statement on Respondents Headed Paper (Appendix 3 of RFT) 

	☐
	5
	Declaration as to Personal Circumstances of Tenderer (Appendix 4 of RFT)
	☐
	6
	All other information required in connection with this competitive process.
	☐






[bookmark: _Toc487559490][bookmark: _Toc240463265]SECTION 1 – COMPLIANCE


	I confirm that I have completed the Art. 57 Declaration as to Personal Circumstances found at Appendix 4 of the RFT, 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 that I am opting to respond to the selection criteria by employing a completed European Single Procurement Document. 
Please note it is not a requirement to submit the ESPD for this competition.   In cases where tenderers do submit the ESPD, they must be willing to provide the evidence promptly (within 3-5 working days). 
	Yes
	
	No
	

	I confirm that I have read and accept all relevant Contract Terms and Conditions and include the completed and signed the Tenderer’s Statement on Company Headed Paper found at Appendix 3 of the RFT. 
	Yes
	
	No
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[bookmark: _Toc487559494][bookmark: _Toc240463267]GENERAL INFORMATION RELATING TO THE TENDERER
	Tendering Party Name: 
	

	Contact Person:
	

	Position:
	

	Address:
	

	Phone:
	

	Email:
	

	Website:
	

	Date of Establishment, if applicable
	VAT Registration No:

	
	

	Legal Structure – partnership, limited company, 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 (if applicable):

	Name: 
	Proposed Role
	Confirmation Relevant information provided for each party

	Member #1
	
	

	Member #2
	
	

	Member #3
	
	

	NOTE: 
Relevant parties to whom the tendering party is relying on for financial, technical or contract delivery elements must complete the Selection Criteria element of this Tender Response Document individually. 
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Tax Clearance
	Please confirm YES/NO

	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
	

	(A) 
	No
	

	Tenderer Name:
	

	Tenderer PPSN/ Tax Reference Number
	

	Access Number
	

	OR 
I confirm that I hold a current valid paper Tax Clearance Certificate (generally relates to Non-Residents)

	Registration Number
	
	Certificate Number
	

	OR
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 Standing

	I confirm that we have the following turnover to be considered for the contract / framework.

	Turnover Requirement: 
	€40,000

	Financial Year
	2023
	2024
	2025

	Month for Financial Year End (e.g. July)
	
	
	

	Turnover €
	
	
	

	I confirm that I will provide evidence of turnover promptly on request.
NOTE #1:  In the case of sole traders or partnerships this condition may be satisfied by a letter of confirmation from a senior partner. 
	Yes
	

	
	No
	

	Insurances

	I confirm that we have the following insurances in place 

	Insurance Type
	Level in Place
	Details of Any Excess
	Expiry Date

	Employers Liability
	€
	
	

	Public Liability
	€
	
	

	Professional Indemnity 
	€
	
	

	Cyber Liability 
	€
	
	

	AND

	I confirm that if successful, where the levels required under the contract 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. 
	

	AND
	

	I confirm that I will provide the following promptly on request:
· evidence of insurances in place      or 
· letter from Insurance Broker confirming that the required levels could be put in place if successful 
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[bookmark: _Toc487559499][bookmark: _Toc240463270]PREVIOUS EXPERIENCE
Minimum Level Required: Tenderers must demonstrate successful delivery of (3) previous comparable projects / contracts providing full-service Pension Administration Support Services of a comparable nature and scale within the public sector detailed below. 
	Reference contract #1
	

	Client Name
	

	Contact Name
	

	Contact Number
	

	Annual Contract Value
	

	Delivery Date(s)
	

	Detailed contract description
	



	Outline how this contract is comparable with the subject matter of the contract being tendered.  (Mere affirmation is not sufficient). 
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	Reference contract #2
	

	Client Name
	

	Contact Name
	

	Contact Number
	

	Annual Contract Value
	

	Delivery Date(s)
	

	Detailed contract description
	



	Outline how this contract is comparable with the subject matter of the contract being tendered.  (Mere affirmation is not sufficient). 

	















	Reference contract #3
	

	Client Name
	

	Contact Name
	

	Contact Number
	

	Annual Contract Value
	

	Delivery Date(s)
	

	Detailed contract description
	



	Outline how this contract is comparable with the subject matter of the contract being tendered.  (Mere affirmation is not sufficient). 

	















[bookmark: _Toc529296455][bookmark: _Toc240463271]COMPLIANCE WITH GDPR
Tenderer’s systems, processes, procedures, and security controls must ensure the appropriate processing and security of personal data at all times in line with relevant legislation (e.g., Data Protection Acts 1988 – 2018 and the General Data Protection Regulation (GDPR) 2016/679) and the guidance from time to time as issued by the Data Protection Commissioner of Ireland).  

	Are you fully compliant with GDPR 
	Yes
	
	No
	

	Please describe 
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	Do you operate a quality management system? 
	Yes
	
	No
	

	Name of Manager responsible for Quality 
	

	Is it 3rd party certified or in-house? 
	3rd Party Certified
	

	
	In-House
	

	If 3rd party certified, please provide the following information: 
	Date of most recent certification 
	

	
	Scope of Certification
	

	
	Name of Certification Body
	

	
	Evidence will be provided on request
	Yes
	

	
	
	No
	

	If in-house, please provide summary of system: 
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[bookmark: _Toc240463274]A. ULTIMATE COST (300 Marks) – PRICING SCHEDULE 
THIS FORM OF TENDER MUST BE COMPLETED AND RETURNED BY ALL TENDERERS. 
Failure to sign this Form of Tender will invalidate the offer.
	To: 
	 

	From: 
	

	Re: 
	



I/We have examined the tender documentation and hereby offer to provide the services in accordance with the details contained within the Invitation to Tender Document and the attached Detailed Breakdown of Charges and Expenses. 
 
Table 1. Fixed Price per Annum – (250 Marks)
	Description
	Price (Ex VAT)

	Total Fixed Price for 12 Months Service
	

	Total Fixed Price for 5 Years’ Services
(36 months of Term plus up to two additional twelve-month extensions to Term. This price is the cost for evaluation purposes)
	







Table 2. Pension Administration Support Services – Daily Rate (50 marks)

		DAILY  RATES (inclusive of all administrative expenses) 

	




		Staff Category 



		A. 
Notional Days 
(7.5 hours per day) 



		B. 
Maximum Daily Rate 
€ 
for the duration of the Contract 




		C 
Total Excl. VAT 
(A x B = C) 




		Director/Consultant
(> 5 – 10 years PQE)
 



	10 days
	
	

		Senior Manager 
(>5 years PQE) 




	10 days
	
	

		Junior Pension Executive 
(> 2 years PQE) 




	10 days
	
	

	TOTAL
	



Note 1: The Quantity of Days and Hours referenced in the table above are notional and are to assist in the assessment of costs proposed and provides no guarantee of services to be awarded under this agreement.

Total Marks for Cost will be the sum of marks awarded in Tables 1 and 2 above.


The lowest total cost tender that also meets all of the minimum requirements of the qualitative award criteria will receive the maximum score achievable under this criterion.  The scores of the other valid tenders will be calculated by using the following formula:

	A
	Lowest Ultimate Cost from a Bona Fide Tender
	

	B
	Ultimate Cost for the Tender being evaluated
	

	C
	Maximum Points available for Ultimate Cost
	300

	Formula:
	300 * A
 B

	Points awarded to the Tender being evaluated
	
















I/We confirm that I/we 	
	
· In relation to daily/hourly fees all rates are inclusive of out of pocket (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,
· Agree that the rates stated are maximum prices for the duration of the framework agreement, 
· Have read and thoroughly examined the Tender Document,
· Fully understand the Tender Document and the Client’s requirements,
· Undertake to treat the details of this Invitation to Tender, its Tender and any subsequent negotiations 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 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 services required under the contract / framework agreement,
· Have included all elements necessary for the performance of the specified services, which are either expressly stated in the Tender Document or contained in any supplementary information or which could reasonably be inferred therefrom,
· Have found no errors, omissions, conflicts or ambiguities in the Tender Document 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, race, religious beliefs, age etc.,







	Signed:
	

	Name (in Capital Letters):
	

	On behalf of:	
	

	Address:
	

	Telephone:
	
	Date:
	

	Email:
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	Weighting 
	Maximum Marks
	Minimum Marks Required

	Criterion B
	20%
	200
	100

	Title
	Technical merit of Service Delivery Methodology

	Instructions
	Tenderers must outline in their Tender their proposed approach to meeting the requirements and specifications detailed in Appendix 1 of the RFT including organisation and delivery.
Technical capability and knowledge: Tenderers are asked to include details demonstrating technical knowledge of defined benefit pension schemes and public sector pension schemes and how services are delivered to a high standard incorporating the highest level of technical capability.
Pension Administration: Tenderers must set out how they intend to deliver the Pensions Administration Service as set out in the Specification and Requirements section of the RFT, on an ongoing basis. 
This response must include:
a.	Details of the capabilities of the tenderer’s pension administration system, with reference to the needs of the Schemes operated by NTPF. 
b.	Details of how the data is held securely. If any information is held outside of the EU, this should be disclosed, along with details of how the tenderer will ensure the safety of this data, by reference to GDPR requirements. 
c.	Details of how the tenderer will interact with the NTPF in order to gather information required to deliver the Pension Administration Service.
d.	Details of how the Tenderer will interact with pension scheme members and, where relevant, other service providers.
e.	Details of any quality assurance measures that will apply to the delivery of the Pensions Administration Service
f.             Tenderers will also be marked on availability and response times.


Please complete your response in the free format section and not in the box above.  
 

Page Limit: A maximum of 8 (8) X A4 pages should be provided
	{Enter Response here}








	
	Weighting 
	Maximum Marks
	Minimum Marks Required

	Criterion C
	30%
	300
	150

	Title
	 Technical Merit & Expertise of the Proposed Team and Organisation

	Instructions
	Please provide detailed information in relation to the proposed personnel who will be providing the services required, include an up-to-date CV for each proposed individual demonstrating the experience and expertise for the proposed role.
Under this criterion, Tenders will be assessed in terms of the quality and relevance of the Key Personnel proposed and their overall ability to deliver the Contracting Authority’s requirements over the Contract Term.
Tenderers must clearly identify which of the resources below will be the nominated Contract  Manager.
If there is a requirement to change the proposed resources, including employees and/or sub-contractors during the term of the contract, this will be agreed with the NTPF contract manager.

	Expert Level
	Indicative characteristics

	Level 1
	A resource with significant, industry recognised post-qualification experience, sound knowledge of public sector pension regulations and public sector environment and management practices. Regarded as an expert internationally. Likely to have more than 10 years’ experience in their field.

	Level 2
	Proven relevant post-qualification experience and sound knowledge of public sector pension regulations and public sector environment and management practices. Likely to have more than 5 years’ experience in their field.

	Level 3
	Sound knowledge of public sector pension regulations and public sector environment. Likely to have more than 2 years’ experience in their field.



Note: Tailored CVs for the proposed personnel are requested and should be not more than 2 A4 pages in length. Generic, lengthy CVs are not required. Please use the Biographical Template below.


Please complete your response in the free format section and not in the box above.  


Page Limit: A maximum of 8 (8) X A4 pages should be provided
	{Enter Response here}





Sample Biographical Template
	SUMMARY DETAILS

	Name
	Click here and insert response

	Position in Firm
	Click here and insert response

	Proposed Role 
	Click here and insert response

	# of Years in Industry
	Click here and insert response

	EDUCATIONAL & PROFESSIONAL QUALIFICATIONS

	Description of Qualification
	Year Obtained 
	Accreditation Body

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	Click here and insert response
	insert yr
	Click here and insert response

	EMPLOYMENT RECORD

	Employer 
	Period
	Position and Key Expertise

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	Click here and insert response
	insert period
	Click here and insert response

	SPECIALIST KNOWLEDGE & EXPERTISE

	Please describe (in no more than 1 page) this individuals specialist knowledge and expertise

	Click here and insert response








	
	Weighting 
	Maximum Marks
	Minimum Marks Required

	Criterion D
	20%
	200
	100

	Title
	Contract and Relationship Management

	Instructions
	Tenderers must clearly and comprehensively outline their approach to providing Contract Management for the term of the Services Contract.  Responses should demonstrate the following, as a minimum:
•	Proposal to manage the client relationship assuring a proactive responsive service including identification of the nominated contract manager and a deputy including their experience;
•	Size of the proposed contract management team (CV’s are not required to be provided);
•	Details on the approach to performance management;
•	Details of the escalation procedures you propose for escalation in the case of performance issues and/or complaints, and the escalation process in the event of facing an unresolved dispute relating to the performance of your obligations under the Services Contract;
•	Please detail your proposals for effective and efficient invoice processing and outline your ability to invoice electronically;
•	Details of proposed reports available. 
•	Procedures for ensuring 9.00 a.m. – 5.00 p.m., Monday to Friday service is available to the Contracting Authority;


Please complete your response in the free format section and not in the box above.  

Page Limit: A maximum of Four (4) X A4 pages should be provided
	{Enter Response here}
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