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[bookmark: _Toc241613299][bookmark: _Hlk219205371]Instruction for Completion
This document MUST be used for the submission of tenders. 

Tenderers must ensure they have read the Request for Tender before they attempt to complete this Tender Response Document.

The Contracting Authority will not click on any web links in tender responses, so tenderers shall not assume that any material contained in web links will be viewed. Where tenderers submit additional material such as brochures or appendices, they must specifically highlight which information they consider is relevant to their Tender and clearly explain which criterion it relates to. The Contracting Authority is under no obligation to parse through such material seeking information relevant to the response. 

Tenderers are advised the Contracting Authority is subject to the Freedom of Information (FOI) Act, 2014. If a Tender considers that any of the information supplied in their response is either commercially sensitive or confidential in nature, this should be highlighted and the reasons for its sensitivity specified. In such cases the relevant material will, in response to a request under the FOI Act, be examined in the light of the exceptions provided for in the Act.

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.

Each Tenderer is required to accept the provisions of the Invitation to Tender.  ALL TENDERERS MUST RETURN, with their Tender, a scanned signed copy of the Tenderer’s Statement, as set out in Appendix 3 printed on the Tenderer’s letterhead.  The Contracting Authority must be able to read the scanned signature of the Tenderer.  If possible, please sign documents using blue ink.  If the Contracting Authority cannot read the scanned signature, Tenderers may be requested to re-submit.  Tenderers may not amend the Tenderer’s Statement


[bookmark: _Toc241613300][bookmark: _Hlk219301008]Confirmation Check
	[bookmark: _Hlk223876722]Relevant Documents Completed
	Yes
	No

	I confirm that I have completed all relevant elements of this Tender Response Document.
	☐	☐
	Where applicable, I confirm that I have completed Appendix 2 Pricing Schedule. 
	☐	☐
	I confirm that I have read, and I accept the terms and conditions of the Contract Terms and Conditions.
	☐	☐
	I confirm I have completed and signed the Tenderer’s Statement (referred to in the ITT Section 2.3.2)
	☐	☐
	I confirm that I have opted to provide a completed European Single Procurement Document as evidence of compliance with Art. 57 and Financial Requirements.
	☐	☐
	Where I have used an ESPD, I confirm that I will provide all relevant information promptly on request.
	☐	☐
	Confirmation regarding Freedom of Information Act 

	Tenderers are advised the Contracting Authority is subject to the Freedom of Information (FOI) Act, 2014.  If a Tenderer considers that any of the information supplied in their Tender response is either commercially sensitive or confidential in nature, this should be highlighted and the reasons for its sensitivity specified.  In such cases the relevant material will, in response to a request under the FOI Act, be examined in the light of the exceptions provided for in the Act.

	[insert response here]

	Conflicts of Interest and Registerable Interests

	Tenderers must declare any actual or potential conflicts of interest, and registerable interests. 

	[insert response here]

	Applicable to Tenderers which are a grouping:

	I declare that I have enquired with all entities upon whose capacity I am relying for this competition, as to whether they are being relied upon by other Tenderers in this competition.
	☐	☐
	I confirm that all entities upon whose capacity I am relying for this competition are not being relied upon by other Tenderers. 
Or 
	☐	☐
	I confirm that there are entities upon whose capacity I am relying for this competition who are being relied upon by other Tenderers, and I confirm that as far as I am aware their multiple participation has been brought to the attention of all Tenderers who are relying on their capacity for this competition.
	☐	☐
	I understand that the Contracting Authority may take all appropriate steps and/or request the Lead Tenderer to take whatever action is necessary in order to avoid any potential conflict of interest and/or a distortion of competition to the satisfaction of the Contracting Authority and ensure that the services/goods/resources that are to be provided by the other entity can be relied upon by the Tenderer if the Tenderer is successful in the competition.  
	☐	☐

[bookmark: _Toc241613301]Response to the Selection Criteria
[bookmark: _Toc241613302][bookmark: _Hlk198046547]General Information – Pass/Fail criterion
	[bookmark: _Hlk214021876][bookmark: _Hlk39232361]A1. General information

	Weighting: Pass/Fail
Pass requirement: Tenderers must complete this Section. 

	Organisation official Name:
	

	Contact Name:
	

	Position:
	

	Address:
	

	Eircode/Postal code:
	

	Telephone (Office):
	

	Telephone (Mobile):
	

	Email:
	

	Website:
	

	Authorised Name of the person who can sign the contract on behalf of tenderer at award stage
	

	Email address for Authorised Name 
	

	VAT Registration Number:
	

	Date of Establishment:
	

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

	Companies Registration Number (or equivalent based on country of establishment):
	

	Country of Establishment if outside Ireland:
	

	Is the Tenderer a Small and Medium-size Enterprise (SME) as defined in the European Commission’s Recommendation 2003/361/EC?
Note: 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.
	Yes
	No

	
	☐	☐
	Reliance on other Entities

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

	1) Is the Tenderer a consortium / group of Economic Operators with or without legal form?
	☐	☐
	2) Is the Tenderer the Lead Tenderer within the grouping?
	☐	☐
	3) Is the Tenderer relying upon another entity including sub-contractors to meet some/or all of the qualification requirements under the selection criteria?
	☐	☐
	4) Is the Tenderer only relying on the other entity(s) to deliver any requirements under the contract?
	☐	☐
	5) 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?
	☐	☐
	[bookmark: _Hlk224056431]Details of all relevant parties and their contribution

	If the answer to either of the above questions 3 and/or 4 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 describe the type of grouping (e.g. multi-national company, partnership, consortium, joint venture, subcontracting, etc.):
	

	Please declare the following by checking ‘Yes’ or ‘No’:
	Yes
	No

	Is any individual member of a Tenderer grouping included in more than one tender for this competition?
	☐	☐
	Where a member of a grouping is a party to more than one Tender, we are aware of this multiple participation, and this has been brought to the attention of all the groupings they belong to:
	☐	☐
	Please detail the following:

	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: _Toc241613303][bookmark: _Hlk214526382]Financial and Economic Standing – Pass/Fail criterion
	Weighting: Pass/Fail
Pass Requirement: Tenderers must complete this Section which covers Tax compliance, Financial Capacity and Insurances.

	

	Tax Compliance

	Choose any of the options below:

	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/ 
	Yes
	No

	
	☐	☐
	To this end, please confirm:

	Tenderer’s Name:
	

	Tenderer’s Tax Reference Number (PPSN):
	

	Access Number:
	

	OR

	Option 2:

	I confirm that I hold a current valid Tax Clearance Certificate (generally relates to Non-Residents[footnoteRef:1]) [1:  Note for Non-Residents: Please note that a declaration of tax compliance is requested and applying for a tax certificate from the Irish Revenue Commissioners is required. Tenderers have three options: a) To confirm and declare having a current and valid Tax Clearance Certificate in place and that tax affairs are in order; b) To confirm holding a valid paper tax clearance certificate; c) To confirm having applied for a Tax Clearance Certificate details of which will be made available as soon as available. Details are available from https://www.revenue.ie/en/starting-a-business/tax-clearance/apply-for-tax-clearance-certificate/index.aspx. Please note that there are no costs involved in this application process. If you possess a local tax certificate based on your country of operation this will be considered, however, you must commit to apply and have access to a tax clearance verification from the Irish Revenue Commissioners prior to award decision.] 

	Yes
	No

	
	☐	☐
	To this end, please confirm:

	Registration Number:
	

	Certificate Number:
	

	OR

	Option 3:

	I confirm that I have applied / intend to apply for Tax Clearance status or a Tax Clearance Certificate which will be made available on request.
	Yes
	No

	
	☐	☐

AND
	[bookmark: _Hlk211862278]Tax Compliance of Third Parties 

	I confirm that where requested I will ensure that all relevant Third Parties associated with this tender will be in a position to comply with the Tax Compliance obligations. 
	Yes
	No

	
	☐	☐




	[bookmark: _Hlk214526452]Financial Capacity

	Please confirm the following by checking the relevant box (‘Yes’/’No’):
	Yes
	No

	I confirm that our turnover exceeded €250,000 per annum in each of the last three financial years.
	☐	☐
	I confirm that as the Lead Party we satisfy this turnover requirement without reliance on other entities.
	☐	☐
	Where we are relying on another party to meet the turnover: 

	I confirm that I will provide evidence of turnover for the past three financial years by way of auditor’s letter or such other form of documentary evidence that is satisfactory to the Contracting Authority.
	☐	☐
	I confirm that I will provide evidence of financial standing, by way of auditor’s letter, ensuring that our tendering 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.
	☐	☐
	Please provide turnover figures below. If turnover figures for 2025 are unavailable, please use 2024, 2023 and 2022.

	Turnover Relating to Lead Party 

	Turnover in Financial Year 2025
	Turnover in Financial Year 2024
	Turnover in Financial Year 2023

	€
	€
	€

	Month end (e.g. July):
	Month end (e.g. July):
	Month end (e.g. July):

	
	
	

	Turnover Relating to Third Party being relied upon to meet the turnover rule

	Name of Third Party
	

	Turnover in Financial Year 2025
	Turnover in Financial Year 2024
	Turnover in Financial Year 2023

	€
	€
	€






	[bookmark: _Hlk214526461]Insurances

	I confirm that we have the following insurances in place:

	Insurance Type:
	Level in place
	Details of Excess
	Expiry Date

	Employer’s Liability
	€13,000,000
	
	

	Public Liability
	€6,500,000
	
	

	Professional Indemnity
	€500,000 for each and every claim (excluding defence costs) or such other minimum amount as the Law Society/LSRA may require, whichever is the greater or the value of the contract if greater than €1.5m
	
	

	Cyber Insurance 
	€2,000,000
	
	

	Please confirm the following:
	Yes
	No

	I confirm that we 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
	☐	☐
	I confirm that if successful, where the levels required under the contract are higher than those currently in our possession, we will be in a position to put the required forms and levels of insurances required in place promptly.
	☐	☐
	I confirm that where third parties are involved, I will ensure they are appropriately insured and commit to providing evidence to the Contracting Authority when requested. 
	☐	☐
	

	Please note that the Contracting Authority will seek to verify self-declarations regarding financial capacity prior to an award decision and/or next stage of the competition.

	Signed:
	

	Position:
	

	Date:
	




	[bookmark: _Hlk219879724][bookmark: _Hlk191287692][bookmark: _Hlk214526611]Declaration regarding compliance with European General Data Protection Regulation (GDPR)

	Please check the relevant box (Yes/No):
	Yes
	No

	I declare to comply with Privacy and data protection requirements of the (EU) General Data Protection Regulation (GDPR) No. 679/2016, including processing and storing data within the European Economic Area (EEA) or any other country determined to offer an adequate level of data protection by an adequacy decision of the European Commission.
	☐	☐


	[bookmark: _Hlk219879731]Please check the relevant box (Yes/No):
	Yes
	No

	I agree that should the circumstances declared above change, rendering the economic operator non-compliant, the Contracting Authority may eliminate the economic operator during the course of a procurement process. The Contracting Authority also reserves the right to terminate any signed Contract(s) should the circumstances change post conclusion of the procurement process.
	☐	☐
	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:
	

	Date:
	




Technical Capacity Requirements 
[bookmark: _Toc241613304]Previous Experience – Pass/Fail criterion
	[bookmark: _Hlk214527109]Previous Experience

	Weighting: Pass/Fail
Minimum requirement to remain eligible in the competition: Tenderers must demonstrate to the satisfaction of AHRRA that they have the experience necessary to supply the Services set out in the ITT, Appendix 1, if their Tender is successful. In order to demonstrate that the Tenderer meets this criterion each Tenderer must complete this TRD with its Tender providing: 

Details of three (3) reference contracts relating to delivery for public or private sector clients which demonstrate, to the satisfaction of AHRRA, the Tenderer’s experience in successfully demonstrating solution delivery of a similar scale and nature to those in the ITT Appendix 1 and the specific requirements set out at below.  Each reference contract must relate to a solution delivered within the 36 months prior to the deadline for submission of Tenders. Reference contracts outside this timeframe will not be considered.

A. Each of the three (3) reference contracts must relate to the provision of Regulatory legal services in a timely manner.
All fields in the TRD should be completed in full. In the event that the information requested on the value of contracts or identity of clients 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 #1: In completing the table for each reference project, Tenderers must provide sufficient information to allow the Contracting Authority to evaluate whether all of the requirements at above have been met and whether the services have been successfully delivered.  
Note #2: Where the tenderer is a grouping relying on the resources of others to meet the previous experience requirement, one of the projects must be from the third party identified in Section 2.1 above. 
Note #3: 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 is in a position to 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 #4: 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 #5: Any reference contracts presented must have been substantially delivered by the Tendering party.
Note #6: Tenderers are required to provide comprehensive information on the team proposed clearly indicating each team member’s contribution to the project, their precise roles and responsibilities and time commitment. A detailed description of experience and expertise, clearly demonstrating their capacity to deliver services of the scale and complexity of the services required and a detailed description of the suitability of the partners who will be available for the delivery of services under the practice areas required for the delivery of the services.



	[bookmark: _Toc241613305]REFERENCE CUSTOMER (1) 

	Customer name
	

	Customer contact name 
	Position in organisation
	Contact No.
	Contact email

	
	
	
	

	Date awarded 
	

	Date completed
	

	Description of contract
	

	Relevance to this contract:
	[provide project details relevant to the requirements specific to this tender] 

	Total contract value
	[exclusive of VAT]


[bookmark: _Hlk210300435]



	[bookmark: _Toc241613306]REFERENCE CUSTOMER (2) 

	Customer name
	

	Customer contact name 
	Position in organisation
	Contact No.
	Contact email

	
	
	
	

	Date awarded 
	

	Date completed
	

	Description of contract
	

	Relevance to this contract:
	[provide project details relevant to the requirements specific to this tender] 

	Total contract value
	[exclusive of VAT]






	[bookmark: _Toc241613307]REFERENCE CUSTOMER (3) 

	Customer name
	

	Customer contact name 
	Position in organisation
	Contact No.
	Contact email

	
	
	
	

	Date awarded 
	

	Date completed
	

	Description of contract
	

	Relevance to this contract:
	[provide project details relevant to the requirements specific to this tender] 

	Total contract value
	[exclusive of VAT]




[bookmark: _Toc241613308]Response to the Award Criteria
0. [bookmark: _Toc241613309]Response to Qualitative Award Criteria
	Criterion A1
	Weighting
	Maximum Marks
	Minimum Marks 60%

	
	30%
	3,000
	1,800

	Title
	Functional Requirements

	Description
	This response to this criterion will be assessed on the totality of the response.
Tenderers must as part of their response
(i) Provide their response to the functionality requirements as set out in the Board Management Solutions Functional Requirements.xlsx spreadsheet, providing a descriptive response on how your solution meets each requirement.

The response to this requirement is limited to six (6) A4 pages (excluding the specification spreadsheet).



Tenderer’s Response
Please complete the specification spreadsheet and include it with your response.
Please use this free text page(s) (i.e. do not type in the box) for your response. 





	Criterion A2
	Weighting
	Maximum Marks
	Minimum Marks 60%

	
	20%
	2,000
	1,200

	Title
	Governance, Confidentiality & Security

	Description
	This response to this criterion will be assessed on the totality of the response.

Tenderers must clearly describe in their TRD addresses the Governance, Confidentiality & Security requirements referred to in section 2 of the ITT, Appendix 1.

The response to this requirement is limited to four (4) A4 pages.



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



	Criterion A3
	Weighting
	Maximum Marks
	Minimum Marks 60%

	
	5%
	500
	300

	Title
	GDPR Compliance Approach

	Description
	Tenderers must clearly describe in their TRD addresses the GDPR Compliance approach referred to in section 3 of the ITT, Appendix 1.

The response to this requirement is limited to two (2) A4 pages.



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



	Criterion A4
	Weighting
	Maximum Marks
	Minimum Marks 60%

	
	5%
	500
	300

	Title
	Installation, Migration & Training

	Description
	Tenderers must clearly describe in their TRD addresses their proposed Installation, Migration & Training approach as referred to in section 4 of the ITT, Appendix 1.

The response to this requirement is limited to two (2) A4 pages.



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




	Criterion A5
	Weighting
	Maximum Marks
	Minimum Marks 60%

	
	5%
	500
	300

	Title
	Support and Maintenance

	Description
	Tenderers must clearly describe in their TRD addresses their proposed Support and Maintenance approach, referred to in section 5 of the ITT, Appendix 1.

The response to this requirement is limited to two (2) A4 pages.



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





	Criterion A6
	Weighting
	Maximum Marks
	Minimum Marks 60%

	
	5%
	500
	300

	Title
	Sustainability

	Description
	Tenderers must clearly describe in their TRD addresses the Sustainability requirements as referred to in section 6 of the ITT, Appendix 1.

The response to this requirement is limited to two (2) A4 pages.



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




	Criterion A7
	Weighting
	Maximum Marks
	Minimum Marks 60%

	
	5%
	500
	300

	Title
	Project Management

	Description
	Tenderers must clearly describe in their TRD addresses the Project Management requirements as referred to in section 7 of the ITT, Appendix 1.

The response to this requirement is limited to two (2) A4 pages.




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




[bookmark: _Toc241613310]Form of Tender – Cost for the purposes of evaluation (Criterion A8)

	Criterion A8
	Weighting
	Maximum Marks
	Minimum Marks

	
	25%
	2,500
	N/A

	Title
	Cost for the purposes of evaluation

	Description
	Please complete the pricing table in a separate excel document uploaded with the ITT to eTenders.



	Note: Please insert the total cost for evaluation calculated as per the Appendix 2 Pricing Schedule
	€0.00



Please note that all tenderers must complete and sign the form of tender and include in tender proposals in the following format. 
	Table 1: Cost Table – Must be Completed

	Cost Element Description
	Cost in euro ex VAT

	A1
	Annual Licensing cost (year 1):
1. Admin Users	3
2. Standard End Users	12
	

	A2
	Year 2 licensing/subscription costs
· Admin Users	10
· Standard End Users	36
	

	A3
	Year 3 licensing/subscription costs
· Admin Users	10
· Standard End Users	36
	

	A4
	Installation, initial data setup and Training 
	

	A5
	Support (if costed separately)
	

	A6
	Project Management (if costed separately)
	

	Total 3 year Proposed solution cost (A1+A2+A3+A4+A5+A6) (25 Marks)
	€




We confirm that we 
· Have read and thoroughly examined the tender document
· Fully understand the tender document and the Contracting Authority’s requirements
· Confirm that the rates quoted are fixed for the duration of the contract 
· Undertake to treat the details of this invitation to tender, its tender and any subsequent negotiations as private and confidential
· Have reviewed the RFT and agree to be bound by these conditions
· Will keep this offer open for acceptance by you for a period of 6 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, and that you may elect to accept or reject any tender in its entirety or part only
· We have reviewed the services contract for the Contracting Authority and agree to be bound by these terms and conditions if successful 
· We acknowledge that no legally binding agreement shall exist between the Contracting Authority and any tenderer unless and until the services contract terms and conditions have been executed by both parties
· Have found no errors, omissions, conflicts or ambiguities in the tender document except those which we have brought to the attention of the Contracting Authority before the latest date for submitting queries.

	Signed: 	
	


	Name in Capitals:
	


	On behalf of:
	


	E mail: 
	
	

	Date:
	




A tenderer’s failure to sign and date this form of tender and to complete all sections may invalidate the tender. 



[bookmark: _Toc241613311]Tenderers’ Statement (Appendix 3 in the ITT)
Tenderers must complete and return a scanned copy of the following form of Tenderers’ Statement printed on the Tenderers’ headed notepaper and signed by the Tenderer. 
TENDERERS’ STATEMENT
TO: 	Assisted Human Reproduction Regulatory Authority (AHRRA)
[bookmark: bkServices]RE: 	Invitation to Tender to establish a Multi-Supplier Contract for the Provision of  a Hosted Board Management Solution
Having examined your Invitation to Tender (the “ITT”) including the Instructions to Tenderers, the Award Criteria, the Requirements and Specifications, and the Terms and Conditions of the Contract, 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 ITT.

	2.
	We accept all of the terms and conditions of the ITT, the Framework Agreement, and agree if appointed as a Framework Member to execute a Framework Agreement, in the form attached at Appendix 4 and where awarded a Contract to supply the Services, to be bound by the terms and conditions of the Contract at Schedule 1 to the Framework Agreement. 

	3.
	We accept all the Award Criteria as set out in Part 3 of the ITT.

	4.

	We agree to provide the Contracting Authority with the Services in accordance with the ITT and our Tender.

	5.
	We agree that, if awarded any Contract, we shall, in the performance of such contract, comply with all applicable obligations in the field of environmental, social and labour law.

	6.
	We confirm that we have complied with all requirements as set out at Part 2 of the ITT.

	7.
	We confirm that all prices quoted in our Tender will remain valid for the period of time commencing from the Tender Deadline, as specified at paragraph 2.10.3 of the ITT. 

	8.
	We shall, if awarded a Contract, have in place on the Effective Date of the Contract all insurances (if any) as required by the ITT.



	SIGNED
(Authorised Signatory)
	Company


	Print name
	Address

	Date
	




