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The provision of a Board Management Software Solution to the Property Services Regulatory Authority (PSRA)


Tender Response Document: Document B

Quality of Service



	Please insert Tenderer Name below

	




SECTION 1 – INSTRUCTIONS

The PSRA are seeking a Board Management software solution to facilitate the secure distribution of documents, and support the governance of Board and Committees meetings. The solution must support the PSRA in its provision of secretarial services to the Board and Committees and assist the PSRA to meet its obligations for good governance, accountability and transparency standards, per the Code of Practice for the Governance of State Bodies (2016).


Tenderers must fully complete this section, which must be read in conjunction with the Request for Tender (RFT) for the provision of a Board Management Software Solution to the Property Services Regulatory Authority (PSRA) providing all required information.

Tenderers must answer each question in the relevant response areas provided below. Tenderers responding to this tender are encouraged to focus on quality rather than volume in their tender response.

Tenderers must ensure to address each question in its own right.  Only information provided in the dedicated response areas for each question will be used for the evaluation of that question. Information provided elsewhere will NOT be assessed unless otherwise stated. As such, Tenderers must ensure to include only relevant information in the applicable response areas below. 

Tenderers must align their responses to the particular requirements of the RFT and the Tender Response Document (“TRD”) being tendered for. Tenderers must respond to ALL questions in this section.

Note: Where specified, maximum page counts should not be exceeded. 

Tenderers should not respond by providing only generic brochures and data sheets. URL links to external data should not be provided in response to this tender and the PSRA reserves the right to disregard information contained in URLs as part of the tender evaluation.

Additional information in the form of tables and/or graphs is permitted and must be appended to the TRD. 

All appendices must be clearly referenced by Tenderers in the response area relative to the question for which the documentation is being included. 


Please tick this box to certify that you have understood the Instructions of this TRD B. 



Tenderers should keep in mind the below Award Criteria: 
The Services Contract will be awarded on the basis of the most economically advantageous tender(s) as identified in accordance with the following criteria:
Part A of Award Criteria – Mandatory Requirements (Pass/Fail):
Tenderers must meet all of the mandatory requirements set out in Section 2 “Part A of Award Criteria- Mandatory Requirements (Pass/Fail)” 
Tenderer’s that meet the mandatory requirements, will thereafter be assessed under the qualitative award criteria, as set out in “Part B of Award Criteria – Qualitative Criteria”.  

Part B of Award Criteria – Qualitative Criteria
Tenderers must address each of the qualitative award criteria (1 to 6) below in the Tender Response Document (TRD) B. The cost award criterion (6) below must be addressed in the TRD C - Pricing Response Document.














	Ref
	Criteria
	Marks Available
	Minimum Qualifying Mark 

	1
	Specification and Features (250  marks)

	250
	150

	1.1
	Solution Design and Capabilities
(sub-criterion of Item 1)
	150
	90

	1.2
	Functional and Non-Functional Requirements (sub-criterion of Item 1)
	100
	60

	2
	Implementation and Training Services
	100
	60

	3
	Reliability and Support
	100
	60

	4
	Security
	100
	60

	5
	Data Protection
	100
	60

	6
	Quality of Proposed Actions to Minimise the Environmental Impact of Service Delivery
	50
	30

	7
	Overall Cost
	300 
	N/A

	
	Total Marks Available
	1,000
	



Attention should be paid to minimum qualifying thresholds for responses. Only those Tenders that score a mark equal to or in excess of the minimum qualifying threshold (as shown in the table above) for award criteria 1 to 6 will proceed to be evaluated under award criterion 7 (Overall Cost). 
Tenderers which fail to achieve the minimum qualifying thresholds will result in the Tenderer being eliminated from the competition and no further evaluation of its Tender will be carried out. Also in such circumstances, the Tenderer’s Pricing Response Document will not be evaluated. 
Scoring of the qualitative award criteria will be based on an assessment of the information provided by Tenderers and each response element will be awarded marks using the scoring methodology provided in Section 3.3.1 of the RFT.  The scoring methodology is:






Scoring Methodology Award Criteria 1 to 6
	Weighting
	Meaning

	91% - 100%
	An excellent response, with very few or no weaknesses, that demonstrates a complete understanding of requirements and provides comprehensive and convincing assurance that the Tenderer will deliver to an excellent standard.

	80% - 90%
	A very good response that demonstrates real understanding and fully meets the requirements and assurance that the Tenderer will deliver to high standard.  

	60% - 79%
	A satisfactory response which demonstrates a reasonable understanding of requirements and gives reasonable assurance of delivery to an adequate standard but does not provide sufficiently convincing assurance to award a higher mark. 

	30% - 59%
	A response where reservations exist. Lacks full credibility/convincing detail, and there is a significant risk that the response will not be successful. 

	1% - 29%
	A response where serious reservations exist. This may be because, for example, insufficient detail is provided, and the response has fundamental flaws, or is seriously inadequate or seriously lacks credibility with a high risk of non-delivery. 


Please also consult the RFT, including Section 3.3 and Appendices 1 and 2 of the RFT for further information on the Award Criteria.  
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Section 2.A: Part A of Award Criteria - Mandatory Requirements (Pass/Fail) 


PART A - Tenderers must meet all of the mandatory requirements listed in the table below. 

Tenderers are required to demonstrate how each mandatory requirement will be met by answering Yes or No and providing a commentary to each item.

Tenders will be assessed for compliance with the mandatory requirements contained in the table below. Such assessment will be conducted on a pass/fail basis. Failure to meet the mandatory requirements will lead to elimination. 

	RFT Mandatory Requirements (MR)

	Tenderers are required to demonstrate how each mandatory requirement will be met by answering Yes or No in the “Confirmed Yes/No” column and providing a commentary in the “Further Information” column to each item.




	Mandatory Requirements – Data Protection (Pass/Fail)

	Ref
	Requirement
	Confirmed Yes/No
	Further Information

	MR1
	All uploaded data and backups related to the Board Management Software Solution must be hosted within the European Economic Area (EEA).
	
	

	MR2
	Tenderers must provide the physical location(s) of all servers hosting uploaded data and backups.
	
	

	MR3
	Tenders must confirm if any client or customer data (e.g., account details or data accessed for support/issue resolution) will be processed or accessed outside the EEA?
	
	

	MR4
	If any client or customer data (e.g., account details or data accessed for support/issue resolution) would be processed or accessed outside the EEA – Tenderers must specify locations and GDPR safeguards in place (e.g. e.g., Standard Contractual Clauses, Binding Corporate Rules, encryption, access controls) (linked to Ref  MR3 above).



	
	

	Mandatory Requirements – Functional  (Pass/Fail)

	Ref
	Requirement
	Confirmed Yes/No
	Further Information

	MR5
	An ability to schedule meetings in a single, secure cloud-based environment.
	
	

	MR6
	An ability to present meeting agendas 
	
	

	MR7
	Secure and searchable access to data in line with GDPR legislation to all Board and Committee papers via assigned role-based permissions
	
	

	MR8
	Access Controls:  Assign controls in accordance with membership over who has access to sensitive information, including:
· an ability to restrict the downloading and printing of information/material (such restrictions would apply to information/material accessed by any means, including via web browser view)
· a feature to remove access to former users
· feature to review date/time of users access.
	
	

	MR9
	Allow for read only access in web browser (no download permitted). The system must let users view documents safely online. It must block all saving, printing, downloading, or copy-pasting of the file.
	
	

	MR10
	The system must let users create highlights, text notes, and markups when the system is being accessed by users via a web browser window
	
	

	MR11
	An ability to make last-minute revisions to meeting materials such as amending or adding agenda items and including additional papers
	
	

	MR12
	The provision of notifications and alerts to attendees.
	
	

	MR13
	Have a Library area or equivalent (a repository for standard documents, policies, procedures, manuals, reports).
	
	

	MR14
	Capable of supporting multiple Committees/subgroups.
	
	

	MR15
	Accessible across multiple devices including phone, tablet or desktop and compatible with multiple browser types. (vendor to specify device and browser types)
	
	

	MR16
	Easy to manage online and offline (i.e. no internet access required) reading of meeting documentation
	
	

	MR17
	Easy to use standard document types e.g. DOC and DOCX, PDF, XLS, XLSX, PPT, PPTX. (vendor to specify document types)
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Criteria 1 – Specification and Features

Sub- Criteria 1.1 Functional and Non-Functional Requirements (150 Marks)

Tenderers are asked to respond to each of the requirements set out in the tables below. Please confirm if the functionality can be provided, with a description of how this is achieved.

Table 2.1. outlines key functional and non-functional requirements, Table 2.2. outlines other desirable features.

Tenderers must demonstrate how the proposed solution will meet or exceed the following requirements for Functional and Non-Functional Requirement in Table 2.1 by answering Yes or No in the “Confirmed Yes/No” column and providing a commentary in the “Further Information” column to each item. Tenderers must also complete Table 2.2 (Other Desirable Features table).

Overall marks for sub criteria 1.1 will be assigned, after consideration is given to all information provided. 

The Tenderer must demonstrate by providing a clear and comprehensive description in the response box below how they will meet or exceed the requirements.

Table 2.1

	Functional and Non-Functional Requirements 

	Ref
	Requirement
	Confirmed Yes/No
	Further Information

	1
	User friendly and easy to manage reading of meeting documentation. 
	
	

	2
	An ability to create, distribute and collaborate on Board and Committee meeting materials.
	
	

	3
	Allow access to all past, present and future meetings and provide a detailed view of previous discussions and decisions. 
	
	

	4
	Have comprehensive annotation tools, so that attendees can annotate their personal meeting pack, (i.e. make notes, highlight text) including the ability to annotate documents offline. Such annotations must be private to each User as default. 
	
	

	5
	Features promoting Board member engagement and collaboration. 
	
	

	6
	Facilitate taking minutes, action points, decisions, notes and other items related to each agenda item or document. 
	
	

	7
	Survey/poll functionality and voting functionality. 
	
	

	8
	Admin Users and organisers (secretaries) have the ability to set up multiple document libraries/repositories with various sub‐folder options and specify access to same. 
	
	

	9
	Ability to delegate ‘ownership’ of groups/Committees to respective organisers/gatekeepers. 
	
	

	10
	File upload supports batch uploads. Note: Files retaining upload order being preferable. 
	
	

	11
	Support for large file uploads (vendor to specify limits). 
	
	

	12
	Sufficient storage space (vendor to specify any limitations on individual file size or overall file space available) 
	
	




The following items in Table 2.2. are desirable. Tenders must also complete Table 2.2 “Other Desirable Features” by answering Yes or No in the “Confirmed Yes/No” column and providing a commentary in the “Further Information” column to each item.

Table 2.2

	Other Desirable Features

	Ref
	
	Confirmed Yes/No
	Further Information

	13
	Inline playback for common media files (video, audio) across devices and browsers would be desirable (vendor to specify supporting media file type if applicable)
	
	

	14
	A mechanism to import historic meeting details from other Board Management systems (if required/as appropriate) would be desirable.
	
	

	15
	E-signature functionality would be desirable.
E-signature functionality that is compliant with EU eIDAS (Electronic Identification, Authentication and Trust Services) legislation and has a full audit trail would be desirable
	
	

	16
	Any other feature of the product that the Tenderer considers would be valuable to the PSRA. 
	
	



Criteria 1 – Specification and Features

Sub- Criteria 1.2 - Solution Design and Capabilities (100 marks)

 Tenderers must provide a securely hosted solution, with no requirement for the PSRA to manage server infrastructure. The Board Management Software Solution should provide an easy-to-use intuitive interface (e.g. minimum number of clicks and/or access to different screens to access information) which enables ease of navigation and requires minimum training or support to access key functionality.  

Tenderers are asked to describe the overall design and key capabilities of their proposed solution. The response must at a minimum include:

1. Information on the server infrastructure
2. Information on the system interface
3. Information on the key capabilities of the solution


Complete your response in the space provided (Arial font 11, single spacing). Maximum length for response: 3 pages 

	Please complete with a description of your solution design and capabilities 



Criteria 2– Implementation and Training Services (100 Marks)

It is expected that the PSRA will be holding its first 2026 Board/Committee meetings in February 2026.  Therefore the PSRA requires the implementation of the Board Management Software Solution, together with the training of users to be in place by the end of January 2026. 

Training will be required for both IT System Administrators/Super Users and Standard End Users. The training sessions will be required to be recorded and provided to the PSRA, this is for in the instance that certain users cannot attend the training session(s) or that new staff, Board, or Committee members will have availability to the training session if required. 

Tenderers are asked to provide a description of how they will implement the solution and provide training to users. Tenderers should also detail any additional training and/or ongoing training resources (for e.g. including but not limited to online resources / videos). 

The response at a minimum must include:

1. A description of the Tenderer’s proposed implementation approach;
2. A description of the proposed on-boarding training approach, to include on-board training for both administrators and users ; 
3. Information on any additional training and/or ongoing training resources (for e.g. including but not limited to online resources / videos).


Complete your response in the space provided (Arial font 11, single spacing). Maximum length for response: 2 pages.


	Please provide a description of how the provider would implement the solution and provide training to users.






Criteria 3 – Reliability and Support (100 Marks)


The solution must be reliable and adequately supported.   Tenderers are asked to demonstrate the reliability of their proposed solution and the nature and level of support that will be available to its users. Note: the PSRA requires a key point of contact/customer services manager to provide on-going support as well as any other customer support mechanisms. 

The response at a minimum must include:


1. A description of the on-going Account Management process;
2. Support resources;
3. Level of support provided, to include support response times;
4. An outline of the procedure in relation to updating of software, to include frequency, time of day that updates are generally undertaken, and amount of downtime for both application patching and hosting patching;


Complete your response in the space provided (Arial font 11, single spacing). Maximum length for response: 2 pages.


	Please describe the reliability of the proposed solution and the support available. 




Criteria 4 – Security (100 Marks)

The successful tenderer will be required to take a proactive and ongoing approach to the security of the system, particularly regarding the data of PSRA and its Board/Committees. 

Tenderers must provide a description of the solution’s security, including, but not limited to:
1. Data Encryption – All data must be encrypted. Tenderers are asked to describe the encryption processes that will apply to data at rest and data in transit.
2. User authentication and management, for example user access controls, multi-factor authentication, system password policies, procedure for dealing with lost/stolen devices. 
NOTE: The successful tender if providing multiple factor authentication will be required to have their sender ID registered with ComReg 
3. What are the tenderer’s capabilities and proposed approach for system and platform security?
4. Please include compliance with security standards and details of any certifications held (for example, ISO 27001, ISO27017 or equivalent).
5. What are the proposed security roles and responsibilities of both parties (Tenderer and the PSRA)?

Complete your response in the space provided (Arial font 11, single spacing). Maximum length for response: 3 pages.


	Please complete with a description of your solution’s security



Criteria 5 – Data Protection (100 Marks)

Adequate Data Protection measures must be in place to ensure compliance with GDPR. Tenders must provide a detailed outline of your organisation’s approach to GDPR compliance, including but not limited to: 
 
1. How you ensure lawful processing of personal data in accordance with GDPR
2. Implementation of data protection GDPR principles
3. A description of the procedures to deal with a data breach (including incident response processes, notification timelines and incident resolution plans).
4. A description of how the PSRA, as Data Controller, will either have access to the tenderer’s environment to perform processing operations that are necessary to implement Data Subject rights, or will be able to rely on the service provider to promptly responds to its instructions relating to a Data Subject request, including the deletion of personal data from customer accounts as required.
5. Information regarding data protection training of the organisation’s employees.



Complete your response in the space provided (Arial font 11, single spacing). Maximum length for response: 3 pages.


	Please complete with a description of your solution’s data protection capabilities 



Criteria 6  – Quality of Proposed Actions to Minimise the Environmental Impact of Service Delivery (50 Marks)

Tenderers must describe, in a clear and comprehensive manner, their proposed actions to minimise the environmental impact of service delivery.

Tenderers should not respond to this criterion by providing only generic brochures and data sheets. URL links to external data should not be provided in response to this tender and PSRA the right to disregard information contained in URLs as part of the tender evaluation.

Complete your response in the space provided (Arial font 11, single spacing). Maximum length for response: 2 pages.


	Tenderers must describe, in a clear and comprehensive manner, their proposed actions to minimise the environmental impact of service delivery
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