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1. [bookmark: _Toc240976242][bookmark: _Toc57662429][bookmark: _Toc57662428][bookmark: _Toc57902239]INSTRUCTIONS FOR COMPLETION

Tenderers must give their response to this request for tender by answering the questions as set out in the response sections provided below. This document must be completed in full and answers must be given in the boxes provided, providing sufficient information so as to facilitate the evaluation panel in evaluating your tender submission. Any additional pages/information must be clearly marked with the Tenderers’ Company name and the relevant heading indicated on each associated page. Please refer to Appendix 1 – Requirements and Specifications of the RFT when completing this response document
Tenderers should ensure they have read the Request for Tender before they attempt to complete this Tender Response Document.  
Each Tenderer is required to accept the provisions of the RFT. All tenderers must return with their Tender, a scanned signed copy of the Tenderer’s Statement, printed on the Tenderer’s letterhead.  Section 2.4 of the RFT refers.  
Tenderers should not include a cover sheet and/or an executive summary in the Tender Response Document (“TRD”) document. Please note a cover sheet and/or an executive summary WILL NOT BE EVALUATED by the Contracting Authority as part of the selection or award criteria.
Tenderers are reminded that additional information provided as appendices is NOT permitted in response to the award criteria. Any such information provided WILL NOT BE EVALUATED by the Contracting Authority as part of the selection or award criteria if relevant. It is not sufficient to state the information is contained in any brochures or technical information attached, although these may be referenced to provide additional clarity. In all cases keep the level of detail as concise and relevant as possible. Where a question asks for a description, please ensure the description is technical and relevant.
The successful Tenderer must provide evidence which demonstrates and supports their ability to deliver the specified requirements in an optimal manner to the Contracting Authority. The answers given by the Tenderer will be used to assess and score each Tenderer’s response.
It is acknowledged that some proposals may surpass the minimum requirements and, where details are clearly provided in Tenderers’ responses, marks will be awarded up to the maximum for each section. Failure to address a specific requirement will result in a nil score for that particular requirement and elimination from the tender competition.
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.   




2. [bookmark: _Toc240976243]COMPANY DETAILS / DECLARATION OF STATUTORY OBLIGATIONS
	[bookmark: _Toc415500061][bookmark: _Toc415500062]Tendering Party Name: 
	

	Address:
	




	Eircode/Postcode:
	

	Contact Person: 
	

	Position: 
	

	Office Telephone: 
	

	Email:
	

	Website: 
	

	Date of Establishment, if applicable
	

	VAT Registration No: 
	

	Legal Structure – Company (Ltd), Partnership, Sole Trader, etc. 
	

	Brief Overview of Organisation including services, supplies offered, and markets served

	

	Please confirm if you are an SME (Small and Medium Enterprise) as defined in Commission Recommendation 2003/361/EC*
	Yes
	
	No
	

	DETAILS OF ANY SUB-CONTRACTORS OR CONSORTIUM MEMBERS

	Name: 
	Proposed Role
	Confirmation Relevant information provided for each party

	
	
	

	
	
	

	
	
	

	*Definition as per 2003/361/EC
The company 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 EUR50million, and/or an annual balance sheet total not exceeding EUR43million.




	[bookmark: _Hlk58251932]DECLARATION RE STATUTORY OBLIGATIONS

	We confirm that we are fully compliant with the following legislation as applicable in Ireland or equivalent legislation where our country of operation is not Ireland:
	YES
	NO

	(i) 
	Employment Equality Acts 1998-2011 
	
	

	(ii) 
	Equal Status Acts 2000-2018
	
	

	(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 and the Data Protection Act 2018
	
	

	AND

	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 purposes 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.
	
	

	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. 

	This declaration is made for the benefit of OPW.

	Name of Economic Operator
	

	Authorised Signatory
	

	Name in print or block capitals
	

	Rank / Position
	

	NOTE: The term Economic Operator covers equally the concepts of Contractor, Supplier and Service Provider whether as Candidate, Tenderer or Participant under an award procedure in accordance with the relevant Public Procurement Directive.





3. [bookmark: _Toc240976244]SELECTION CRITERIA 

	3.1	TAX CLEARANCE DECLARED BY SELF-DECLARATION (Where applicable)

	Weighting: Pass/Fail only
Pass requirement: Tenderers must complete the self-declaration providing information regarding their tax compliance. Please note rules on tax compliance 

	3.2.        FINANCIAL CAPACITY DECLARED BY SELF-DECLARATION

	Weighting: Pass/Fail only
Pass requirement:  
1. Confirmation that the tendering party turnover exceeded €40,000 during one of the last three years or pro-rata if more recently established firms are tendering – however the firm must have been in existence for at least 6 months. 
1. [bookmark: _Hlk213748346]Confirmation of financial standing ensuring the 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. 

Evidence of both statements will be required prior to the award decision being made. 

NOTE #1: In the case of a Tenderer being a grouping, this condition may be satisfied by the group members as a whole, or by reliance on the lead Tenderer.  Where relying on the lead Tenderer’s financial capacity, self-declaration / evidence will only be required of the lead. 
NOTE #2: In the case of firms more recently established evidence of pro-rata turnover will suffice. 

	3.3.  INSURANCES DECLARED BY SELF-DECLARATION

	Weighting: Pass/Fail only
Pass requirement:  Tenderers should complete the self-declaration providing information regarding the insurances in place and are asked to note that the following levels will be required for the firm(s) being awarded this contract     

	Insurance Type
	Required Level

	Employers Liability
	€12.7 million for any one occurrence or series of claims arising out of a single occurance 

	Public Liability
	€6.5 million for any one occurrence or series of claims arising out of a single occurance

	Comprehensive insurance cover for all consignments conveyed
	Must fully cover the highest projected value of cash/negotiable instruments transported in a single vehicle or stored in a vault at any given time.

	Motor Insurance
	Compulsory Third Party Cover (Unlimited for bodily injury; Minimum €6,500,000 for property damage).



	


SELF DECLARATION OF FINANCIAL INFORMATION    


	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 €40,000 per annum in one of the last three financial years. If turnover figures for 2025 are unavailable, please use 2024, 2023 and 2022.

	Financial Year
	2025
	2024
	2023

	Turnover
	€
	€
	€

	Month of financial year end
	
	
	

	I confirm that I will provide evidence of turnover for the past three financial years promptly on request at any time, prior to the award decision being made.
	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

	Employers Liability
	€
	
	

	Public Liability
	€
	
	

	Comprehensive insurance cover for all consignments conveyed
	€
	
	

	Motor 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 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 contract award.

	Signed:
	

	Position:
	

	Date:
	



















	3.4 PERSONNEL AND SKILLS
Weighting: Pass/Fail only
Pass requirement: Tenderers must complete this section.

	Tenderers must demonstrate that they have adequate resources to fulfil the contract, i.e. details of your organisation including personnel, skills base, and a breakdown between management, administration, operational.
Tenderers are also required to provide an organisational chart to demonstrate that they possess the capacity to provide the requirements.

	Response: 


























	3.5 PREVIOUS EXPERIENCE
Weighting: Pass/Fail only
Pass requirement: Tenderers must complete this section.

	Tenderers must provide information clearly demonstrating successful delivery of three (3) previous comparable contracts / experience within the last 5 years.
The contracts listed should be chosen to demonstrate your firm’s skills, efficiency, experience and reliability in the relevant areas of expertise. Tenderers must ensure they provide sufficient information on previous similar contracts undertaken to allow the Contracting Authority to judge the similarity of these contracts to the Services sought within the Specification as set out in Appendix 1
All fields should be completed in full. In the event that the information requested on the value of contracts or identity of clients is considered confidential, please provide sufficient information to demonstrate your firm’s skills & expertise.
	PREVIOUS CONTRACTS #1

	Client Name
	

	Contact Name
	

	Contact Number
	

	Contact Email
	

	Contract Value (ex VAT)
	

	Contract Duration/Delivery Date(s)
	

	Detailed contract description including summary of services delivered
	


	Comparability Narrative outlining the extent to which you feel the services are comparable to the Contracting Authorities current requirements
	








	PREVIOUS CONTRACTS #2

	Client Name
	

	Contact Name
	

	Contact Number
	

	Contact Email
	

	Contract Value (ex VAT)
	

	Contract Duration/Delivery Date(s)
	

	Detailed contract description including summary of services delivered
	




	Comparability Narrative outlining the extent to which you feel the services are comparable to the Contracting Authorities current requirements
	




	

	PREVIOUS CONTRACTS #3

	Client Name
	

	Contact Name
	

	Contact Number
	

	Contact Email
	

	Contract Value (ex VAT)
	

	Contract Duration/Delivery Date(s)
	

	Detailed contract description including summary of services delivered
	




	Comparability Narrative outlining the extent to which you feel the services are comparable to the Contracting Authorities current requirements
	




	





	[bookmark: _Toc415500060]
3.6 HEALTH AND SAFETY 
Weighting: Pass/Fail only
Minimum requirement to remain eligible in the competition: Tenderers must demonstrate compliance with all the relevant Health and Safety legislation.  
The Contracting Authority reserves the right to seek further information to verify compliance.



	Do you comply with the Safety Health & Welfare at Work Act 2005 
	Yes
	
	No
	

	Name of Manager responsible for Health and Safety 
	

	Is it 3rd party certified or managed 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
	

	I confirm that evidence of compliance will be provided promptly on request.
	Yes
	

	
	No
	















	3.7 QUALITY ASSURANCE MEASURES
Weighting: Pass/Fail only
Minimum requirement to remain eligible in the competition: Tenderers must provide information which demonstrates a commitment to quality assurance and provide details of quality assurance policies and systems and whether externally certified.



	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: 
	

















	3.8 Mandatory Requirements
Weighting: Pass/Fail only
Minimum requirement to remain eligible in the competition: Failure to fully satisfy each of the mandatory requirements will deem your submission inadmissible, and your response will not be assessed under the Award Criterion and will be eliminated from further participation in the Competition.   Tenders must ensure that all questions are answered with Yes or No. Circle or mark as appropriate. 



	Licensing Requirements

	Comply YES/NO

	MR1
	The contractor maintain official registration on the Central Bank of Ireland Register of CIT Providers as mandated under Section 2 of the Finance (Provision of Access to Cash Infrastructure) Act 2025.
Provide Central Bank Registration No.:
	YES
	NO

	MR2
	The contractor must maintain licencing with the Private Security Authority (PSA).
Provide PSA Licence No.:
	YES
	NO

	Collections

	Comply YES/NO

	MR3
	Cash and cash equivalents are to be collected from each OPW location listed above, processed by the contractor and lodged by electronic fund transfer (EFT) to the designated OPW bank account.
	YES
	NO

	MR4
	Collections must be made during site opening hours in an agreed time period, with a direct method of communication between sites and drivers/contractor for any changes to schedule at short notice by either the contracting authority or the contractor.
	YES
	NO

	MR5
	All cash must be held securely from time of collection until delivery. Details must be provided of the type of security in place to ensure a safe and secure collection and delivery of cash.
	YES
	NO

	Documentation & Reporting

	Comply YES/NO

	MR6
	Tenderers must provide detailed reports to OPW following each collection/ delivery
A sample report may be provided with the Tender Response. 
	YES
	NO

	MR7
	All transactions must be recorded in a manner that can be reviewed at a later date in case of discrepancies.

	YES
	NO

	Customer Support
	Comply YES/NO

	MR8
	Tenderers must have a highly developed customer support system in place that will provide a response to OPW queries within 48 hours.
A detailed description of the level of customer support must be described in the tender submission. 
	YES
	NO

	Risk Assessment
	Comply YES/NO

	MR9
	The successful tenderer must carry out a risk assessment of the OPW sites listed prior to the commencement of the contract. This document should be forwarded to the OPW.
	YES
	NO

	Staff and Training requirements
	Comply YES/NO

	MR10
	A list of drivers should be provided to OPW and updated on a regular basis.
	YES
	NO

	MR11
	The successful tenderer will be required to provide training and guidance to OPW staff.
	YES
	NO

	Contract
	Comply YES/NO

	MR12
	The nature of the service outlined above is the basic requirement, however from time to time, OPW may need to vary this requirement due to changes to the opening and closing times of our sites.  Tenderers must confirm that they will be in position to vary same in consultation with OPW.
	YES
	NO

	MR13
	The successful tenderer must confirm that they will comply with the Terms of Payment as outlined in Appendix 1 - Section 7 (Terms of Payment) of the RFT
	YES
	NO














4 [bookmark: _Toc415500064][bookmark: _Toc57662434][bookmark: _Toc240976245]AWARD CRITERIA
[bookmark: _Toc240976246]Criterion A
	[bookmark: _Hlk58962991]
	Criteria
	Weighting
	Maximum Score 
	Minimum Score Required

	A
	Quality of the Tenderer’s proposed Resourcing Plan 
	30%
	3000
	1800

	Tenderers must provide in their Tender Response Document a detailed client and site-specific proposal in relation to this contract resourcing plan. Responses must address OPW specific requirements as set out in Appendix 1 - Section 4 of the Request for Tender.

Tenderers response must include, but need not be limited to, the Tenderer’s approach to the following:
· Details of contract commencement procedures
· Details of staff resources available, including a dedicated Account Manager for the contracting authority
· Details with respect to the fleet of collection vehicles
· Details of Cash Processing /Vaulting Centres utilised under this contract 
· Provision for service continuity and contingency plans, including plans in the event of a severe fuel shortage

This criterion will be evaluated strictly on the basis of the totality of the tenderer’s submission in this TRD and no sub-criteria will be used.  
Tenderers must address each requirement in a clear and comprehensive manner in no more than 2000 words in response to this criterion, Font: Calibri 11, Single Line Spacing.

	Response:













[bookmark: _Toc240976247]Criterion B
	
	Criteria
	Weighting
	Maximum Score 
	Minimum Score Required

	B
	Tenderer’s proposed Methodology for providing the service
	25%
	2500
	1500

	Tenderers must provide in their Tender Response Document a proposed plan which clearly and comprehensively sets out in detail the methodology by which, from an operational perspective, the Tenderer proposes to ensure a reliable quality service is provided to the contracting authority.  Responses must address OPW specific requirements as set out in Appendix 1 - Section 5 of the Request for Tender.  

Tenderers response must include, but need not be limited to, the Tenderer’s approach to the following:
· Procedures that would be put in place to monitor and manage staff.
· Training of staff making collections, ensuring all staff handling contracting authority equipment are trained to do so. 
· Methods of communication between contractor and sites specified by the contracting authority, including specific facility for cancellation of or rearrangement of collections/deliveries at short notice by either the contractor or OPW site staff.
· Protocol for reporting any issues.
· Details of the security in place to ensure secure collection and delivery of cash.
· Procedures for management of lodgements, dealing with errors and reconciliation process. 
· Procedures for preparing management reports and any other reports 
· Details on Customer Service and Complaints Handling. 

A detailed description of the level of customer support must be described in the tender submission.

This criterion will be evaluated strictly on the basis of the totality of the tenderer’s submission in this TRD and no sub-criteria will be used.  
Tenderers must address each requirement in a clear and comprehensive manner in no more than 2000 words in response to this criterion, Font: Calibri 11, Single Line Spacing.

	Response:








 





[bookmark: _Toc240976248]Criterion C
	
	Criteria
	Weighting
	Maximum Score 
	Minimum Score Required

	C
	[bookmark: _Hlk213750846]Environmental & Social Considerations
	5%
	500
	300

	Tenderers are required to describe their approach to Environmental Management. Responses must address OPW specific requirements as set out in Appendix 1 - Section 6 of the Request for Tender.

Specifically, Tenderers should set out their Environmental Management Strategy addressing:
· Actions or initiatives to minimise the Tenderer’s carbon footprint and emissions, including to minimise embodied carbon in the Tenderer’s facilities and fleet.
· Actions to reduce waste and optimise resources in the delivery of the Contract.
· Planned environmental education and awareness initiatives for staff deployed to support the Contract.
· Actions to mitigate the operational risks associated with traditional fossil fuel crises during the period of this contract
· Tenders should describe any Environmental Management Systems for which they are certified.

This criterion will be evaluated strictly on the basis of the totality of the tenderer’s submission in this TRD and no sub-criteria will be used.  
Tenderers must address each requirement in a clear and comprehensive manner in no more than 2000 words in response to this criterion, Font: Calibri 11, Single Line Spacing.

	Response:





















[bookmark: _Toc240976249]Criterion D
	
	Criteria
	Weighting
	Maximum Score 
	Minimum Score Required

	D
	Ultimate cost for the Purpose of Evaluation
	40%
	4000
	N/A

	[bookmark: _Hlk192160825][bookmark: _Hlk190272429]Tenderers must complete Table 1 provided in the separate Excel spreadsheet and detailed in Appendix 2 - Pricing Schedule
· The Pricing Schedule must be completed in full. 
· Changing the table/failing to provide the price in the format requested may result in disqualification from the competition. 
· Unit Cost Pricing must be inserted in the Pricing Schedule provided. 
· All prices must be in Euro (€), inclusive of expenses and exclusive of VAT. 

Please note that Table 1 includes volumes for the purpose of the calculation of ultimate costs only - no guarantee can be given on the volume of the work to be awarded under the contract.
 
Additional Costs: 
Additional Costs associated with any “optional add-on” being offered as part of your bid should be provided separately. Additional costs for optional add-on will not be considered as part of pricing for the purposes of evaluation. 

Breakdown of additional costs ONLY can be included below:

	









































5 Signatory
	Name of Tenderer
	


	Name of Authorised Signatory
	


	Position
	


	Signature
	

	Date
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