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1. [bookmark: _Toc244525116][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 “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. 
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.
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.
Where maximum page restrictions are provided for in this document under any Award Criterion, please note that responses must not exceed the maximum number stated in each instance.  To ensure fairness and readability, tender submissions must comply with the following formatting standards:
· Paper Size: A4
· Font Type: Calibri
· Font Size: 11pt for body text (9pt for tables, charts, or graphics)
· Line Spacing: Single line (1.0) spacing
Evaluation of the tender will strictly cease at the page limit specified (where a page limit is specified). Any pages exceeding the maximum limit will not be read or evaluated by the assessment panel.  Tenderers must not use hyperlinked external content, embedded files, or excessively dense graphics to circumvent these page limits. The evaluation panel reserves the right to disregard such material.
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.  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.
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: _Toc244525117]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
	

	*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.





	DETAILS OF ANY SUB-CONTRACTORS OR CONSORTIUM MEMBERS

	Name
	Consortium Member or Sub-Contractor
	Proposed Role

	
	
	

	
	
	

	
	
	

	
	
	




	[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 2000-2011
	
	

	(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 Tailte Éireann.

	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: _Toc244525118]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 

	Weighting: Pass/Fail only
Pass requirement:  
a) Tenderers must have a minimum annual turnover of €400,000 for each of the last three financial years or pro-rata if more recently established firms are tendering – however the firm must have been in existence for at least 6 months.
b) Tenderers must have the ability to pay their debts, identified on the current statement of assets and liabilities as being the debts as they fall due. 

Evidence of both statements is required as part of the tender response. 
 
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 group members are 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 per insurance year

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

	Product Liability
	€6.5 million for any one occurrence or series of claims arising out of a single occurance per insurance year 

	Professional Indemnity
	€1 million for any one occurrence or series of claims arising out of a single occurance per insurance year (for each and every claim excluding defence costs)

	Cyber Liability
	€1 million for any one claim or series or series of claims arising out of a single occurance per insurance year




	


3.4.       DECLARATION OF FINANCIAL INFORMATION    


	Tax Compliance 

	Option 1:
I confirm and declare being Tax Compliant.
An up to date Tax Clearance Certificate has been provided with this Tender Response.
	Yes
	

	
	No
	

	Option 2: 
I confirm that I have applied for Tax Clearance status or a Tax Clearance Certificate and will provide evidence of Tax Clearance promptly on request at any time, prior to the award decision being made
	Yes
	

	
	No
	

	Financial Capacity 

	I confirm that our turnover exceeded €400,000 per annum in each 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 have provided the following as part of my tender response:
· a statement for the period covered by the accounts to confirm the Tenderer’s turnover for the last three financial years (for which accounts are available) or where the date of establishment is more recent, for each year the Tenderer has been established, 


	Yes
	



	
	No
	



	I confirm that I have provided the following as part of my tender response:
· a letter from the principal accountant or auditor confirming the Tenderer is able to pay its debts, identified on the current statement of assets and liabilities as being the debts as they fall due OR of a letter from the Tenderer’s current principal bankers which states that all accounts held by the Tenderer are in good standing. This letter must be dated within six months of the Tender Deadline. 

	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
	€
	
	

	Product Liability
	€
	
	

	Professional Indemnity
	€
	
	

	Cyber Liability
	€
	
	

	I confirm that I have provided the following with my tender response: 
· Evidence of required insurances being 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 and will provide evidence of same promptly on request at any time, prior to the award decision being made
	Yes
	

	
	N/A
	

	

	Signed:
	

	Position:
	

	Date:
	





	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 contracts of a comparable scale and complexity, and in a similar context or environment within the last five (5) years.
The contracts listed should be chosen to demonstrate your firm’s skills, efficiency, experience and reliability in the relevant areas of expertise.  
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
	

	Public or Private Sector?
	

	Contact Name
	

	Contact Number
	

	Contact Email
	

	Contract Value (ex VAT)
	

	Contract Duration/Delivery Date(s)
	

	If Tenderer is a consortium, which consortium member provided the Services
	

	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
	

	Public or Private Sector?
	

	Contact Name
	

	Contact Email
	

	Contract Value (ex VAT)
	

	Contract Duration/Delivery Date(s)
	

	If Tenderer is a consortium, which consortium member provided the Services
	

	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
	

	Public or Private Sector?
	

	Contact Name
	

	Contact Email
	

	Contract Value (ex VAT)
	

	Contract Duration/Delivery Date(s)
	

	If Tenderer is a consortium, which consortium member provided the Services
	

	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 & 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 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
	

	If in-house, please provide summary of system:
	



	3.8 OEM ACCREDITATION
Weighting: Pass/Fail only
Minimum requirement to remain eligible in the competition: Tenderers must provide the required evidence set out in Section 3.2.B of the Request for Tender to demonstrate direct authorisation from the manufacturers to maintain the specific systems in scope.


	[bookmark: _Toc221185762]Tenderers must submit a Manufacturer’s Authorisation Form (MAF) / OEM Accreditation Letter from Cisco Systems and Dell Technologies (or legally recognised equivalent authorisations capable of granting identical manufacturer-backed software and firmware rights).  
The required documentation must be on the OEMs official letterhead, signed by an authorised OEM representative and dated within 30 calendar days of the tender submission deadline.  See Section 3.2.B of the Request for Tender in relation to the explicit confirmations required for inclusion.
The required evidence must be provided as part of the tender response.


	Response: 











4 [bookmark: _Toc415500064][bookmark: _Toc57662434][bookmark: _Toc244525119]AWARD CRITERIA

[bookmark: _Toc244525120]Criterion A
	[bookmark: _Hlk58962991]
	Criteria
	Weighting
	Maximum Score 
	Minimum Score Required

	A
	Approach and Methodology to Service Delivery
	30%
	300
	180

	Tenderers must demonstrate their approach to delivering the services required by Tailte Éireann, covering all elements of the requirements as set out in the Request for Tender - Appendix 1, Section 3. 
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.  
(Max 10 A4 pages – Font: Calibri 11, Single Line Spacing)



Response:
	

























[bookmark: _Toc244525121]Criterion B
	
	Criteria
	Weighting
	Maximum Score 
	Minimum Score Required

	B
	Support Organisation and Personnel
	30%
	300
	180

	Tenderers must demonstrate their operational performance and expertise to deliver the services required, covering all elements of the requirements under this criterion as set out in the Request for Tender - Appendix 1, Section 4.

Tenderers must also complete a Biographical Summary Template (template format provided) for each member of the proposed team.  Separate alternative format CVs will not be accepted or evaluated. 
The information provided must include the individuals qualifications, experience, knowledge, skill sets and expertise with specific reference to the required Services.  Additional tables may be added where required.
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.  
(Max 5 A4 pages excluding Biographical Summaries for each proposed resource – Font: Calibri 11, Single Line Spacing) 



Response:
	















	Biographical Summary

	Name
	

	Position in Firm 
	 

	No. of Years’ Experience 
	 

	Proposed Role  
	 

	 

	Qualification Details: Educational/Professional/Training Record

	Description  
	Year Obtained 
	Accreditation Body 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 

	Employment Record

	Employer  
	Period 
	Role Held 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	

	Details of individual’s skills, expertise and experience relevant to their proposed area of responsibility in the delivery of services to the Contracting Authority
(1 A4 page maximum; Calibri 11, Single Line Spacing)

	 










	Biographical Summary

	Name
	

	Position in Firm 
	 

	No. of Years’ Experience 
	 

	Proposed Role  
	 

	 

	Qualification Details: Educational/Professional/Training Record

	Description  
	Year Obtained 
	Accreditation Body 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 

	Employment Record

	Employer  
	Period 
	Role Held 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	

	Details of individual’s skills, expertise and experience relevant to their proposed area of responsibility in the delivery of services to the Contracting Authority
(1 A4 page maximum; Calibri 11, Single Line Spacing)

	 









	Biographical Summary

	Name
	

	Position in Firm 
	 

	No. of Years’ Experience 
	 

	Proposed Role  
	 

	 

	Qualification Details: Educational/Professional/Training Record

	Description  
	Year Obtained 
	Accreditation Body 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 

	Employment Record

	Employer  
	Period 
	Role Held 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	

	Details of individual’s skills, expertise and experience relevant to their proposed area of responsibility in the delivery of services to the Contracting Authority
(1 A4 page maximum; Calibri 11, Single Line Spacing)

	 









[bookmark: _Toc244525122]Criterion C
	
	Criteria
	Weighting
	Maximum Score 
	Minimum Score Required

	D
	Sustainability: Environmental and Social Considerations 
	10%
	100
	60

	
Tenderers are asked to provide an outline of their proposals on the incorporation of their organisational environmental sustainability and/or social consideration commitments/policies into the delivery of the services under this tender.  Tenderers should refer to Section 5, Appendix 1 of the Request for Tender in relation to TÉ Requirements under this criterion.

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.  
(Max 2 A4 pages - Font: Calibri 11, Single Line Spacing)



Response:
	















Submission Checklist for Tenderers
	Document Required
	Yes/No

	Completed Tender Response Document
	

	Completed Pricing Schedule
	

	Completed ESPD(s)
	

	Completed Tenderers Statement
	

	Completed Declaration as to Personal Circumstances of Tenderer
	

	Supporting Evidence of Insurance
	

	Supporting Evidence of Tax Clearance
	

	Supporting Evidence of Economic & Financial Standing (3.2.A of RFT)
	

	Supporting Evidence of OEM Accreditation (3.2.B of RFT)
	




	Name of Tendering Company
	

	Name of Authorised Signatory
	

	Position
	

	Signature
	

	Date
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