




[image: A black background with orange text

Description automatically generated]




APPENDIX 4

TENDER RESPONSE DOCUMENT



	Supply and Installation of Office Seating and Acoustic Solutions

	Closing date and time for receipt of tenders
	…..

	Contact name
	Radoslaw Kuberski
Head of Facilities and Compliance

	Contact email
	Via www.etenders.gov.ie  only




Internal Restricted

Internal Restricted




Internal Restricted

Internal Restricted





Table of Contents
Instructions for completion	1
Selection Criteria (pass / fail)	2
Confirmation of eligibility (paragraph 6.1.1 of the Request for Tender)	3
Economic and financial standing (paragraph 6.1.2 of the Request for Tender)	4
Technical and Professional ability (paragraph 6.1.3 of the Request for Tender)	7
Declarations (paragraph 6.1.4 of Request for Tender)	10
Declaration of Bona Fides	10
Declaration regarding Statutory Obligations	13
Article 5K Declaration	14
Health and Safety Declaration	15
Resource allocation (paragraph 6.1.5 of the Request for Tender)	16
Form of Tender (paragraph 6.1.6 of the Request for Tender)	17
Response Award Criteria	20
Criterion A – Price	21
Criterion B1 – Design Proposal	22
Criterion B2 – Technical Merit	23
Criterion B3 – Methodology and Delivery	24
Criterion C - Key Personnel and Contract Management	25
Criterion D – Sustainability	26




Internal Restricted


[bookmark: _Toc242977902]Instructions for completion


Tenderers should ensure that they have read the Request for Tender before attempting to complete this Tender Response Document.

If you believe that this Tender Response Document is missing any sections which would prevent you from preparing a comprehensive response, please contact Radoslaw Kuberski via www.etenders.gov.ie 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 and in the Request for Tender 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.

Tenders are required to use this document to provide a narrative in response to award criteria. All additional documentation, including appendices, should be combined in one separate PDF document with a table of contents and submitted under the naming convention :
TendererName_SupportingDocumentation
Please note the page limit specified in the section for award criteria. 
All self-declared information will be verified prior to the award of the contract.  In the event that this verification process reveals that misleading or inaccurate information has been provided, your tender will be rejected from further consideration.  Moreover, you may be precluded, at the discretion of an Coimisiún, from participating in future competitions.  

Following a request from an Coimisiún, you will have five (5) working days to provide the required evidence. If you are not in a position to provide the required evidence within this timeframe your tender will be eliminated from further consideration.



[bookmark: _Toc242977903]Selection Criteria (pass / fail)

Tenderers should note that the selection criteria are assessed on a pass / fail basis.


The selection criteria as defined in paragraph 6.1 of the Request for Tender are:

1. Confirmation of eligibility
a. Tenderer contact details
b. Information on sub-contractors / consortia
2. Economic and financial standing (paragraph 6.1.2 of the Request for Tender)
a. Insurance information
b. Turnover / financial capacity
c. Tax clearance
d. Self declaration of financial and economic capacity
3. Technical and professional ability
a. Previous experiences / contracts of a similar nature / referees
4. Declarations
a. [bookmark: _Hlk161740673]Declaration of Bona Fides 
b. Declaration re. Statutory Obligations
c. Article 5k Declaration
d. Health and Safety Declaration
5. Resource allocation 
6. Form of tender


Any information to be submitted in respect of the selection criteria such as policies, financial information, etc.  should be submitted as separate appendices.  Appendices should be clearly identifiable as to their contents and a table of contents of any and all appendices should be provided.  



[bookmark: _Toc242977904]Confirmation of eligibility (paragraph 6.1.1 of the Request for Tender)

	CONTACT DETAILS 

	Name of Organisation
	

	Contact Person
	

	Title of Contact Person
	

	Telephone Number of nominated contact
	

	E-mail Address of nominated contact
	



	SUB-CONTRACT / CONSORTIUM INFORMATION 

	Information regarding partnership or subcontracting including the names of all sub-contractors and/or consortium members who will be involved in the provision of services
	

	Description of the role to be fulfilled by each subcontractor and/or consortium member
	

	Name, title, telephone number and email address of the nominated contact authorised to represent the main contractor
	






[bookmark: _Toc242977905]Economic and financial standing (paragraph 6.1.2 of the Request for Tender)

	INSURANCE INFORMATION 

	Insurance type
	Level required
	Confirm that evidence is attached and in which appendix of your tender response

	Employers Liability[footnoteRef:2] [2:  Not required for individuals / sole traders.] 

	€12.7m
	


	Public Liability[footnoteRef:3] [3:  Specific indemnity to an Coimisiún to be provided where appropriate.] 

	€6.5m
	

	Product Liability 
	€6.5m 
	

	ALTERNATIVELY

	
Broker’s letter indicating that the forms and levels of insurance required can be put in place if the tenderer is successful in this competition

	

	OR

	The Form of Self Declaration (Page 6) is completed in respect of this criterion
	Yes / No




	FINANCIAL CAPACITY

	Type of evidence provided
	Confirm that evidence is attached and in which appendix of your tender response

	
	


	OR

	The Form of Self Declaration (Page 6) is completed in respect of this criterion
	Yes / No




	
TAX CLEARANCE

	Confirm that evidence is attached and in which appendix of your tender response
	

	
Alternatively, an Coimisiún can verify your tax clearance status via the Revenue’s online facility (https://www.revenue.ie/itp/view.jsp).

Should you wish an Coimisiún to avail of this option, please complete the following fields:


	Do you grant the evaluation panel permission to verify your tax position online?
	

	Tax Clearance Access Number
	

	
Tax reference number

	


	
Expiry Date 
(as shown on your tax clearance certificate)

	


	
Signature

	

	OR

	The Form of Self Declaration (Page 6) is completed in respect of this criterion
	Yes / No





	SELF DECLARATION OF FINANCIAL AND ECONOMIC CAPACITY

	To
	Coimisiún na Meán

	From:
	

	Competition:
	Supply and Installation of Office Seating and Acoustic Solutions

	Tax clearance
	Please confirm
(Yes / No)

	I confirm that I produce a tax clearance access number and tax reference number which will be made available promptly following receipt of a request from an Coimisiún.
	

	Turnover
	Please confirm
(Yes / No)

	I confirm that I have adequate financial capacity to meet the turnover requirements specified in respect of Economic and Financial Standing and will provide appropriate evidence to this effect promptly following receipt of a request from an Coimisiún.
	

	Insurances
	Please confirm
(Yes / No)

	I confirm possession of the following forms and levels of insurance, and will provide insurance certificates as evidence of this fact promptly following receipt of a request from an Coimisiún:
Public Liability Insurance	€6.5m
Employer’s Liability Insurance	€12.7m
Product Liability Insurance	€6.5m
	

	OR

	I undertake to put the required forms and levels of insurance in place if successful in the competition, and will provide a broker’s letter indicating my capacity to do so promptly following receipt of a request from an Coimisiún.
	

	Name:
	

	Position:
	

	Telephone:
	

	Email:
	

	Signature:
	

	Date:
	



THIS FORM MUST BE COMPLETED AND SIGNED BY A DULY AUTHORISED OFFICER OF THE TENDERER’S ORGANISATION

[bookmark: _Toc242977906]Technical and Professional ability (paragraph 6.1.3 of the Request for Tender)

	
PREVIOUS EXPERIENCE #1 

	Title of project
	

	Client name
	

	Client contact details

	Contact name
	

	Contact email
	

	Contact telephone
	

	Contract details

	Annual value of contract
	

	Start date of contract
	

	End date of contract
	

	Range of services provided
	

	How the nature and scale of project corresponds to an Coimisiún’s requirements for this contract
	



	PREVIOUS EXPERIENCE #2 

	Title of project
	

	Client name
	

	Client contact details

	Contact name
	

	Contact email
	

	Contact telephone
	

	Contract details

	Annual value of contract
	

	Start date of contract
	

	End date of contract
	

	Range of services provided
	

	How the nature and scale of project corresponds to an Coimisiún’s requirements for this contract
	




	PREVIOUS EXPERIENCE #3 

	Title of project
	

	Client name
	

	Client contact details

	Contact name
	

	Contact email
	

	Contact telephone
	

	Contract details

	Annual value of contract
	

	Start date of contract
	

	End date of contract
	

	Range of services provided
	

	How the nature and scale of project corresponds to an Coimisiún’s requirements for this contract
	





[bookmark: _Toc242977907]Declarations (paragraph 6.1.4 of Request for Tender)
[bookmark: _Toc242977908]Declaration of Bona Fides
	Declaration of Bona Fides (Under Public Sector Directive 2014/24/EU - Article 57)

	Weighting: Pass/Fail
Pass requirement: Tenderers must complete, sign and date this Declaration. An Coimisiún reserves the right at its discretion to exclude a non-compliant tenderer under each heading.  This must be completed by each group member.

	Economic Operators will be excluded from the procurement process if, within the past five (5) years, there is evidence of a conviction relating to a specific criminal offence listed below (see 1.1) or if they have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security contributions (see 1.2) (except where this is disproportionate e.g. where only minor amounts are involved).

	1.1
	Has the Economic Operator or a member of their proposed consortium, (if applicable), Director, or Partner or any other person who has powers of representation, decision or control, been convicted of any of the following offences?
	Yes
	No

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	1.1a
	participation in a criminal organisation, as defined in Article 2 of Council Framework decision 2008/841/JHA;
	
	

	1.1b
	corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union and Article 2(1) of Council Framework Decision 2003/568/JHA as well as corruption as defined in Irish Law or the jurisdiction in which the Economic Operator is established;
	
	

	1.1c
	fraud within the meaning of Article 1 of the Convention on the protection of the European Communities’ financial interests;
	
	

	1.1d
	the subject of a conviction for terrorist offences or offences linked to terrorist activities or for inciting or aiding or abetting or attempting to commit an offence;
	
	

	1.1e
	the subject of a conviction for money laundering or terrorist financing;
	
	

	1.1f
	the subject of a conviction of child labour and other forms of trafficking in human beings;
	
	

	1.2
	Non-payment of taxes or social security obligations
Has it been established by a judicial or administrative decision having final and binding effect in accordance with Irish law or the legal provisions of the country in which the Economic Operator is established (if outside Ireland), that the Economic Operator is in breach of obligations related to the payment of tax and social security contributions?
If the response to 1.2 above is in the affirmative, please provide further information on the decision and the amounts involved.
	
	

	An Economic Operator who answers ‘Yes’ in any of the situations set out in paragraphs 2.1.a to 2.1.i will be excluded.

	2.1
	Please indicate if any of the following situations have applied, within the past three (3) years, or currently apply, to your organisation.

The Economic Operator:
	Yes
	No

	
	
	Please indicate your answer by marking ‘X’ in the relevant box

	2.1a
	has, in the performance of any public contract, failed to comply with applicable obligations in the field of environmental, social and labour law applying at the place where the works were carried out or the services provided, as established by EU law, national law, collective agreements or by international, environmental, social and labour law listed in Annex X of Directive 2014/24/EU;
	
	

	2.1b
	is bankrupt or the subject of insolvency or winding-up proceedings, its assets are being administered by a liquidator or by the court, or has entered into an arrangement with creditors, suspended its business activities or is in any analogous situation arising from a similar procedure under national laws and regulations;  
	
	

	2.1c
	is guilty of grave professional misconduct which renders its integrity questionable;
	
	

	2.1d
	has entered into agreements with other Economic Operators aimed at distorting competition;
	
	

	2.1e
	has a conflict of interest within the meaning of Article 24 of 2014/24/EU that cannot be effectively remedied by other, less intrusive, measures;
	
	

	2.1f
	confirms that it has had prior involvement in the preparation of the procurement procedure which has resulted in a distortion of competition, as referred to in Article 41 of 2014/24/EU, that cannot be remedied by other, less intrusive, measures;
	
	

	2.1g
	has shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions.
	
	

	2.1h
	· is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria; or
· has withheld such information or is not able to submit supporting documents required under Article 59 of Directive 2014/24/EU; or
	
	

	2.1i
	has undertaken to:
· unduly influence the decision-making process of the contracting entity, or
· obtain confidential information that may confer upon the tenderer undue advantages in the procurement procedure; or
· negligently provide misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	
	

	This Declaration is made for the benefit of Coimisiún na Meán.
  
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 Organisation:
	

	Authorised Signatory:
	

	Name in Block Capitals:
	

	Position:
	


 




















[bookmark: _Toc242977909]Declaration regarding Statutory Obligations 
	Declaration regarding Statutory Obligations

	We confirm that we are fully compliant with the following legislation, or equivalent legislation in our country of establishment / operation:
	Yes
	No

	Employment Equality Acts 1998-2011
	
	

	Equal Status Acts 2000-2011
	
	

	National Minimum Wage Act 2000 as amended
	
	

	Organisation of Working Time Act 1997 as amended
	
	

	Safety, Health and Welfare at Work Act 2005 and Safety, Health and Welfare at Work (General Application) Regulations 2007
	
	

	Disability Act 2005
	
	

	General Data Protection Regulation 2016/679
	
	

	We have procedures in place to ensure that our subcontractors, if any are used for this contract, apply the same standards.
	
	

	Name of Organisation
	

	Authorised Signatory
	

	Name in Block Capitals
	

	Position
	


[bookmark: _Toc242977910]Article 5K Declaration
	Article 5K Declaration
EU Regulation 2022/576 on restrictive measures in the Context of Russian Actions in the Ukraine

	In the light of Russian actions in the Ukraine, the European Council adopted a new regulation – EU Regulation 2022/576, aimed at restricting participation in economic activity by economic operators from the Russian Federation.  Article 5K of the Regulation prohibits the award or continuation of contracts falling within the scope of the Public Procurement Directives to persons or undertakings related to the Russian Federation.  To comply with EU Regulation 2022/576, Coimisiún na Meán is seeking a declaration from economic operators to this effect.

	I declare that none of the exclusions specified in EU Regulation 2022/576 apply to any party associated with this application.  
	Yes
	No

	
	
	

	This Declaration is made for the benefit Coimisiún na Meán.
  
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:

	[bookmark: _Toc497979830]Name of Organisation
	

	Authorised Signatory
	

	Name in Block Capitals
	

	Position
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Per paragraph 6.2 of the Request for Tender.

	[bookmark: _Hlk161745081]AWARD CRITERIA

	Ref.
	Criterion
	Weighting
%
	Maximum score
	Minimum score required

	A
	Price
	20
	2,000
	-

	B
	Quality
	60
	6,000
	3,600

	B1
	Design proposal
	20
	2,000
	1,200

	B2
	Technical merit
	20
	2,000
	1,200

	B3
	Methodology and delivery
	20
	2,000
	1,200

	C
	Key Personnel and Contract Management
	10
	1,000
	600

	D
	Sustainability
	10
	1,000
	600

	
	TOTAL
	100
	10,000
	4,800



This Tender Response Document is provided in Word Format so that additional pages or text boxes may be inserted in the document if more space is needed for the Tenderer’s response.  All narrative information relating to the Tenderer’s response should be contained in this document.  
Any additional information or documentation supporting the response to the award criteria (e.g., technical specifications, renderings, etc.) which cannot easily be incorporated into the Tender Response Document may be submitted as a single PDF of appendices. Each appendix should be clearly identifiable as to its contents, and a table of contents of all appendices should be provided.
Please limit the narrative response for each qualitative award criterion to a maximum of three A4 pages, using Arial 11 font.
This page limit excludes renderings / visuals, supporting documents submitted under the Technical Merit criterion, technical data sheets, certifications, product documentation and CVs.
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	Criterion A
	Weighting
	Maximum marks
	Minimum marks

	Price
	20%
	2,000
	-

	Instructions:
	Tenderers must complete the Form of Tender in this document and submit the completed Appendix 5 – Pricing Schedule.
All pricing must be quoted in Euros and exclusive of VAT. Tenderers must include all costs required to supply, deliver, install and complete the proposed office seating, acoustic pods, acoustic treatments, associated lighting and related works, including coordination, testing, commissioning, warranties, aftercare and any associated charges.



[bookmark: _Toc242977916]
Criterion B1 – Design Proposal

	Criterion B1
	Weighting
	Maximum marks
	Minimum marks

	Quality 

	Design proposal
	20%
	2,000
	1200

	Instructions:
	Referring to Appendix 1 – Specification of Services, Appendix 2 – Furniture Specification and Appendix 3 – Floor Plans and Product Visual Guides, tenderers are required to provide a Design Proposal for the seating, acoustic pods, open meeting booths, acoustic treatments and associated lighting within the approved workplace layouts.
The proposal should outline the tenderer's design approach, including the proposed products, materials, upholstery, colours, finishes and acoustic solutions. Particular attention should be given to the design and visual integration of acoustic treatments for the designated meeting rooms, collaboration/project spaces and existing phone booths.
The proposal should demonstrate how the proposed solutions will create a cohesive, functional and visually appropriate workplace, complementing the existing and separately procured furniture. All proposals must be based on the approved floor plans and the requirements set out in the tender documentation.
Tenderers must provide a minimum of nine renderings, as specified in Appendix 1, accurately reflecting the proposed products, materials, colours and finishes and demonstrating their integration within the approved workplace layouts.
Note: Product specifications, technical performance, certifications and supporting technical documentation will be assessed under Criterion B2 – Technical Merit.


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




[bookmark: _Toc242977917]Criterion B2 – Technical Merit

	Criterion B2
	Weighting
	Maximum marks
	Minimum marks

	Quality

	Technical Merit
	20%
	2,000
	1,200

	Instructions:
	
Referring to Appendix 1 – Specification of Services, Appendix 2 – Furniture Specification and Appendix 3 – Floor Plans and Product Visual Guides, tenderers must provide relevant technical specifications, product information, certifications and supporting documentation for the proposed seating, acoustic pods, open meeting booths, acoustic treatments and associated lighting presented under Criterion B1 – Design Proposal.

A mere confirmation that the requirements will be met is not sufficient. Tenderers should provide clear product information and supporting evidence to demonstrate compliance, suitability, quality, durability, functionality, acoustic performance and warranty/lifecycle performance, as applicable.

Supporting documentation must be clearly labelled and identifiable. A table of contents should be provided where multiple supporting documents are submitted.





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










[bookmark: _Toc242977918]Criterion B3 – Methodology and Delivery

	Criterion B3
	Weighting
	Maximum marks
	Minimum marks

	Quality

	Methodology and Delivery
	20%
	2,000
	1,200

	Instructions:
	
Referring to Appendix 1 – Specification of Services, tenderers must provide their proposed methodology for the delivery, installation, coordination and completion of all requirements under the Goods Contract.

The response should address the proposed programme, including lead-in times, phasing, delivery arrangements, installation methodology, working in an occupied office, site access, logistics, protection of existing finishes, health and safety, supervision, subcontractor coordination, snagging, handover and aftercare.

Tenderers should demonstrate how they will complete the requirements within the 12-week delivery period specified in Appendix 1, while minimising disruption to staff and business operations.

The response should also explain how the tenderer will coordinate with Coimisiún na Meán, its Project Manager, building management and other relevant stakeholders.
Supporting documentation must be clearly labelled and identifiable



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










[bookmark: _Toc242977919]Criterion C - Key Personnel and Contract Management

	Criterion C
	Weighting
	Maximum marks
	Minimum marks

	Key Personnel and Contract Management
	10%
	1,000
	600

	Instructions:
	Provide details of the Tenderer’s proposed key personnel and contract management approach for the delivery of the Goods Contract, including the supply and installation of office seating, acoustic pods, acoustic treatments and associated works.

The response should include the nominated account / project manager, together with details of any other key personnel proposed for the delivery of the contract, including personnel responsible for design input, installation management, acoustic solutions, furniture supply, logistics, site supervision and health and safety, where applicable.

The response should set out the relevant expertise, qualifications, experience and skills of the proposed key personnel, including CVs, and should explain their roles and responsibilities, availability and suitability for the requirements of this competition.

The response should also describe the Tenderer’s proposed approach to contract management, reporting, communication, progress updates, issue resolution, risk management, subcontractor / supplier / installer coordination, and liaison with Coimisiún na Meán’s Project Manager or nominated representative.

The Resource Allocation Schedule in this document should also be completed for this criterion.

Any supporting documentation submitted in response to this criterion must be clearly labelled and identifiable. A table of contents should be provided where multiple supporting documents are submitted.


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


[bookmark: _Toc242977920]Criterion D – Sustainability

	Criterion D
	Weighting
	Maximum marks
	Minimum marks

	Sustainability
	10%
	1000
	600

	Instructions:
	
Referring to Section 5 – Sustainability of Appendix 1 – Specification of Services, tenderers should provide a narrative outlining the environmental sustainability of the proposed products and associated delivery and installation activities.

The response should address, where applicable, responsible material sourcing, recycled and recyclable content, low-VOC emissions, product durability, repairability, availability of replacement parts, packaging and waste management, and measures to minimise the environmental impact of transportation and installation.

Relevant environmental certifications and supporting evidence should be provided as part of the tender submission, where available.




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