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Tender Response Document (TRD) for Provision of Temporary Administrative Support Resources



	TENDER RETURN DOCUMENT (TRD)

	Reference / eTenders RFT No.
	9467135

	Tender Deadline
	15:00 8th December 2026

	Clarification Deadline
	15:00 30th November 2026

	Submission method
	Electronic tenderbox at www.etenders.gov.ie only

	Name of Tenderer
	[Insert Tenderer name]








	CONTENTS

	Sections
	Element

	Section 1
	How to use this document

	1.1
	How to complete the TRD

	1.2
	Formatting Requirements

	1.3
	How your Tender will be evaluated

	Section 2
	Tenderer Details and Administrative Information

	2.1
	Tenderer Identity

	2.2
	Nominated single point of contact

	2.3
	Consortium / Subcontracting

	2.4
	SME Status

	2.5
	Conflicts of Interest & Registrable Interests

	Section 3
	Selection Criteria

	3.1
	Economic and Financial Standing

	3.1.1
	Financial Compliance (Turnover)

	3.2
	Previous Contracts

	3.3
	Organisation Details

	3.4  
	Active GDPR Regulation (EU) 2016/679 investigations and/or previous Enforcement, Findings, Sanctions

	Section 4
	Award Criteria

	4.1
	Contract Management

	4.2
	Proposed Resource Selection Model

	4.3
	​Climate Action and Sustainability

	4.4
	Ultimate Cost

	Section 5
	Document Return Checklist




	Section 1 – How to use this document



	Purpose of this Tender Return Document
This Tender Return Document (“TRD”) is the structured response document for the Request for Tender (“RFT”) for the provision of Temporary Administrative Resources. It must be read in conjunction with the full RFT and all associated documents.
Tenderers must complete this TRD in full. It is designed so that all information required to evaluate a Tender against the Selection and Award Criteria is captured in one place, in a consistent format, to support fair, objective and comparable evaluation.



1.1 How to complete the TRD

1. Complete every section. Insert your responses directly into the response boxes and tables provided. Do not delete, re-order or alter the structure, headings or wording of this TRD.
2. Respond to each Selection and Award Criterion in the order set out in this TRD and in the RFT.
3. Provide substantive, evidence-based responses. A mere affirmative statement that a requirement can or will be met, or a restatement of the requirement, is NOT sufficient and will score poorly or fail.
4. For each Award Criterion, provide a single consolidated response in the response box, addressing all of the matters described in the criterion. The matters listed are the areas the evaluation panel will assess.
5. Where a page limit applies, do not exceed it. Material in excess of a stated page limit will not be evaluated.
6. External hyperlinks as a source of information, or as part of a tender response, are not permitted and will not be evaluated.
7. Submit the completed TRD, together with all other required documents listed in the Document Return Checklist (Section 5), via the electronic tenderbox on www.etenders.gov.ie before the Tender Deadline.

1.2 Formatting Requirements

• Page size A4, pages numbered.
• Minimum font size 11pt (Franklin Gothic Book, Arial or Calibri); minimum margins 2cm.
• Tables, diagrams and charts contained within a response box count towards the page limit for that criterion.

1.3 How your Tender will be evaluated

Tenders are assessed in three stages: (i) compliance check; (ii) Selection Criteria (pass/fail); and (iii) Award Criteria. Only compliant Tenders that pass all Selection Criteria are evaluated against the Award Criteria. The Services Contract is awarded to the Most Economically Advantageous Tender (MEAT).
Minimum qualifying thresholds: Tenderers must achieve at least 50% of the marks available for each individual qualitative Award Criterion to avoid elimination. A Tenderer that fails a threshold is eliminated and its cost is not assessed.
Tenderers must address each of the qualitative award criteria, A - D, below in the Tender Response Document.   Only responses provided in the Tender Response Document will be evaluated.
	 Ref
	 Criterion
	 Weighting
	 Maximum Marks Available
	 Minimum Qualifying Threshold

	 A
	 Contract Management
	 30%
	 300
	 150

	 B
	 Proposed Resource Selection Model
	 25%
	 250
	 125

	 C
	 Climate Action and Sustainability
	 5%
	 50
	 25

	 D
	 Cost
	 40%
	 400
	 n/a

	 
	 Total
	 100%
	 1000
	 n/a



	Section 2 – Tenderer Details and Administrative Information



	Instructions
Complete all tables in this section. Where a table does not apply, insert “Not applicable” rather than deleting it. This information is administrative and is not scored, but incomplete or inconsistent details may affect the compliance assessment of your Tender.



2.1 Tenderer Identity

	Full legal name of Tenderer
	[Insert]

	Trading name (if different)
	[Insert]

	Legal form (e.g. sole trader, partnership, company)
	[Insert]

	Company / business registration number
	[Insert]

	Country of registration
	[Insert]

	Registered address
	[Insert]

	Tax Reference Number
	[Insert]

	VAT number (and VAT rate, if any)
	[Insert]

	Website
	[Insert]



2.2 Nominated single point of contact

All communications relating to this Competition will be directed to and accepted from the nominated contact below (RFT paragraph 2.5).
	Contact name
	[Insert]

	Title / role
	[Insert]

	Telephone
	[Insert]

	Email address
	[Insert]

	Postal address (if different)
	[Insert]



2.3 Consortium / Subcontracting

	Complete only if tendering as a consortium / group of undertakings, or relying on the capacity of, or subcontracting to, other entities. A separate eESPD is required for each such entity (RFT paragraph 3.1).



	Entity name
	Role in the Tender
	Services / share provided
	Relied on for Selection Criteria? (Y/N)

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	



2.4 SME Status

	If yes, category (Micro/Small/Medium)
	Choose an item.

	Approx. number of employees
	[Insert]




2.5 Conflicts of Interest & Registrable Interests

Declare any actual or potential conflict of interest or Registrable Interest. If none, state “None”.
	[Tenderer response]



	Section 3 – Selection Criteria




3.1 Economic and Financial Standing

3.1.1 Financial Compliance
	Turnover (Pass/Fail)



	As outlined at 3.2.A of the RFT, Tenderers must demonstrate a turnover exceeding €500,000 in each of the past three years, where year 1 is the most recent year. If the date of establishment of the Tenderer is more recent, the annual turnover must meet the turnover required for each year the Tenderer has been established.

Tenderers must, when requested by the contracting Authority, provide supporting documentation confirming the above.  However, where the Tenderer is unable, for a valid reason, to provide the specified documentation, the Tenderer must inform the Contracting Authority of the valid reason as to why the documentation cannot be supplied and, if the Contracting Authority considers the reason to be valid, provide such other suitable alternative documentation to prove, to the satisfaction of the Contracting Authority, their economic and financial capacity.


	
Enter response here:


	
	Year 1
	Year 2
	Year 3


	Turnover
	€
	€
	€









3.2 Previous Contracts
6.1 Previous Contract Examples and Contact Details for References 
	Previous Contracts (Pass/Fail)



As outlined at 3.2.B of the RFT, Previous Contracts: Tenderers should provide three separate examples of contracts where services of a similar scale and nature to the requirements outlined in Appendix 1 of the RFT, were delivered within the last five years.

Tenderers should fill in the tables below providing the client name, a description of the services provided, contract duration and dates, and an indication of the scale of the contract (contract value).

The Contracting Authority may contact any or all referees without prior notice being given to the Tenderer.

	Example 1



	Name of Client 
	

	Client Contact (Referee)
	

	Client Contact Address
	

	Client Contact Phone Number
	

	Client Contact Email address
	

	Nature and Description of Services Provided
	

	Total Value of Contract
	

	Contract Start Date
	

	Contract End Date
	

	Details of how the contract is comparable to the requirements set out in this tender
	



	Example 2



	Name of Client 
	

	Client Contact (Referee)
	

	Client Contact Address
	

	Client Contact Phone Number
	

	Client Contact Email address
	

	Nature and Description of Services Provided
	

	Total Value of Contract
	

	Contract Start Date
	

	Contract End Date
	

	Details of how the contract is comparable to the requirements set out in this tender
	



	Example 3



	Name of Client 
	

	Client Contact (Referee)
	

	Client Contact Address
	

	Client Contact Phone Number
	

	Client Contact Email address
	

	Nature and Description of Services Provided
	

	Total Value of Contract
	

	Contract Start Date
	

	Contract End Date
	

	Details of how the contract is comparable to the requirements set out in this tender
	



3.3 Organisation Details

Organisation Details (Pass/Fail) - 2 page limit

	Tenderers must provide details of their organisation including manpower, skills base and service offered, supported by an organisation chart.


	Enter response here:




3.4 GDPR Regulation (EU) 2016/679 investigations

	Active GDPR Regulation (EU) 2016/679 investigations and/or previous enforcement/findings/sanctions  (Pass/Fail)



	As outlined at 2.2 of the RFT, Tenderers must declare 
(a) If they are currently subject to any active GDPR Regulation (EU) 2016/679 investigations, pending enforcement notices, or binding corrective orders by any Supervisory Authority.
(b) If they have been subject to any GDPR Regulation (EU) 2016/679 regulatory enforcement action, significant compliance findings, or sanctions within the past five years. 

Tenders who are subject to (a) and/or (b) will be deemed to have met the conditions constituting a failure. See RFT sections 2.2.2 and 2.2.3.

	Enter response here:







	Section 4 Award Criteria



	4.1 Contract Management (300 marks available) - 3 page limit

	Tenderers are required to describe their approach and processes they will use to manage the proposed contract as set out in the specification of requirements. Tenderers must detail how they will ensure that the NCSC will receive a quality service at all times to include but not limited to availability of resources; quality assurance; communications process; liaison and reporting structure; and problem resolution and escalation process.  Tenderers must complete and submit the table below demonstrating the Contract Manager’s qualifications and expertise and relevant experience, in the format included below.

Tenderers must provide sufficient information to facilitate the evaluation of this criterion.  

Minimum Qualifying Threshold Mark 150

	Enter response here:










	Name
	

	Current Role
	

	
	

	Educational/Professional/Training Record

	Description
	Year Awarded
	Accreditation Body

	
	
	

	
	
	

	
	
	

	Employment Record

	
	
	

	
	
	

	Please describe the candidate's specialist knowledge and expertise

	













	4.2 Proposed Resource Selection Model (250 marks available) - 3 page limit



	
	Tenderers are required to describe their approach and processes in relation to the selection of resources. This should include a detailed account of the tenderer’s processes, including the assessment processes used and candidate screening to ensure the resources meet the requirements of the tender. Tenderers should outline the selection methodology/methodologies that are available to the NCSC. 

The information provided must be specific and contain sufficient detail so as to allow the NCSC evaluation team to assess the relative merits of each tender.  

Minimum Qualifying Threshold Mark 125 

	
Enter response here:
















	
4.3 Climate Action and Sustainability (50 marks available) - 2 page limit



	
	In line with Ireland's Green Public Procurement Strategy, provide evidence of your organisations efforts to reduce environmental impact and incorporate sustainability in the provision of  similar required services.  

Examples can include limiting energy consumption, responsible purchasing, reduction of carbon emissions and carbon footprint, waste management, ethics and inclusivity, community involvement, volunteer/pro-bono work.


Minimum Qualifying Threshold Mark 25 

	
Enter response here:










	4.4 Ultimate Cost (400 marks available)



	
	Tenderers please note:
· Tenderers are required to submit a fixed per diem price per level required. The quoted prices shall be that amount which is necessary to carry out all the work required to satisfy the requirements set out in the RFT.

	Administrative Resource 
	Experience
	Tendered Per Diem Rate €
	Notional No. of Days Per Role (For evaluation purposes)
	Cost (Excl. VAT): 
Tendered Per Diem Rate Multiplied by Notional No. of Days per level required €

	Junior
	0-2 years
	 
	50
	 

	Intermediate
	2-5 years
	 
	50
	

	
	
	
	



It should be noted that the engagement requirements will be finalised upon award of contract and that the number of days outlined are purely notional for the purposes of supporting tender review and scoring.


Methodology for awarding marks for Ultimate Cost
Cost evaluation: the lowest cost tender that also meets all of the minimum requirements of the qualitative award criteria will receive the maximum score achievable under this criterion. All other tenders will be marked against this the lowest cost tender and will be allocated marks accordingly.
The total cost amount will be evaluated using the formula set out below.

	Cost Score
	=
	Lowest Ultimate Cost Tendered in Pricing Schedule
	x
	Maximum Marks Available (400)

	
	
	Ultimate Cost of Tender being Evaluated
	
	







	Section 5



	Document Return Checklist	

	Instructions
Before submitting, confirm each applicable document is included in your eTenders upload. Mark each item “Included” or “N/A”. Confirming an item does not replace the requirement to submit the underlying document.



	#
	Document
	Included

	1
	This completed Tender Return Template (TRD), including all Selection and Award Criteria responses.
	

	2
	Completed eESPD (and a separate eESPD for each consortium member / relied-upon subcontractor).
	

	3
	Signed Tenderer’s Statement (Appendix 3), on letterhead, unamended, with legible signature.
	

	4
	Signed Declaration as to Personal Circumstances of Tenderer (Appendix 4) unamended, with legible signature.
	

	5
	Consortium / subcontractor undertakings (where capacity is relied upon) – if requested.
	




	
	
	



	
	
	



