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Application Form
	Title:
	Establishment of a Panel of Technical Support Services for the delivery of computer-based testing

	Description of Panel:

	The establishment of this Panel of Experts for the Educational Research Centre.
There will be 1 panel for which experts can submit an Application Form for: 
1. Technical Support Services for the delivery of computer-based testing


	Key Dates:

	Issue Date
	06/10/2025 

	Closing Date/Time for Queries
	10/10/2025 

	Closing Date/Time for Applications
	17/10/2025 

	Contact for Queries: Sonia Grogan

	Email : procurement@erc.ie 

	Format for submission of Applications– use the Application Form provided ONLY and return via:

	VIA ERC Website 
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[bookmark: _Toc208331623]Instructions for Completing Application Form

Applications must be completed and returned via email to procurement@erc.ie , with the subject line: ERC Panel of Technical support expert Application Form by 17:00 hours (Irish Standard Time) on 17th October 2025
The panel reopens to new applications on 17th November 2025.
Only the information submitted in this form will be considered. No other support material is required. Any additional materials other than the completed application form will be disregarded. Do not include images or links to other information (hyperlinks) in your application form.
Canvassing, either directly or indirectly, will disqualify.




[bookmark: _Toc208331624]Part1: General CA Information
[bookmark: _Toc208331625][bookmark: _Hlk39232361]1.General Information
	Name:
	

	Organisation Name:
	

	VAT Registration Number (if applicable): 
	

	Position:
	

	Address:
	

	Telephone (Office):
	

	Telephone (Mobile):
	

	Email:
	

	Website:
	

	Legal Status:
	
















[bookmark: _Toc208331628]Section 2: Selection Criteria 
[bookmark: _Toc208331629]A. Economic and Financial Standing Checklist
Applicants must declare that they comply with the following minimum requirements. 
Only applicants that pass these requirements will be evaluated. 
	No.
	Responsibility / Condition
	Confirmation (✓/X)

	1
	I will have the necessary Tax Clearance Certificate available, if payments to myself or the company exceed €10,000 in a calendar year. 
	☐
	2
	I am available to deliver the services during the term of the contract.
	☐
	3
	I have the required levels of insurance or agree to put these in place if successful.
	☐



[bookmark: _Toc208331630]Section 3: Award Criteria Evaluation
Evaluation Mechanism: Total Weighted Scoring- 100%
ERC  Application forms will be evaluated based on the following:
[bookmark: _Toc208331631]3.1. Understanding The Requirements
Total Marks Available: 200 (20%)
Applicants will be evaluated based on their understanding of both the specified mandatory requirements and what the role of the Panel Experts is as stated within the Overview document. Applicants must also highlight their understanding of the needs of the ERC .
Maximum ½ Page for each response. 
	I. Understanding of Mandatory Requirements 
Please demonstrate you understand the objectives and specific requirements of this panel by
outlining how you will:
· Collect laptops from a designated collection point
· Set them up at the designated location for use during the trial
· Break down the operating environment after the trials are completed
· Move laptops to the next location


	
Write your response here:







	ii. Understanding of Approach to Delivering the Service Requirement 

Please outline your proposed approach to managing issues as they arise. Specifically address how you will deal with issues that can be addressed onsite and issues that require the replacement of a unit.

Please indicate the NUTS regions you are able to operate in. If only parts of a region can be covered please indicate below.


	Border: Cavan, Donegal, Leitrim, Monaghan & Sligo
	West: Mayo, Roscommon & Galway
	Mid-West: Clare, Tipperary, Limerick

	Y/N
	Y/N
	Y/N

	South-East: Carlow, Kilkenny, Wexford, Waterford
	South-West: Cork, Kerry
	Dublin

	Y/N
	Y/N
	Y/N

	Mid-East: Kildare, Meath, Wicklow, Louth
	Midland: Laois, Longford, Offaly and Westmeath
	Other areas not specified, detail below

	Y/N
	Y/N
	Y/N

	
Write your response here:







	iii. Please outline how you will manage the process of obtaining Garda Vetting clearance for all nominated staff.

	
Write your response here:









[bookmark: _Toc208331633]3.2 Contract Management & Data Security
Total Marks Available: 200 (20%)
Applicants must outline their approach to:
i. Managing Contract Management with the ERC.  
ii. Managing Data Security 

Maximum ½ Page for each response. 
	i. Proposed Approach to Contract Management
a) How will you report on progress and activities to the ERC.
b) How will you manage problems as they arise.
c) How will you ensure that employees are capable of delivering the services required.
d) How will you identify and propose opportunities to improve the process


	
Write your response here:











	ii. Data Security 
Describe your intended plans for managing the following.
a) Data transfer arrangements, including your process for uploading data to a secure server on a rolling basis and as needed.
b) What protocols will be in place to detect and respond to data breaches or cyber security incidents?
c) Your approach to ensuring secure transportation and storage of laptops and peripherals during the contract period. Please include your proposals regarding the types/capacity of vehicles used for transport and the details of day and overnight storage locations (please describe the locations & security)

	
Write your response here:










[bookmark: _Toc198795604][bookmark: _Toc208331634]Section 4: Declaration(s) of Acceptance
Once all the other relevant sections of this application form are complete, please confirm the declaration(s) below.
[bookmark: _Toc208331635]4.1 Individual
I confirm that I have read, understood, and agree to comply with the above responsibilities and conditions outlined for participation in the ERC’s Panel of Experts.
Further, I certify that all information provided on this application form is true and correct and that I have completed all required sections of this application form.
Authorised Signatory:

Name: 		______________________________________

Title: 		_______________________________________

Signature: 	_______________________________________

Date: 		_______________________________________
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