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COMMONWEALTH SECRETARIAT
MARLBOROUGH HOUSE, PALL MALL, LONDON SW1Y 5HX





IN STRICT COMMERCIAL CONFIDENCE


Request for Quotations (RFQ)

For the Delivery of Self-paced training courses x 3 for the Commonwealth Blue Charter

Duty Station:  Home – based Consultant


January 2022






	
	

	Return deadline for Quotation:
	11 February 2022

	
	

	Contract Award:	
	25 February 2022

	
	

	Contact Email:
	bluecharter@commonwealth.int 





Part 1 
[bookmark: _Toc473901676]Introduction

[bookmark: _Toc473901677]The Commonwealth Secretariat is seeking to engage a qualified consultant (or consultancy) to develop, from existing materials, online training courses for government officials on three topics for the Commonwealth Blue Charter:
· Policy considerations when developing a sustainable blue economy
· Bridging the Science – policy divide
· Effective Compliance in Coastal Fisheries
The self-paced modules, derived from materials recorded ‘live’ in virtual trainings over the past year and existing files, will need to be adapted for online learning and then converted into SCORM format.  The self-paced courses will be published on our internally hosted Moodle site. This contract therefore has two general activities: 1) minor revisions to the existing materials, as necessary, to be appropriate for online self-paced learning (e.g. adding quizzes, voice- overs, quizzes and reviews animations and case studies), and 2) conversion into SCORM format for publication on our internally hosted Moodle website.
Purpose

The purpose of this consultancy is to develop 3 x SCORM-compliant self-paced learning courses that build upon existing training materials. The courses will be made available across the Commonwealth. The course materials have been developed already, in PowerPoint and Word formats and are accompanied by a live video recording, but will need to be organised for SCORM self-paced learning format, including additional revisions appropriate for the online delivery of the courses, such as adding voice-overs, reviews, quizzes and case studies. 

The modules will be for virtual learning, whereby participants are able to work at their own pace using the materials and exercises, through viewing of pre-recorded videos, lectures, alongside a workbook and other materials, as appropriate. Participants will be required to achieve an 80% pass rate on quizzes to receive a completion certificate. The appointed consultant shall be awarded a contract that will be effective for up to four months, and must be completed before 30 June 2022. 

See Terms of Reference in Section 7 for further details.
[bookmark: _Toc473901678]Instructions to Bidders

This is a one stage RFQ process with a written submission to this RFQ followed by bidder clarifications, if required. Bidders will be scored following the first stage and if required bidders may be asked to attend a clarification of their Quote meeting. 

Bidders must submit all documents as set out in Part1 – Part 5 (including appendices) no later than the return date.  

The Quote documents are to be returned by email (NOTE files attached must not be more than 35MB per email) to the Commonwealth Secretariat.

Email: bluecharter@commonwealth.int 

All queries must be in writing via the email address above. 

The tender shall be awarded the contract based on the evaluation weightings below. 

To view previously developed self-paced training courses, which are free of charge, please create a Commonwealth eLearning Platform account and follow the instructions: The Commonwealth eLearning Platform.
[bookmark: _Toc473901679]Evaluation Weightings 
Technical / Quality evaluation 70%
Price evaluation 30%
[bookmark: _Toc473901680]Quote Timeline 
Please note, that the following timeline is an estimate and may change at short notice. 
[bookmark: _Toc300050789][bookmark: _Toc314154385][bookmark: _Toc314475224][bookmark: _Toc314830144][bookmark: _Toc314840318][bookmark: _Toc357093878][bookmark: _Toc357095248][bookmark: _Toc365455633][bookmark: _Toc393273524][bookmark: _Toc393721981][bookmark: _Toc393730391][bookmark: _Toc405480780][bookmark: _Toc407035761][bookmark: _Toc407096764][bookmark: _Toc411616454][bookmark: _Toc411846430][bookmark: _Toc412880285][bookmark: _Toc412880703][bookmark: _Toc412892385][bookmark: _Toc412909020][bookmark: _Toc412909393][bookmark: _Toc412909487][bookmark: _Toc412909867][bookmark: _Toc412912472][bookmark: _Toc412913664][bookmark: _Toc412913754][bookmark: _Toc412914239][bookmark: _Toc412914329][bookmark: _Toc412914413][bookmark: _Toc412914483][bookmark: _Toc412975545][bookmark: _Toc412975590][bookmark: _Toc412975623][bookmark: _Toc412975863][bookmark: _Toc413055687][bookmark: _Toc413057241][bookmark: _Toc413347137][bookmark: _Toc413347165][bookmark: _Toc422755728][bookmark: _Toc424892082][bookmark: _Toc425174126][bookmark: _Toc425422553][bookmark: _Toc426726245][bookmark: _Toc427328937][bookmark: _Toc438108222][bookmark: _Toc438108244][bookmark: _Toc438108373][bookmark: _Toc438108950][bookmark: _Toc438109026][bookmark: _Toc300050790][bookmark: _Toc314154386][bookmark: _Toc314475225][bookmark: _Toc314830145][bookmark: _Toc314840319][bookmark: _Toc357093879][bookmark: _Toc357095249][bookmark: _Toc365455634][bookmark: _Toc393273525][bookmark: _Toc393721982][bookmark: _Toc393730392][bookmark: _Toc405480781][bookmark: _Toc407035762][bookmark: _Toc407096765][bookmark: _Toc411616455][bookmark: _Toc411846431][bookmark: _Toc412880286][bookmark: _Toc412880704][bookmark: _Toc412892386][bookmark: _Toc412909021][bookmark: _Toc412909394][bookmark: _Toc412909488][bookmark: _Toc412909868][bookmark: _Toc412912473][bookmark: _Toc412913665][bookmark: _Toc412913755][bookmark: _Toc412914240][bookmark: _Toc412914330][bookmark: _Toc412914414][bookmark: _Toc412914484][bookmark: _Toc412975546][bookmark: _Toc412975591][bookmark: _Toc412975624][bookmark: _Toc412975864][bookmark: _Toc413055688][bookmark: _Toc413057242][bookmark: _Toc413347138][bookmark: _Toc413347166][bookmark: _Toc422755729][bookmark: _Toc424892083][bookmark: _Toc425174127][bookmark: _Toc425422554][bookmark: _Toc426726246][bookmark: _Toc427328938][bookmark: _Toc438108223][bookmark: _Toc438108245][bookmark: _Toc438108374][bookmark: _Toc438108951][bookmark: _Toc438109027][bookmark: _Toc300050791][bookmark: _Toc314154387][bookmark: _Toc314475226][bookmark: _Toc314830146][bookmark: _Toc314840320][bookmark: _Toc357093880][bookmark: _Toc357095250][bookmark: _Toc365455635][bookmark: _Toc393273526][bookmark: _Toc393721983][bookmark: _Toc393730393][bookmark: _Toc405480782][bookmark: _Toc407035763][bookmark: _Toc407096766][bookmark: _Toc411616456][bookmark: _Toc411846432][bookmark: _Toc412880287][bookmark: _Toc412880705][bookmark: _Toc412892387][bookmark: _Toc412909022][bookmark: _Toc412909395][bookmark: _Toc412909489][bookmark: _Toc412909869][bookmark: _Toc412912474][bookmark: _Toc412913666][bookmark: _Toc412913756][bookmark: _Toc412914241][bookmark: _Toc412914331][bookmark: _Toc412914415][bookmark: _Toc412914485][bookmark: _Toc412975547][bookmark: _Toc412975592][bookmark: _Toc412975625][bookmark: _Toc412975865][bookmark: _Toc413055689][bookmark: _Toc413057243][bookmark: _Toc413347139][bookmark: _Toc413347167][bookmark: _Toc422755730][bookmark: _Toc424892084][bookmark: _Toc425174128][bookmark: _Toc425422555][bookmark: _Toc426726247][bookmark: _Toc427328939][bookmark: _Toc438108224][bookmark: _Toc438108246][bookmark: _Toc438108375][bookmark: _Toc438108952][bookmark: _Toc438109028]

	Activity 
	Date

	Request for quote (RFQ) issued
	24 January 2022

	Quotes submission closing date
	11 February 2022

	Estimated Contract Start Date 
	25 February 2022



1.1 
1.2 

[bookmark: _Toc473901681]Information for Bidders 

· Unless indicated otherwise, all prices should be quoted in Pounds Sterling.  Prices quoted should exclude VAT but must indicate clearly where VAT is applicable and where items might be zero-rated.
· The bidder must ensure that they have all the information required for the preparation of the Quote submission and that they are satisfied about the correct interpretation of terminology used in this documentation. The bidder must also ensure that they are fully conversant with the nature and extent of the obligations should the Quote be accepted.
· Quotes are to be valid for a minimum of 60 days from the closing date for the submission of the Quotes.
· The Commonwealth Secretariat reserves the right to cancel the RFQ at any time during the process and not to award a contract as a result of this procurement. 
· Bidders shall bear all costs in completing a quotation submission. 
· Bidders shall not disclose details of the RFQ to third parties without prior agreement from an authorised officer of the Commonwealth Scretariat. 
· Bidders are required to submit transparent pricing with no hidden costs or charges.
· The Secretariat will carry out an evaluation of the quotes using the weighted criteria method as described in this document. Following all stages the Secretariat will select a preferred bidder which will be taken forward to contract award. The Secretariat reserves the right to appoint a reserve preferred bidder which the Secretariat would take forward to contract award if any contract negotiations with the preferred bidder are unsuccessful. 

By taking part in this request for quotes all bidders commit to the following:

· Bidders certify that they have not canvassed or solicited any officer or employee of the Secretariat in connection with this Quote submission and that no person employed or acting on behalf of the bidder has done any such act. 
· Bidders will not canvas or solicit any officer or employee of the Secretariat in connection with this Quote submission. 
· Bidders confirm that they shall automatically be subject to termination on grounds of misrepresentation and failure of duty to disclose. 



[bookmark: _Toc473901682]Specification of requirements – Terms of Reference

Background

The Commonwealth is a voluntary association of 54 independent and equal sovereign states and home to 2.4 billion people. The Commonwealth Secretariat is an independent organisation working with the 54 member countries and assists them together to promote prosperity, democracy and peace, amplify the voice of small states, and protect the environment.
The Commonwealth Secretariat’s Trade, Ocean and Natural Resources Directorate assists its member countries to sustainably manage their natural resources, in the ocean and on land, for the benefit of present and future generations. The Secretariat provides technical assistance and support member countries in the development of policies, laws, design of fiscal regimes and strengthening national institutions as they seek to implement the Sustainable Development Goals.
The Commonwealth Blue Charter is an agreement by Commonwealth countries to cooperate in actively addressing the myriad of ocean-related issues and commitments that they face. Blue ecosystems are being degraded and destroyed at an unprecedented rate and this is not an issue any single country can solve alone. 

In April 2018, the Commonwealth Blue Charter was adopted by member countries, to guide cooperative action on ocean issues. Commonwealth Blue Charter Action Groups are member-driven, led by Commonwealth Blue Charter ‘Champion’ countries. 

The Commonwealth Blue Charter works through a set of Action Groups, each devoted to a particular ocean issue. Action Groups are driven by member countries, led by ‘Champion’ countries. So far 16 countries have stepped forward to be Champions on 10 topics: 
· Commonwealth Clean Ocean Alliance 
· Coral Reef Protection and Restoration 
· Mangrove Ecosystems and Livelihoods 
· Marine Protected Areas (co-championed by the Barbados and Seychelles)
· Ocean Acidification 
· Ocean and Climate Change 
· Ocean Observation 
· Sustainable Aquaculture 
· Sustainable Blue Economy 
· Sustainable Coastal Fisheries. 
These 10 Action Groups have been setting priorities and developing their individual Plans of Action that reflect their regional needs and resource requirements. 

To support the member countries, the Commonwealth Secretariat is seeking to engage a qualified consultant to develop remote training courses for government officials on three topics for the Commonwealth Blue Charter: 
· Policy considerations when developing a sustainable blue economy
· Bridging the Science – policy divide
· Effective Compliance in Coastal Fisheries



Objectives & Purpose 

The purpose of this consultancy is to develop 3 x SCORM-compliant self-paced learning courses that build upon existing training materials. The courses will be made available across the Commonwealth. The course materials have been developed already, in PowerPoint and Word formats and are accompanied by a live video recording but will need to be organised for SCORM self-paced learning format, including additional revisions appropriate for the online delivery of the courses, such as adding voice-overs, reviews, quizzes and case studies. 

The courses will be for virtual learning (with each of the 3 courses lasting up to 2 hours per course), whereby participants are able to work at their own pace using the materials and exercises, through viewing of pre-recorded videos, lectures, alongside a workbook and other materials, as appropriate. Participants will be required to achieve an 80% pass rate to receive a completion certificate

These self-paced courses should use the training materials previously developed. The consultants may also add information based on their own expertise or available in the public domain. Basic tests for comprehension will need to be added. The consultants may, upon request, be provided contact with the initial content developer for clarifications and content-related queries, if required. 

The course design should follow these requirements:

1. The Contractor will work with the Secretariat in developing informative and interactive courses which users find enjoyable to navigate and consume.
2. Courses shall comply to the Shareable Content Object Reference Model (SCORM).
3. The existing course materials will need to be organised for SCORM self-paced learning format, including additional revisions appropriate for the online delivery of the courses, such as design graphics, voice-overs, content reviews and quizzes. 
4. The course modules shall be developed through interaction between the project manager, relevant subject matter experts and the Contractor to fit the following specifications:
a. Content should be formatted in such manner that it:
i. Identifies the purpose of the course
ii. Frames Instructional objectives
iii. Aligns content with objectives
iv. Offers strategies to facilitate learning
v. Provides practice with feedback
vi. Includes engaging interactivities
vii. Assesses learning
b. Images and Videos used for the course should be optimised for display on mobile devices in low bandwidth environments.
c. Presentation of the content shall comply with the Secretariat’s branding guidelines where practical and applicable.
The Contractor will be expected to draw upon existing materials from the Commonwealth Secretariat, as well as the expertise that the Contractor brings to the assignment. If the purchase of other external materials are required, these will need to be discussed with the Commonwealth Secretariat.

Expected Deliverables and Location

The steps and expected outputs include (to be developed further following inception meeting):
 
a) Inception meeting to introduce and familiarise the Contractor with the project;
b) A draft work plan by the Contractor, to be agreed with the Commonwealth Blue Charter Team; 
c) Discussion with Secretariat on experiences to date and how to approach the self-paced materials;
d) First draft outline of the online training courses x 3 and materials; 
e) Revised outline of modules and materials, including a storyboard for any videos, scripts for any voice-overs, and instructions / module matrix.
f) First cut self-paced learning videos, revised workbook and other instructional aids as required; 
g) Final self-paced training course packages handed over for use by the Secretariat (and project partners); 
h) A brief final report summarising tasks completed as well as any issues that arose during the contract that you may wish to report. 
i) Please note that all Blue Charter trainings have a course completion certificate (example will be supplied by the Secretariat), which should be included as part of the course materials.
The work may be conducted from any location. The appointed Contractor should provide their own computer equipment, computer applications and internet connection. 

Duration and Timeframe

The consultancy is expected to take place between 25 February and 27 May 2022.

A proposed overall work plan will be agreed with the Commonwealth Blue Charter team at the start of the contract. 

 A suggested activity schedule for the assignment is as follows:

	Deliverable
	Final Due Date

	Submit draft work plan and outline for self-paced modules
	4 March 2022

	Submit first draft of modules
	 25 March 2022

	Revisions as required
	 22 April 2022

	Submission of final self-paced modules and final report including recommendations for maintenance (if required)
	 27 May 2022



If this suggested timeline is not achievable, alternative timings should be proposed in the proposal submitted. 

Project Management and Reporting

The project will be coordinated by the Commonwealth Blue Charter Section of the Trade, Ocean and Natural Resources Directorate of the Secretariat. The successful Contractor will be expected to work in close consultation with the Commonwealth Blue Charter Team. 

Estimated Budget

The maximum budget payable under this contract is £14,000 (including all fees and taxes). Payment will be made upon satisfactory completion of work signed off by the Commonwealth Secretariat and within 30 days upon submission of the invoice. 

Qualifications & Competencies

The preferred Contractor or consultancy firm should hold the profile below: 
· Demonstrated experience in the creation of SCORM-compliant self-paced online learning modules.
· Demonstrable experience in developing teaching materials.
· Experience in training government officials is advantageous.
· Related science, marine or environmental experience is advantageous.
· Provide examples of recent self-paced modules using the Model platform.

Application Process

This opportunity is open to individuals, teams and consortia.
Please apply for this contract by submitting a CV, a brief proposal (up to 5 pages), and a concise cover letter (1-2 pages, including links to previous online self-paced modules) to bluecharter@commonwealth.int by 11 February 2022 explaining the relevant experience and your approach for completing this work. Evaluation will be based on competency and cost. For proposals that score closely, priority will be given to consultants that are Commonwealth citizens or entities registered in a Commonwealth country. The cover letter should show how the consultancy would be carried out to meet the specific objectives set out in the TOR. It should include a short statement of the candidate’s relevant expertise and experience along with the bid amount. Examples of previous work may also be submitted.
Evaluation criteria
Quotes will be assessed based on the evaluation criteria set forth in this document (see above in section 4)

Payments

Payments will be made upon successful completion of the contract upon receipt of the Secretariat’s written approval of all agreed deliverables and upon submission of a compliant invoice. All invoices will be sent to d.hartley@commonwealth.int 
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[bookmark: _Toc473901685]Part 2 – Technical Questionnaire

[bookmark: _Toc473901686]For each application, qualifications and competencies, as outlined above, will be evaluated.
Part 3 – Pricing 

	The maximum budget payable under this contract is £14,000 (including taxes and all fees). Payment will be made upon satisfactory completion of work signed off by the Commonwealth Secretariat and within 30 days upon submission of the invoice. 

Payments will be made upon successful completion of the milestones described in the specification of requirements, upon receipt of the Secretariat’s written approval of all agreed deliverables and upon submission of a compliant invoice. All invoices will be sent to d.hartley@commonwealth.int 


[bookmark: _Toc472418384][bookmark: _Toc472430992][bookmark: _Toc473901688]





























Appendices



[bookmark: _Toc461546159][bookmark: _Toc472418386][bookmark: _Toc472430921][bookmark: _Toc472430994][bookmark: _Toc473901690]Appendix 1 - General Terms and Conditions
[bookmark: _Toc473901691][image: ]
Download

Appendix 2 - Code of Ethics (Please confirm that you/your organisation agrees to and has signed, dated and attached the Code of Ethics (Appendix 2) 

https://thecommonwealth.org/sites/default/files/inline/CODE-OF-ETHICS-Nov19.pdf
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