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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 a background report on Energy Literacy 

Duty Station:  Home – based Consultant


March 2022






	
	

	Return deadline for Quotation:
	18 April 2022

	
	

	Contract Award:	
	25 April 2022

	
	

	Contact Email:
	sustainableenergy@commonwealth.int 





Part 1 
[bookmark: _Toc473901676]Introduction and purpose
[bookmark: _Toc473901677]
The Commonwealth Secretariat is seeking to engage a consultant to develop a background report on the topic of Energy Literacy - establishing the rationale and importance of energy literacy as a policy tool in the light of the global energy transition agenda. The report will contain illustrative examples, identify common challenges and good practice approaches to energy literacy that will support policy makers in Commonwealth member countries, particularly developing states including those with low energy access rates.
The background report will be used as a resource for an Action Group comprising Commonwealth member countries, formed to promote energy literacy in the Commonwealth as an important tool for achieving a just and inclusive energy transition. 
The appointed consultant shall be awarded a contract that will be effective for up to two months. 

See Terms of Reference in Section 7 for further details.

[bookmark: _Toc473901678]Instructions to Bidders

This RFQ is open to individuals, consultancies and consortiums. 

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: sustainableenergy@commonwealth.int 

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

Following all stages of the Quote process, the bid received that is deemed the most economically advantageous tender shall be awarded the contract based on the evaluation weightings below. 
[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
	28 March 2022

	Quotes submission closing date
	18 April 2022

	Estimated Contract Start Date 
	25 April 2022



1.1 
1.2 

[bookmark: _Toc473901681]Information for Bidders 

· Unless indicated otherwise, all prices should be quoted in Pounds Sterling.  Prices quoted should include VAT and other taxes.
· 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. It is home to 2.4 billion people and includes both advanced economies and developing countries. The countries are diverse spanning Africa, Asia, the Americas, Europe and the Pacific. 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 has a decades-long technical assistance programme supporting 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.

The Commonwealth Sustainable Energy Transition (CSET) Agenda, a platform for collaborative action amongst Commonwealth member countries towards a just and inclusive energy transition and accelerating the achievement of SDG 7. It is anchored on three key pillars -
· Inclusive Energy Transitions - advocating and promoting equitable and inclusive measures that leave no-one behind 
· Technology and Innovation - propagating advances in technology solutions and innovations as well as research and development for sustainable energy systems.
· Enabling Frameworks - supporting the development of enabling frameworks including policy, laws, regulations, standards; governance institutions and implementation tools.
The CSET Agenda builds on the recognition by Heads of the critical importance of sustainable energy to economic development and the imperative to transition to clean forms of energy in order to meet climate goals under the Paris Agreement. The energy transition agenda is a global agenda, and therefore not solvable by any single country. Commonwealth countries are working together through member-driven action groups to unlock the experiences and knowledge of 54 nations and have agreed to establish an action group on energy literacy.
Objectives & Purpose 

The Commonwealth Secretariat is seeking to engage a consultant to develop a background report on the topic of Energy Literacy - establishing the rationale and importance of energy literacy as a policy tool in the light of the global energy transition agenda. The report will contain illustrative examples, identify common challenges and good practice approaches to energy literacy that will support policy makers in Commonwealth member countries, particularly developing states including those with low energy access rates.
The background report will be used as a resource for an Action Group comprising Commonwealth member countries, formed to promote energy literacy in the Commonwealth as an important tool for achieving a just and inclusive energy transition. It will assist members of the Action Group to reach a shared level of understanding on common and crosscutting issues and policy approaches that can be adopted in promoting energy literacy.
The purpose of this assignment is to provide the Action Group and its members background information on key issues in energy literacy with an impartial analysis of its importance within the current climate change landscape, challenges, synthesising policy approaches utilised in different countries and identifying opportunities for adoption of these approaches by member countries. Particular attention should be given to the approaches that can be adopted by small states and developing states with low energy access rates and/or heavy dependency on fossil fuels for energy. 
Actions that can be taken by Commonwealth countries should be identified at national, regional, and international levels and focus on the specific needs of the target demographic groups of children, youth and local communities. The solutions proffered and approaches to be adopted should be aimed at growing awareness, enhancing knowledge and achieving a meaningful engagement of these groups that can act as catalysts for the societal changes required to achieve the global energy transition.
The background document should outline these general issues, and then focus on good practice approaches that have successfully promoted increased awareness of the impact of energy use and production on climate change, increased awareness, acceptance and uptake of alternative clean energy sources, effective communication and engagement with school age children including, through informal education channels and learning partnerships, youth, local communities and other stakeholders. Links to further readings, in-depth analyses, and resources should be provided in annexes.

Expected Deliverables and Location

a) A draft work plan and report structure to be agreed with the Commonwealth Sustainable Energy Transition Agenda Team
b) First draft of the report
c) Second draft
d) Final report of around 20-30 pages and a summary PowerPoint presentation
The report should contain:
· a short Executive Summary;
· introduction, including an overview of Energy Literacy and its important in the context of the global energy transition and particular focus on the target groups of children, youth and local communities.
· existing policy approaches and strategies for energy literacy; i.e. what is currently being done, with references and links to further information; including:
· Relevant policy, legal and social developments in the past 10 years;
· Key initiatives and recent advances that the Action Group membership should be made aware of; 
· Policy options that countries may wish to pursue at local and national levels and in collaboration with other countries and partners including non-governmental entities;
· Gaps (or opportunities) in governance, processes or technology that might be addressed by Commonwealth governments and partners working together.
· three to five illustrative examples selected to highlight key approaches to address challenges associated with low levels of awareness and knowledge of energy issues amongst the target groups
· conclusions and recommendations
· any other sections as needed.
Based on the report, the PowerPoint presentation should be concise, covering key findings, with graphics that can be used for internal reporting and communications. 
The work may be conducted from any location. The appointed consultant should provide their own computer equipment, computer applications and internet connection. 
Duration and Timeframe

A timeline for steps above, will be developed by the Contractor to be agreed by the Secretariat. Final deliverables will be due by 31 May 2022. Suggested milestones are listed in the table below but can be revised after a timeline is agreed upon.

	Deliverable
	Final Due Date

	Inception meeting
	25 April 2022

	Submit draft workplan and outline for the report
	28 April 2022

	Submit first draft of the report
	10 May 2022

	Submit second draft of the report
	20 May 2022

	Submission of PPT presentation
	22 May 2022

	Final report
	31 May 2022




Project Management and Reporting

The project will be coordinated by the Commonwealth Sustainable Energy Transition Section of the Trade, Ocean and Natural Resources Directorate of the Secretariat. The successful consultant will be expected to work in close consultation with CSET Team. 

Estimated Budget

The maximum budget payable under this contract is £8,000 (including VAT, and any other fees or honorariums (e.g. for speakers, if required)). 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, which should be outlined in the cover letter and CV: 
· At least seven (7) years of relevant experience, and preferably more, in global energy issues and focus on research in energy literacy. 
· Experience working with or in (preferably Commonwealth) government(s) and/or public-private partnerships; 
· Experience in the development of materials for government officials;
Application Process

This opportunity is open to individuals, consultancies 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) to sustainableenergy@commonwealth.int by 18 April 2022. 
The proposal should show how the consultancy would be carried out to meet the specific objectives set out in this TOR. It should include a short statement of the candidate’s / team’s relevant expertise and experience along with the bid amount. 
Evaluation will be based on both competency and cost. Where submissions are similar in quality, preference will be given to Contractors that are Commonwealth citizens or entities registered in a Commonwealth country. 

8 Evaluation criteria
Quotes will be assessed based on the evaluation criteria set forth in this document (see above in section 4)

9 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 a.fisho@commonwealth.int 
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[bookmark: _Toc473901685]Part 2 – Technical Questionnaire

Please apply for this contract by submitting a CV, a brief proposal (up to 5 pages), and a concise cover letter (1-2 pages) to sustainableenergy@commonwealth.int by 18 April 2022. Include CVs of all staff proposed.
The proposal should show how the consultancy would be carried out to meet the specific objectives set out in this TOR. It should include a short statement of the candidate’s / team’s relevant expertise and experience along with the bid amount. 
[bookmark: _Toc473901686]Part 3 – Pricing 

	The maximum budget payable under this contract is £8000 (including VAT, and any other fees or honorariums (e.g. for speakers, if required)). 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 a.fisho@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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