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[bookmark: _Toc124780259]Introduction

The Commonwealth Secretariat (The Secretariat) is an international organisation established by Agreed Memorandum, which is given privileges and immunities under the domestic law of the United Kingdom by the Commonwealth Secretariat Act 1966 (as amended by the International Organisations Act 2005). Under this legislation, the Secretariat is not subject to UK jurisdiction and enforcement. 

This status has an impact on some of our standard terms and conditions. In particular, we draw your attention to our dispute resolution clause, which refers disputes to the exclusive jurisdiction of the Commonwealth Secretariat Arbitration Tribunal (CSAT). The 8 members of the Tribunal are selected by the Board of Governors and come from Commonwealth member countries. Information about CSAT, including its governing statute and procedure are available on its website at http://thecommonwealth.org/tribunal.

The Secretariat implements decisions agreed by 56 Heads of Government and Ministers through advocacy, consensus–building, information sharing, analysis, technical assistance, capacity-building, and advice on policy development.

[bookmark: _Toc124780260]Purpose

The purpose of this request for a quote (RFQ) is to find and appoint a suitable Consultant (either an individual, team or consortium) for the provision of a Blue Bond Toolkit for the Commonwealth Secretariat. The appointed consultant shall be awarded a contract that will be effective for up to three months. 

See Terms of Reference in Section 7 for details on the services required.

[bookmark: _Toc124780261]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 ‘Quote’ no later than the return date of: 12:00 pm GMT on 31 March 2025. [The quote documents are to be returned to the following email address: bluecharter@commonwealth.int]

Following all stages of the Quote process, the quote received that is deemed as offering best overall value to the Commonwealth Secretariat, shall be awarded the contract based on the notified evaluation weightings. 

[bookmark: _Toc124780262]Evaluation Weightings 
Quality 90% 
Price 10% 
The lowest price bid shall be awarded the full points, all other bids shall be awarded a percentage from the benchmark. E.g. (lowest price/other bid)*weighting = Score.




[bookmark: _Toc124780263]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
	17 March 2025

	Clarification questions to be submitted by bidders by 
	24 March 2025

	Secretariat’s response to (anonymised) clarification questions will be circulated to all in writing by
	26 March 2025

	Quotes submission closing date
	12:00 pm GMT/ 31 March 2025

	Evaluation process duration (including any clarification meetings)
	31 March – 4 April 

	Contract Start Date 
	7 April



1.1 
1.2 

[bookmark: _Toc124780264]Information for Bidders 

· Unless indicated otherwise, all prices should be quoted in Pounds Sterling.  Prices quoted for Technical Assistance Consultancy should include all travel, per diem and taxes and should be submitted on an all inclusive fixed basis, providing a breakdown of day rates per named Consultant mapped against the Secretariat’s TAP Consultants: Corporate Fee Band Table (annexed to this RFQ)
· 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 [30] 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. 
· All clarification queries must be submitted by 12:00 pm GMT 24 March 2025 and only to bluecharter@commonwealth.int. 
· 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. Following the evaluation stage(s) 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 could then 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 confirm that by submitting a quote they agree to abide by the Secretariat’s Code of  Ethics and relevant Corporate policies as published from time to time on the following web page:
        Corporate Policies | Commonwealth (thecommonwealth.org)
· 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.
· The CSAT shall have exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with this Procurement (including non-contractual disputes or claims).




[bookmark: _Toc124780265]Terms of reference (ToR)

Background 

The Commonwealth is a voluntary association of 56 independent and equal sovereign states and home to 2.4 billion people. The Commonwealth Secretariat is an independent organisation working with the 56 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. 

In October 2024, Commonwealth countries adopted the Apia Commonwealth Ocean Declaration (ACOD) for a One Resilient Common Future at CHOGM 2024. It provides a clarion call for the protection and restoration of the Ocean in the face of severe climate change and pollution, and it highlights five action areas: the Ocean-Climate Change Nexus, Marine Pollution, Sustainable Fisheries, Marine Protection and Restoration, and the Blue Economy. The ACOD demonstrates that solving the global ocean emergency is a priority for the Commonwealth.

The ACOD includes an explicit written commitment to implementation through the Blue Charter, the Commonwealth Ocean Ministerial Meeting and the Commonwealth Blue Finance Working Group.

The Blue Finance Working Group was launched in partnership with the Ocean Risk and Resilience Action Alliance (ORRAA) as a collaborative effort between governments and partners to explore key principles and enabling conditions that will contribute to the development of financial instruments and platforms to support regenerative and sustainable blue economy projects. 

To support the member countries, the Commonwealth Secretariat is seeking to engage a qualified consultant to develop a Blue Bond Toolkit. 


Objectives & Purpose

The Consultant is responsible for drafting a Blue Bond Toolkit to assist Government officials understand Blue Bonds, the advantages and disadvantages of issuing Blue Bonds, and the decisions, processes and documentation required to issue, monitor and repay blue bonds, with a special consideration for SIDS and LCD Commonwealth member countries. 

There are two principal audiences for the Blue Bond Toolkit:
· economists and other finance professionals in central banks, ministry of finances, debt management offices, and other government agencies that are involved in debt issuance, analysis and/or management; and
· civil servants in Ministries of Environment, Ocean and similar whom may be unfamiliar with debt issuance but are interested in Blue Bonds as a tool to finance Ocean conservation and similar. 

Activities

In drafting the Blue Bond Toolkit, the Consultant shall:

a.) undertake a detailed desk-based review of the existing literature on Blue Bonds;
b.) meet with officials from the Commonwealth Secretariat to ensure their views are taken into account of when drafting the Blue Bond Toolkit;
c.) meet with ORRAA and other partners of the Commonwealth Secretariat to ensure that their knowledge and expertise is taken into account when drafting the Blue Bond Toolkit;
d.) produce a high-quality draft of the Blue Bond Toolkit and share this for comment; and
e.) amend the draft based on the above comments and complete the Blue Bond Toolkit.
f.) meet with and advice the Commonwealth Artificial Intelligence team on a potential AI enabled Blue Bond Tool Kit
Content

The Commonwealth Secretariat Blue Bond Toolkit should be clearly written and should be between 8,000 and 13,000 words in length. It should include:
a.) a discussion of the Apia Commonwealth Ocean Declaration and the role that Blue Bonds can play in assisting achieve its goals;
b.) an explanation of what a Blue Bond is;
c.) the differences between Blue Bonds and other financing mechanisms (i.e. Guarantees, debt-for-nature swaps, etc)
d.) a discussion of the market for Blue Bonds and who purchases these bonds;
e.) a discussion of the advantages and disadvantages of Blue Bonds; 
f.) a discussion of the practicality of Blue Bond issuance for the sovereigns of Small Island Developing States and Least Developed Countries (LDCs) that may not have previously issued foreign currency bonds;
g.) a discussion on the importance of debt sustainability;
h.) a comparison of the interest rate on Blue Bonds compared to other bonds; 
i.) a description and discussion of Blue Bond principles and international standards;
j.) at least three case studies of Blue Bonds – one of which should be for the Seychelles and at least one of which should be from another Commonwealth Member country. In addition, two of the cases studies should be for Blue Bonds issued by a sovereign;
k.) a detailed (sufficiently detailed to assist a finance professional running a sovereign’s first blue bond issuance) description of the Blue Bond issuance process. This description should cover both the pre-issuance and post-issuance phases of the blue bond;
l.) a detailed description of the Issuer’s Blue Bond framework, including how to prepare that framework, the use of proceeds, the selections of assets and projects, the management of proceeds, the internal tracking of spending, outcomes and bonds payments, and reporting
m.) the role of second party opinion, verification and certification including: external review, second party opinion, third party verification and certification processes, and post-issuance review,
Annex 1 provides a draft template for the Blue Bond Toolkit. The Consultant does not have to follow this template exactly, but any deviations from it should be noted and justified.

Duration and Timeframe

The consultancy is expected to take place between 14 April and 30 June 2025.

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:

	Activity
	Output
	Payment as % of contract
	Deadline

	Inception meeting with Commonwealth Secretariat, Trade, Oceans and Natural Resources Division
	Notes from meeting
	N/A
	With one week of contract award

	Draft timeline 
	Draft timeline
	N/A
	Within one week of contract award

	Preparation for meetings with expert partners
	List of questions 
	N/A
	Within one week of contract award

	Meetings with Commonwealth Secretariat debt unit, ORRAA and two other expert partners
	Notes from meeting  
	N/A
	With two weeks of contract award

	Desk-based review of Blue Bond literature
	List of websites, literature and similar consulted
	N/A
	Within two weeks of contract award

	Drafting template and method 
	Two-page methodology and amended template/contents page for the Blue Bond Toolkit
	20%
	Within three weeks of contract award

	Producing first draft of the report
	Initial draft of the Blue Bond Toolkit, drafted to a high-standard and distributed for comment
	50%
	Within five weeks of the contract award

	Final draft of the blue bond toolkit
	Final draft of the Blue Bond Toolkit drafted to a professional standard and covering all the matters listed in this Terms of Reference
	30% 
	The later of;
a.) seven weeks after the award of contract; and
b.) one week after receiving comments. 



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 £20,000 (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: 
· A university degree is required, with a post-graduate degree(s) preferred. However, practical experience in relevant fields is considered equally important.
· Demonstrable expertise in sustainable finance, blue bonds, or related fields, with: at least 5 years of relevant experience for those holding a PhD, at least 10 years of relevant experience for those with a Master’s degree, or at least 15 years of relevant experience for those with a Bachelor’s degree.
· Proven experience in designing and implementing financial instruments for ocean conservation and sustainable blue economy initiatives.
· Expertise in at least one, and preferably multiple, aspects of blue bond development, including structuring, issuance, policy frameworks, and market engagement.
· Experience in developing guidance materials, toolkits, or policy frameworks tailored for government officials and stakeholders.
· Strong track record in delivering capacity-building workshops and engaging presentations to diverse audiences, including policymakers, financial institutions, and conservation practitioners.


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), a concise cover letter (1-2 pages), a writing sample and/or links to previous work,  and all documents as set out in Part1 – Part 5 ‘Quote’ no later than the return date of: 12:00 pm GMT on 31 March 2025 [The quote documents are to be returned to the following email address: bluecharter@commonwealth.int]. 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. 


Evaluation criteria

Quotes will be assessed based on the evaluation criteria set forth in this document (see skills and experience required and the weightings apportioned to quality/price above in this Terms of Reference/RFQ). 

Part 1 Bidder’s details is for information only 
Part 2 Suitability Assessment Questions will be assessed on a Pass/Fail basis

Payments





Payments will be made in line with the schedule of deliverables outlined above and upon successful completion of the milestones, upon receipt of the Secretariat’s written approval of all agreed deliverables and upon submission of a compliant invoice and any other supporting documents as may be required by the Secretariat from time to time. All invoices to be sent to contract manager at bluecharter@commonwealth.int.  
2 | Page
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Annex 1: Draft template for the Blue Bond Toolkit

Foreword
Contents
Acronyms 

1.Introduction
	1.1. The Apia Commonwealth Ocean Declaration and the role Blue Bonds can play in achieving its goals.
2. Blue Bonds Market and Standards
	2.1 What is a Blue Bond
	2.2 Who invests in Blue Bonds
	2.3 Who issues Blue Bonds
	2.4 Blue Bond Principles and Standards
	2.5 The Current, and Likely Future, Market for Blue Bonds
3. Evaluating Blue Bonds 
	3.1 the Benefits of Blue Bonds
	3.2 the Costs of Blue Bonds
	3.3 the Importance of Debt Sustainability
	3.4 the issue of Fungibility
3.5 the Practicality of Blue Bonds for Smaller, Poorer Developing Countries that have not Previously Issued Sovereign Bonds 
	3.6 Alternatives Sources of Financing to Blue Bonds
4. Blue Bonds in Practice: 3 Case Studies
	4.1 Case Study 1: Seychelles
	4.2 Case Study 2: (Another Commonwealth Sovereign)  
	4.3 Case Study 3: (TBD)
5. Blue Bond Issuance Process
	5.1 Overview of the Blue Bond Issuance Process
	5.2 the Pre-issuance phase
	5.3 the Post-issuance phase
6. Issuer’s Blue Bond Framework
	6.1 How to Prepare a Blue Bond Framework
	6.2 Use of Proceeds
	6.3 Selection of Projects 
	6.4 Management of Proceeds
	6.5 The Establishment of an Internal Tracking and Reporting System
	6.6 External Report 
7. Second Party Certification, Opinion and Verification
7.1 External review
7.2 Second Party Opinion
7.3 Third-party Verification and Certification
7.4 post-issuance review
8. Conclusion
9. Annexes
	Annex 1: Further resources and tools
	Annex 2: Blue Bond Projects and Their Value
	Annex 3: Templates for Blue Bond Issuance














Quote Submission Documents 
Note - Bidders must complete and return all Quote submission documents below:

Part 1 – Bidder Details 
Part 2 – Suitability Assessment Questions 
Part 3 – Technical Questionnaire 
Part 4 – Pricing 

[bookmark: _Toc124780266]Part 1 – Bidder Details (for information)

Please provide details relating to your registered offices, legal status and date of incorporation. 

	Individual/ Company and/or Trading Name
	
	
	Company/Sole Trader Registration Number
	

	Company Address
	
	
	Date of incorporation
	

	Post Code
	
	
	

	

	
	
	
	
	

	Contact Name
	
	
	Job
Title
	

	Telephone
	
	
	Email
	

	

	In the event of utilising a third party, on your behalf for any part of the services, please provide the full details of the secondary consultant/supplier:


	

	Company Name
	
	
	Duration of working relationship,
	

	Company Address
	
	
	Reason for use
	

	Post Code
	
	
	
	

	
In line with the Secretariat’s Procurement Code of Ethics[footnoteRef:2], the Secretariat works towards encouraging SMEs to apply for relevant tenders and is committed to monitoring the environmental awareness of our consultants, suppliers and partners with a view (where relevant to the subject matter of the contract) to only doing business with ISO 14001 Environmental Management or ISO 50001 Energy Management accredited organisations. [2:  Microsoft Word - Annex15 Code of Ethics - [updated January 2022].docx (production-new-commonwealth-files.s3.eu-west-2.amazonaws.com)] 



		Is the Consultant classified as a Micro or Small Medium Enterprise (SME)?
	Yes/No

	Is the Consultant an ISO14001 or ISO 50001 (Energy Management) accredited organisation?
	Yes/No



UK VAT Declaration

For UK Registered consultants: Is the bidder registered for Value Added Tax (VAT)? [Y/N]

If Yes, please include VAT registration number [insert] and provide a copy of your VAT registration certificate as part of your response.

Annual Turnover check:
In line with the Secretariat’s Procurement Code of Ethics[footnoteRef:3], the Secretariat expects for its consultant/suppliers to have a turn over that is, as a minimum, twice the value of the contract they are applying for. Please state the following: [3:  Microsoft Word - Annex15 Code of Ethics - [updated January 2022].docx (production-new-commonwealth-files.s3.eu-west-2.amazonaws.com)] 



	

	
	Annual
	Previous Year
	Year 2

	
	Turnover:
	£
	£

	
	
	
	

	

Please note, the successful bidder (if a company and not an Individual) may also be checked for their Equifax Financial Credit Score.  Should the bidder (if a company) fail the commercial credit score check, the Secretariat will be entitled to commence negotiations with the second preferred bidder subject to that bidder (if a Company) having passed the Equifax Credit Score and so forth.

Please provide the contact details of two reference clients. References need to be for similar type projects. The referees will not be contacted until the final stage of the Quote process. Please provide references from similar international organisations or public sector bodies or equivalent if possible.


	

	

	Reference 1
	Reference 2

	Company Name 
	
	

	Company Address 
	
	

	Post Code
	
	

	Referees name
	
	

	Referee Telephone
	
	

	Referee Email
	
	




[bookmark: _Toc124780267]Part 2 - Suitability Assessment Questions (pass/fail)

Grounds for Exclusion 

You will be excluded from the Quote process if there is evidence of convictions relating to specific criminal offences including, but not limited to, bribery, corruption, conspiracy, terrorism, fraud and money laundering, or if you have been the subject of a binding legal decision which found a breach of legal obligations to pay tax or social security obligations.

1. Within the past five years, have you or your organisation (or any member of your proposed consortium, if applicable)- if you are trading as a company - Directors or Partner or any other person who has powers of representation, decision or control been convicted of any of the following offences? Individual Consultants – please complete the table to the best of your knowledge.

	Please Mark ‘X’ In the Relevant Box
	Yes
	No

	(a) Conspiracy as defined by the legislative or judicial bodies in your jurisdiction.
	s

	x


	(b) Corruption as defined by the legislative or judicial bodies in your jurisdiction.
	

	

	(c) Bribery as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(d) The offence of cheating the Revenue as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(e) The offence of conspiracy to defraud as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(f) Fraud as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(g) Theft as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(h) Fraudulent trading as defined by the legislative or judicial bodies in your jurisdiction.
	 
	

	(i) Fraudulent evasion as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(j) Destroying, defacing or concealing of documents or procuring the execution of a valuable security as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(k) The possession of articles for use in frauds as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(l) Any offence considered to be Counter Terrorism as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(m) Money laundering as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(n) Any Sexual Offences as defined by the legislative or judicial bodies in your jurisdiction.
	
	

	(o) Drug trafficking as defined by the legislative or judicial bodies in your jurisdiction.
	
	



2. Within the past three years, please indicate if any of the following situations have applied, or currently apply, to you (if an Individual Consultant) or your organisation.

	Please Mark ‘X’ In the Relevant Box
	Yes
	No

	(a) [bookmark: h.1fob9te]You/your organisation is bankrupt or is the subject of insolvency or winding-up proceedings, where your assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State;
	
	

	(b) You/your organisation is guilty of grave professional misconduct,  which renders its integrity questionable;
	
	

	(c) You/your organisation has entered into agreements with other economic operators aimed at distorting competition;
	
	

	(d) the prior involvement of you/your organisation in the preparation of the procurement procedure has resulted in a distortion of competition;
	
	

	(e) you/your organisation has shown significant or persistent deficiencies in the performance of a substantive requirement under 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.
	
	



3. Employment and Human Rights

For organisations working outside of the UK please refer to equivalent legislation in the country that you are located. Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	In the last three years, has any finding of unlawful discrimination been made against you/your organisation by an Employment Tribunal, an Employment Appeal Tribunal or any other court (or in comparable proceedings in any jurisdiction other than the UK)?

	Yes/No

	(b)
	In the last three years, have you or has your organisation had a complaint upheld following an investigation by the Equality and Human Rights Commission or its predecessors (or a comparable body in any jurisdiction other than the UK), on grounds or alleged unlawful discrimination?  

If you have answered “yes” to one or both of the questions, please provide, as a separate Appendix, a summary of the nature of the investigation and an explanation of the outcome of the investigation to date.

If the investigation upheld the complaint against your organisation, please use the Appendix to explain what action (if any) you have taken to prevent unlawful discrimination from reoccurring. You may be excluded if you are unable to demonstrate to The Secretariat’s satisfaction that appropriate remedial action has been taken to prevent similar unlawful discrimination reoccurring.

	Yes/No

	(c)
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?

	Yes/No/
NA



4. Environmental Legislation

For organisations working outside of the UK please refer to equivalent legislation in the country that you are located. Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Have you or your organisation been convicted of breaching environmental legislation, or had any notice served upon it, in the last three years by any environmental regulator or authority (including local authority)? 

If your answer to this question is “Yes”, please provide details in a separate Appendix of the conviction or notice and details of any remedial action or changes you have made as a result of conviction or notices served. The Secretariat will not select bidders that have been prosecuted or served notice under environmental legislation in the last 3 years, unless The Commonwealth is satisfied that appropriate remedial action has been taken to prevent future occurrences/breaches.

	Yes/No 


	(b)
	If you use sub-contractors, do you have processes in place to check whether any of these organisations have been convicted or had a notice served upon them for infringement of environmental legislation?

	Yes/No/
NA 




5. Health and Safety legislation

For individuals/organisations working outside of the UK please refer to equivalent legislation in the country that you are registered in and/or located. Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Please self-certify that your organisation has a Health and Safety Policy that complies with current legislative requirements.

	Yes/No/NA (individual consultant)

	(b)
	Has your organisation or any of its Directors or Executive Officers been in receipt of enforcement/remedial orders in relation to the Health and Safety Executive (or equivalent body) in the last 3 years? 

If your answer to this question was “Yes”, please provide details in a separate Appendix of any enforcement/remedial orders served and give details of any remedial action or changes to procedures you have made as a result. The Secretariat will exclude bidder(s) that have been in receipt of enforcement/remedial action orders unless the bidder(s) can demonstrate to The Secretariat’s satisfaction that appropriate remedial action has been taken to prevent future occurrences or breaches.     

	Yes/No/NA (individual consultant)


	(c)
	If you use sub-contractors, do you have processes in place to check whether any of the above circumstances apply to these other organisations?
	Yes/No/
NA (individual consultant)





6.  Insurance requirements (for information)

Does the Consultant (whether an Individual or Company) have insurances (as may be necessary or relevant by the subject matter of the contract specified in the ToR in this RFQ), currently in place, for the business activities they are proposing to carry out?  

If Yes, please state the type of insurance and level of insurance held:

	Area
	Does the Consultant/supplier have insurances in place?
	Level of cover expected
	Level of cover currently held

	e.g. Public liability
	Yes/No/NA
	£10m
	

	e.g. Employer’s liability
	Yes/No/NA
	£5m
	

	e.g. Professional Indemnity
	Yes/No/NA
	£1m
	

	e.g. Data Protection Liability
	Yes/No/NA
	£3m (or £10m where complex and sensitive data processing is involved)
	




Please note that the Individual Consultant will not be excluded from the tender process if the answer is ‘No’. However, it is industry best practice for consultants to ensure they have suitable insurances in place for the work they are proposing to undertake.

Please note that the insurance cover detailed above should be in place before activities commence in pursuance of the services required and will not be considered as part of the costs under the contract between the Secretariat and the selected consultant.


7. Terms and Conditions/Code of Ethics/Corporate Policies

Please delete ‘Yes’ / ‘No’ as applicable.

	(a)
	Please confirm that you (if an Individual Consultant)/your organisation agrees to the Commonwealth Secretariat’s:

1. Secretariat’s standard terms and conditions for below £30,000 total contract value can be found at: Terms and Conditions | Commonwealth (thecommonwealth.org)
2. Secretariat’s Code of  Ethics at: Microsoft Word - Annex15 Code of Ethics - [updated January 2022].docx (production-new-commonwealth-files.s3.eu-west-2.amazonaws.com) and 
3. Secretariat’s Corporate policies applicable to Consultant/suppliers and as published from time to time on the following web page:
        Corporate Policies | Commonwealth (thecommonwealth.org)

…………………………………………………………………………………………………………………..
If you do not agree to abide by the above, please state reasons and/or changes requested as part of your bid:





	Yes/No 



8. Legal comments table
By submitting a response, the bidder is agreeing to be bound by the terms of this RFQ and the Contract save as in relation to those areas of the Contract specifically highlighted below.  As such, if the terms & conditions of the Commonwealth Secretariat Terms and Conditions | Commonwealth (thecommonwealth.org) renders proposals in the bidder’s response unworkable, the bidder must submit full details of the unworkable/unacceptable provisions within the relevant Standard Terms and Conditions (Consultancy) by completing the Legal Comments Table below.

	Clause/Paragraph /Schedule

	Summary of Issue
	Suggested Revisions

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	




[bookmark: _Toc124780268]Part 3 – Technical Questionnaire


Not applicable 
[bookmark: _Toc124780269]
Part 4 – Pricing 

The maximum budget payable under this contract is £20,000 (including VAT, and any other 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. 
Bids must include all relevant fees and taxes, which in total cannot exceed the maximum amount (£20,000). 

Transparent pricing must be submitted with no hidden costs. Pricing and cost must be broken down to the different elements of the services and any other costs. 

Please complete the Pricing Schedule [and submit as a separate document]. Please refer to Instructions to bidders which states that unless indicated otherwise, all prices should be quoted in Pounds Sterling. 


Payments will be made upon successful completion of the milestones described in the terms of reference, upon receipt of the Secretariat’s written approval of all agreed deliverables and upon submission of a compliant invoice. If there is a VAT element - for UK VAT registered consultants only – this must be itemised in the total quote received/agreed by the Secretariat and the consultant must submit a UK VAT registration certificate to the Secretariat when invoicing. All invoices will be sent to contract manager bluecharter@commonwealth.int 
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