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1. 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.
Further information on the Secretariat can be found at:
http://thecommonwealth.org/

This status has an impact on some of the standard terms and conditions of
contract (see appendix 1). 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 eight (8) members of
the Tribunal are selected by the Board of Governors and come from
Commonwealth member countries. CSAT is located in London, United Kingdom.
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 fifty six (56) Heads of Government
and Ministers through advocacy, consensus-building, information sharing, analysis,
technical assistance, capacity-building, and advice on policy development.

The activities of The Secretariat are funded by Member Governments via three (3)
separate multilateral funds:

e Commonwealth Secretariat Fund (COMSEC).
¢ Commonwealth Fund for Technical Co-operation (CFTC).
¢ Commonwealth Youth Programme Fund (CYP).

The Secretariat is headed by a Secretary-General and is assisted by a senior
management team in managing the activities of the organisation.

The Commonwealth Secretariat’s structure is split into three directorates:

° Governance & Peace
. Trade, Oceans and Natural Resources
. Economic, Youth and Sustainable Development

The Secretariat has its headquarters in London and has Small States Offices in Geneva
and New York.

The Secretariat has approximately 270 employees.

2 PURPOSE

2.1 To award Facilities Management contracts across three specification Lots for
the provision of facility services across its locations at Marlborough House and
40 B Hill Street, London.

2.2 The Secretariat may appoint all Lots to a single contractor; or multiple
contractors for the three Lots included in this tender.

2.3 Tenderers may tender for all Lots or individual Lots.
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Lot 1: Soft Services Marlborough House & 40B Hill Street

e Lot 2: Soft Services Marlborough House & Soft Services & M&E 40 B Hill Street

Lot 3: M&E 40B Hill Street only

2.2 The appointed supplier shall be awarded a contract that shall be effective
initially for three (3) years, with an option to extend for a maximum of two (2)
further years on a one (1) plus one (1) basis.

2.3 See Section 6 Specification of Requirements (SoR) for details of the services

required.
3. TENDER TIMETABLE
Please note: This timetable may be subject to change at short notice
ACTIVITY DATES AND TIMES
Publish invitation to tender on In Tend, 13t June 2025
Commonwealth’s procurement webpage and DeVex
Site visits to Marlborough House and 40B Hill Street 23" June 2025 - 24% June 2025
Clarification period closes (Tender Clarifications 12 Noon (BST) 30 June 2025
Deadline)
Deadline for the publication of Secretariat’s 2" July 2025
Responses to tender clarification questions
Deadline for submission of Tender to the ComSec 12 Noon (BST) 18t July 2025
(Tender submission deadline)
Evaluation, moderation, and consensus of bids 18% July 2025 - 8™ August 2025
received including evaluation/moderation meeting
Notification to short listed bidders of 8™ August 2025
Presentation dates
Presentation dates 14% August 2025 - 15*" August 2025
Procurement evaluation report prepared 15t August 2025 - 29 August 2025
Procurement evaluation report approved 29t™ August 2025 - 19t September 2025
Contract Award notification 19t September 2025
Contract Award Date 3 October 2025
Mobilisation of new contract(s) 90 days (3 months) 17" November 2025 - 30% January 2026
minimum
Contract Start Date 15t February 2026
4. INSTRUCTIONS TO TENDERERS4.1 Tenderers must submit all documents as set out

in Section 7 Part1 - Part 3 no later than the return date of 12 Noon 18 July 2025

4.2

The tender documents are to be returned via the Commonwealth Secretariat’s e-
procurement portal: https://in-tendhost.co.uk/thecommonwealth/aspx/Home.
Note: The supplier guidance document to registering on the e-procurement portal &
if any issues arise during use of the portal is available on the Commonwealth
Secretariat’s tendering

site https://tenders.thecommonwealth.org/aspx/BuyerProfiles - and accessible to all
pre-registration.

If you encounter any issues when registering on the Commonwealth Secretariat’s e-
tendering portal, please contact Customer Support at: email: Support@in-tend.co.uk
/please cc: procurement@commonwealth.int

4.3  All clarification queries must be in submitted by 12 noon 30*" June 2025 and only via
the Commonwealth Secretariat’s e-procurement portal:
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4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.11

4.12

4.13

4.14

4.15

https://in-tendhost.co.uk/thecommonwealth/aspx/Home

NOTE: The file must be no more than 35MB per email.

Unless indicated otherwise, all prices should be quoted in GBP. Prices quoted should
exclude VAT but must indicate clearly where VAT is applicable and where items might
be zero-rated.

The tenderer must ensure that they have all the information required for the
preparation of the tender submission and that they are satisfied about the correct
interpretation of terminology used in this documentation. The tenderer must also
ensure that they are fully conversant with the nature and extent of the obligations
should the tender be accepted.

Tenders are to be valid for a minimum of ninety (90) days from the closing date for
the submission of the tenders.

The Commonwealth Secretariat reserves the right to cancel the tender at any time
during the process and not to award a contract as a result of this procurement
process.

The Tender process will be conducted to ensure that responses are evaluated fairly to
ascertain the most qualified and economically competitive bids. The Secretariat will
use the evaluation criteria described below to determine if the Tenderer qualifies.

Tenderers shall bear all costs in completing a tender submission, including attendance
at any presentations required.

Tenderers shall not disclose details of the ITT to third parties without prior agreement
from an authorised officer of the Commonwealth Secretariat.

Tenderers are required to submit transparent pricing with no hidden costs or charges.
https://in-tendhost.co.uk/thecommonwealth/aspx/Home

Prior to commencing formal evaluation, tender responses received will be checked to
ensure they are fully compliant with all the instructions of this tender and
clarification may be sought with regard to minor non-compliances. Non-compliant
Tender Responses may be rejected by the Secretariat without further follow up. Only
Tender Responses which are deemed by the Secretariat to be fully compliant will
proceed to evaluation stage.

The Secretariat will carry out an evaluation of the tender bids using the weighted
criteria method as described in sections below. Following all tender evaluation stages
the Secretariat will select a preferred supplier who will be taken forward to contract
award stage.

By submitting a response, the tenderer is agreeing to be bound by the terms of this
ITT and terms and conditions save as in relation to those areas of the Contract
specifically highlighted by completing the Legal Comments Table.

By taking part in this tender all tenderers commit to the following:
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o Tenderers certify that they have not canvassed or solicited any officer or
employee of the Secretariat in connection with this tender submission and that no
person employed or acting on behalf of the tenderer has done any such act.

o To help achieve greater transparency in how the Secretariat spends public funds
and to help deliver better value for money, tenderers acknowledge that should
they be successful certain information, except for any information which is
exempt from disclosure, will be published on the Secretariat’s procurement
website: http://thecommonwealth.org/procurement The information published
may include (as an example): contract title, successful supplier name, duration of
contract.

e 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).

5 EVALUATION PROCESS

Evaluation - Criteria Weightings

Quality (Technical Questionnaire) 40% (incorporating a 5% weighting for
environmental criteria)

Price 60%

Part 1: Tenderer Details
The scoring methodology that will be applied as follows:

Information only - the information provided will not be scored, but failure to provide
it may result in the ITT submission being disqualified from the tender process.

Pass/Fail - as indicated in the invitation to tender.

Part 2: Quality (Technical) Questionnaire Scored - Weighting total 40% (inclusive of
environmental criteria - 5% weighting)

1.1 The following scoring mechanism will be used to score each question in this
section:

Using a 0 - 5 scoring system:

Unacceptable Response

0 No information provided, or response does not address the
requirement.

Poor response

The response contains material omissions and/or is supported by
1 limited evidence/examples. Concerns that the organisation does not
have the potential to deliver/that they have failed to meet a
reasonable standard.

Fair response

There is adequate detail/supporting examples giving a reasonable
level of confidence in the Tenderer’s experience and ability. The

2 . . .
Tenderer appears to have the potential to deliver as required/has
met a reasonable standard and there are only minor concerns about
the Tenderer’s experience
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Good Response

The level of detail/supporting examples gives a high level of

3 confidence in the Tenderer’s experience and ability. The Tenderer
clearly has the potential to deliver and/or has clearly met an
acceptable standard.

Excellent Response

A comprehensive well evidenced submission, clearly demonstrating
expertise and knowledge incorporating some value-added benefits
attributes & other points of innovation. The bid is deemed to offer
little risk and fully captures the understanding of the steps involved
to deliver aspects of the service which can be related to the
question posed, giving a high level of confidence in the Tenderer’s
experience and ability.

Exceptional Response

A comprehensive and exceptionally evidenced submission that
substantially exceeds the expectations of the requirement and offers
significant additional benefits. Submission clearly demonstrates
exceptional expertise and knowledge incorporating value added

5 benefits/ & other points of innovation. The bid is deemed to offer
well identified risks and a mitigation of these put forward and fully
captures the understanding of the steps involved to deliver all the
aspects of the service and is directly relatable to the question
posed, giving an exceptionally high level of confidence in the
Tenderer’s experience and ability.

The following formula will be applied for each question:

Points Scored divided by Points Available multiplied by percentage weighting

The scores for each of the questions will be added to give a total Quality (technical)
score.

Unanswered questions or sections that are left blank shall be awarded zero points.
No half marks will be awarded.

Part 3 - Pricing - Weighted total: 60%

Please refer to the ITT (Appendix 4 Pricing Schedule) for a full breakdown of the costs
required. The lowest total price bid shall be awarded the full points, all other bids
shall be awarded a percentage from the benchmark. E.g. (lowest price divided by
other bid) multiplied by percentage weighting = Score.

Worked Example:
A worked example of the commercial evaluation model is provided below, using a weighting of 40% as
an example.

Score = lowest total cost/tenderer’s total cost x 40 (maximum available marks)
(lowest total cost divided by tenderer’s total cost multiplied by 40 (maximum available marks))

If three responses are received and Tenderer A has quoted £3,000 as their total price; Tenderer B has
quoted £5,000 and Tenderer C has quoted £6,000 then the calculation would be as follows:

Tenderer A Score equals 3000 divided by 3000 multiplied by 40 (maximum available marks) = 40

Tenderer B Score equals 3000 divided by 5000 multiplied by 40 (maximum available marks) = 24

Tenderer C Score equals 3000 divided by 6000 multiplied by 40 (maximum available marks) = 20

Page 8 of 72 Total Facilities Management Services ITT
June 2025 Version Final



Decision to award

Following evaluation of tenders, in accordance with the evaluation process set out in this
ITT, the tenderer which offers the best value for money tender may be awarded a Contract.
Please note, the successful tenderer will be checked for their Equifax Credit Score. Should a
tenderer fail the credit score, the Secretariat will be entitled to commence negotiations with
the second preferred tenderer subject to that tenderer having passed the Equifax Credit
Score and so forth. Should the tenderer ranked first decline to accept a Contract, then it will
be offered to the next ranked tenderer until it has been accepted.

A Contract award is subject to formal signature by both parties (including the satisfaction of
any conditions precedent) providing all preconditions are met e.g. certificates, statements,
and other means of proof where tenderers have up to this point relied on self-certification.

6 SPECIFICATIONS OF REQUIREMENTS (SoR)

Total Facilities Management Specification:

e Lot 1: Soft Services Marlborough House & 40B Hill Street
e Lot 2: Soft Services Marlborough House & Soft Services & M&E 40B Hill Street
e Lot 3: M&E 40B Hill Street only

Introduction

The Commonwealth Secretariat is an international organisation with its HQ based at
Marlborough House on Pall Mall, London. The Commonwealth Secretariat implements
decisions agreed by Heads of Government and Ministers through advocacy, coalition-building,
information sharing, analysis, technical assistance, capacity-building, and advice and policy
development.

Marlborough House is a five story (including basement and sub-basement) Grade 1 listed
Royal Palace with a gross area of 103,000 ft2.

40B Hill Street is an Edwardian townhouse in Mayfair which is a private diplomatic residence
owned by the Secretariat that is occupied by the Secretary General and their family. The
property is a five-story terraced property totalling some 10,000 ft2. All service and
maintenance visits to this property need to be booked in with the Facilities team with at
least 48 hours’ notice.

Please note, due to the nature of this building, service requests can be turned down and may
have to be rearranged at short notice.

The purpose of this tender is to provide cost efficiencies, improve organisational flexibility
and enhance service quality.

Facilities Services in scope of this tender
Lot 1: Section 1: Waste Management at Marlborough House
Section 2: Vending at Marlborough House
Section 3: Pest Control at Marlborough House & 40 B Hill Street
Section 4: Cleaning at Marlborough House & 40 B Hill Street
Section 5: Internal/External Planting at Marlborough House and 40 B Hill Street
Section 6: Small Works & Logistics at Marlborough House and 40B Hill Street
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Lot 2: Section 1-6 (as above)

Section 7: M&E Maintenance at 40B Hill Street

Lot 3: Section 7 (only): M&E Maintenance at 40B Hill Street

It is the Secretariats understanding that TUPE will apply to this contract in respect of the
cleaning staff currently employed. The Secretariat strongly advises tendering suppliers to
obtain their own professional advice on the application and effect of TUPE on their company
should it be in the position of being the successful tendering supplier. Staff should continue
to be paid The London Living Wage, and the received tender submissions should include
proposed costs to ensure this is reflected in their submission.

Lot 1 & 2: Section 1
Waste Management
Please complete ‘Section 1-Waste’ of the Appendix 4 Pricing Schedule

Location: Marlborough House

The Secretariat requires the contractor to provide an auditable waste management service to
include general and recyclables on a regular basis.

Service Objective
Regular collections and subsequent management off site, of segregated, mixed recyclables
and residual waste from the agreed waste collection point located at Marlborough House.

Provision of suitable paladins and other recycling collection and storage equipment.

Zero waste going to landfill in accordance with Secretariat policy and energy reduction
initiatives over the term of the contract. The Contractor to provide copies of Waste Transfer
notices and certificates of destruction.

Purpose

For the Contractor to provide a high standard waste management service at an agreed
frequency, with monitored service and performance levels. Collections from the holding
location between Monday to Friday between 0700 and 1800 hrs.
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Required service:

General Waste

Type and Volume Number of Visits Collection Frequency

Euro Paladins 950 litre 2 5 days a week
Recyclable

240 litre glass bins 2 Fortnightly

1100 litre Cardboard bin 1 Weekly

Confidential shredding
2x240 litre bins collected fortnightly. Provision of confidential sacks as required on and ad
hock due to business need

Contract Management

The contractor is to provide monthly Ml on visits, collections and tonnage monthly. Provide a
Complaints procedure and comply with all pertinent current and future regulations and
legislation.

Lot 1 & 2: Section 2
Vending
Please complete ‘Section 2-Vending’ of the Appendix 4 Pricing Schedule

Locations: Marlborough House

The Commonwealth Secretariat requires a contractor to manage an existing contract and
novate the current contract from the incumbent to themselves, for the provision of coffee
machines, water dispensers, and a vending (snack and drink) machine. The existing contract
is with Greenworks Coffee for a period of 3 years, expiring February 2028.

The contract is inclusive of:

e 2 xlarge ‘bean to cup’ coffee machines (Dr Coffee - Coffee Zone)

e 1 xsmall ‘bean to cup’ coffee machine (Vitro S1 - Azkoyen)

¢ 10 x freestanding plumbed in water coolers (Aquapoint 60B)

o 2 x tabletop plumbed in water coolers (3300X)

e 7 x 19l free standing bottled water fed water coolers (Aquapoint 60)
Note: This contract is only for the provision and maintenance of the above listed
items/machines. The contractor is to provide a proposal for the daily cleaning and provision
of consumables for this contract plus a proposed cost for year 3 of this contract and
potential 2 x 1-year extensions.

The Contractor is to provide a quarterly report on sales, products, dispenses, and service
record for all machines.

Contract Management

Provide monthly MI on visits and machine uptimes, fault logs and repair time frames. Provide
a complaints procedure and comply with all pertinent current and future legislation and
regulations.

Snack/coffee machine products to be within usable dates and the contractor shall remove all
unsold products that have less than 2 weeks remaining in date. The contractor is responsible
for collecting all cash from the snack machine.
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Sanitation of coffee, cold drink/snack and water cooler equipment remain the sole
responsibility of the Contractor.

The contractor is to provide a Healthy Snacks Option and provide detail of calories content of
the products and if a product contains nuts or other common ingredients that customers may
have reactions to.

KPI’s and SLAs:

The Secretariat expects to hold monthly operational meetings with the supplier and quarterly
and annual contract review meetings. To ensure effective monitoring of service delivery of
each contact section, the bidder is to provide a sample SLA and a small number of relevant
KPI’s for each section service line with their ITT. The Secretariat will assess their suitability
and discuss and agree the finalised SLA’s and KPI’s with the successful bidder. The awarded
contractor(s) will be required to attend quarterly Environmental Working Group meetings and
actively support the Secretariat’s environmental & sustainability objectives. Additionally, the
awarded contractor(s) will be required to support during the annual ISO audits.

Lot 1 & 2: Section 3

Pest Control

Please complete ‘Section 3-Pest Control’ of the Appendix 4 Pricing Schedule
Locations: Marlborough House & 40B Hill Street

To provide monthly service visits, frequency needs to be specified by the vendor for
Marlborough House complex inclusive of Security Gate House and all areas of the main
building and 40 B Hill Street residence.

All service visits provided are ideally to be carried out by a senior technician with additional
skills in advanced rodent proofing and tracking techniques and a minimum qualification of
RSPH or BPCA level 2 Pest control qualification with 2 years’ experience.

Pest specification for all buildings to be rats, mice, cockroaches, dermestes beetle, garden
ants, wasps and stored product insects.

Quality control visits ideally carried out by personnel with a minimum of 5 years’ service
experience.

Included in service:

¢ Under-floor baiting to the security lodge and main building complex.

¢ Proofing of active rodent entry points up to 100mm diameter with low impact
proofing materials suitable for a listed building.

e Proofing materials to be fire retardant i.e. no wire wool or expandable foam.

¢ Rodent proofing to have a 5-year guarantee on materials and workmanship.

e Access to the vendor’s online service portal and digital reporting service with KPI
reporting and 24/7 access to portal and live updates on status and service.

e Detailed service reports including logging of specific locations of pest activity
including pest species and activity level per location.

¢ Regular rodent inspections and detection using remote sensing techniques including
infra-red cameras and endoscopes.
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Lot 1 & 2: Section 4

Cleaning

Please complete ‘Section 4-Cleaning’ of the Appendix 4 Pricing Schedule
Locations: Marlborough House and 40B Hill Street

The Secretariat believes that the appropriate standard of cleaning should be quite clear to
the skilled and experienced cleaning contractor and aligned to the British Institute of
Cleaning Science (BICS). In all cases the standard of appearance and cleanliness of the
Secretariat’s properties is of great importance. Appropriate cleaning agents and methods
should therefore be employed to maintain the required standards.

Staff should continue to be paid The London Living Wage, and the received tender
submissions should include proposed costs to ensure this is reflected in their submission.

The vendor will appoint a Contract Manager, to be responsible for the management of all
aspects of the Contract. The Contract Manager shall have a current driving licence and access
to a suitable vehicle for the carrying out of the management and supervision or the works.

The Supervisor, who has sound knowledge and experience in supervising cleaning works for
high quality buildings, shall be the person in-charge of daily operation of cleaning team,
responsible for reporting to the Manager. These personnel shall be strong in supervisory and
communication skill, initiative, enthusiastic and reliable. The Supervisor may be required to
perform his duties outside the normal working hours at the Contractor’s own cost.

All cleaners should be observant, keen, alert, efficient, willing, and pleasant. Adequate
training for the cleaners shall be provided by the Supervisor to guarantee a high cleaning
standard.

Equipment
The Contractor shall provide all necessary machinery, tools and materials for the proper

execution of the work. Such machinery and materials shall be of a high standard and suitable
for use in each location, The Contractor will take responsibility for ensuring annual PAT
Testing of equipment is undertaken.

Vacuum Cleaners, Scrubbers, Polishers etc.

Contractors are required to ensure that all such equipment used is suitable and efficacious in
the provision of the service. Manufacturers’ instructions on ancillary equipment must always
be observed and conform to Portable Appliance Testing (PAT).

Floor Cleaning

All freely moveable furniture is to be moved prior to cleaning and put back in its proper
place after cleaning. Chairs must not under any circumstance be placed on tables, desks, or
other tops.

Cleaning of different material types

Floorings - inclusive of, but not exclusively, marble, stone, laminate, tile.

Carpets - inclusive of broadloom and carpet tile.

Metal finishes - inclusive of, but not exclusively, stainless steel, bronze, copper, chrome.
Wood finishes - inclusive of, but not exclusively, varnished and painted.

Internal windows
These need to be cleaned inside with a proprietary cleaner and polished to remove marks
and streaks.

External windows
To be undertaken at agreed intervals and by an agreed method.
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Sufficiency of Equipment, Materials and Chemicals

It is expected that the contractor shall, always maintain an inventory of equipment,
materials, and chemicals sufficient for the proper provision of the service. Contractor must
be fully compliant with Control of Substances Hazardous to Health (COSHH) regulations. Up
to date copies of Materials Safety Data Sheets and COSHH assessments must be made
available for all products used or stored onsite.

Sanitary Fittings
All sanitary fittings are to be kept free of lime scale build up and stains.

Toilet and Shower Areas

Removal of minor paper blockages from toilets, urinals and sinks will be necessary to
maintain use of facilities with minor disruption as much as possible. All practicable steps to
remove blockages from toilets, wash-hand basins, sinks, urinals, etc. However, should it
prove impossible to remove a blockage without the use of specialist equipment the fault
must be reported to the Facilities Helpdesk. To supply 29 x Feminine Hygiene Bins throughout
Marlborough House.

Kitchenettes

The Secretariat has a range of kitchen appliances in scope, including fridges, dishwashers,
and microwaves. These will need to be wiped down inside and out to meet the specified
standards.

Conservation Cleaning
Marlborough House is a Grade 1 listed building with many historical features which are
required to be preserved and cleaned in a sensitive and appropriate manner.

There are four Fine Rooms within the Centre Block of Marlborough House, that are used for
daily meetings as well hosting large events for hundreds of attendees. These rooms contain
furniture, tapestries, curtains, and artwork of significant historical importance and value.

The cleaning of these rooms needs to be in accordance with conservation cleaning/
preventative cleaning techniques which are non-evasive and protect the condition of
valuable objects and interiors.

The four rooms in scope:

e The Wren Room, a medium sized meeting room with interiors dating back to the
original architecture of the building designed by Sir Christopher Wren.

o The Delegates Lounge, a long, large room with multipurpose usage for meetings,
presentations and break out space during events.

e The Main Conference Room, a large meeting room overlooking the gardens and
used for the most important gatherings.

e The Green Room, a medium sized meeting room, exclusively for the use of
Commonwealth Secretariat’s Secretary General.

Within these rooms, cleaning will need to be carried out across ceilings, cornices, walls,
window & window dressings, and fireplaces.

Cleaning Consumables:
The vendor will supply consumables associated with general cleaning including but exclusive
to,

General waste & recyclable plastic sacks.
Dishwasher detergent and salt

Washing up liquid

Toilet paper

Fresh air sprays

Whilst every endeavor has been made to give tendering suppliers an accurate description of
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the requirement, tendering suppliers should form their own conclusions about the methods
and resources needed to meet those requirements and standards. Not all technical terms
within the Cleaning Specification are defined, as it is expected that the skilled contractor
will be fully aware of routine cleaning procedures, e.g., sweeping, vacuuming etc.

Please see examples of cleaning standards in Scheduled 2.

Lot 1 & 2: Section 5
Internal & External Plants
Please complete ‘Section 5-Plants’ of the Appendix 4 Pricing Schedule

Location: Marlborough House (Internal)

To provide on a hire basis, complete plant displays inclusive of plants, pots/containers, infill,
and top dressings. Provide annually options 6ft or 10ft fully dressed Christmas tree for the
centre block of Marlborough House.

Location: Marlborough House (External)

External Planting at the Front Entrance of Marlborough House (6 Planters).
To maintain and water the plants taking ultimate responsibility for their wellbeing on a
regular basis.

Location: 40B Hill Steet (External)

To provide on a hire basis, complete plant displays for two external window boxes.

To maintain and water the plants taking ultimate responsibility for their wellbeing on a
regular basis.

Location: Marlborough House & 40 B Hill Street (Internal & External)

Provision of all consumables/materials required.

In the event of a plant dying or otherwise no longer looking presentable the Contractor is to
replace immediately like for like at their own cost either as notified by The Commonwealth
Secretariat or as part of the Contractors maintenance programme.

On a periodic basis (the frequency is for the tenderer to suggest in your proposal) to move on
rotation the fixed plants around the buildings to give the visual impression that the plants
have been updated.

A grand total of 30 plants must not be exceeded. The minimum requirement criteria for a
total of approx. 20 plants. If the minimum criteria are met, the remaining allowance and
locations can be flexible making part of your proposal.

All plants being quoted must be individually itemised by description, proposed location, and
their individual cost.

Specify planned installation timescales from point of contract mobilisation.

Additional non-core elements

There is an ad-hoc special event requirement for fresh flowers with budgets up to £200 (plus
VAT) per display. Please provide your pricelist indicating what discount applies, with picture
samples of what can be expected.

With a budget not to exceed £100 (plus vat) per month, provision of various solutions for the
two spaces next to the steps inside the reception area of Marlborough House. Please provide
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suggestions on how this budget can be used through the year, showing costs and life
expectancy and pictures. You may wish to include colourful fixed plants, seasonal fresh cut
flowers and/or orchids in your schedule.
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Schedule 1: Floor Plans for Marlborough House

0
A Wihii :

Page 17 of 72 Total Facilities Management Services ITT
June 2025 Version Final



||§“B’:D|1
g 4 B
m—fj[

PM ul

| 1l o_oc f

o - '

=]

Il '?:E,

T30 50 R

s 3 TEifE &= =Ty

[ll:l'-‘ b.'_a"' _11‘_, B u !l

Fa—:

'\“W o]

-
FIRST FLOOR WEST WING ||

Page 18 of 72
June 2025

FIRST FLOOR - CENTRAL BLOCK

: ﬁg 5 ::::‘.::W
= ) 0 © ﬁ ks

FIRST FLOOR - EAST WING

. h
= =l " CQ|:
ok N L Il
SR g

a‘ mj'-'_-_lljﬁ

Ik}

SECOND FLOOR - EAST WING

Total Facilities Management Services ITT
Version Final



s
Tum
5

ROOF - WEST WING

Page 19 of 72
June 2025

Pt

ik

ilﬁﬁﬁ =

.

DA

Kl

WWWWWWWWWWWWWWWW

ar

] r- L)
i i

. I: i —_1_-

Total Facilities Management Services ITT

Version Final



Schedule 2 - Cleaning Standards Table

Cleaning  Standards

Acceptable on

Unacceptable

Specification table

Completion of Task

Acceptable Between
Cleaning Tasks

Removal of Loose
debris

Free form litter,
debris, dust and loose
foreign matter

Build-up of litter,
debris, dust and
foreign matter

Debris arising from
usage between cleans

Removal of impacted
debris

Free from impacted
debris e.g. chewing
gum, labels etc.

Build-up of impacted
debris

Debris arising from
usage between cleans

Hard Floors

Spot mop Dry and free from Build-up of spillages, Debris and spillages
spillages, removable removable stains, arising from usage
stains, superficial superficial marks and between cleans
marks and loose debris | loose debris. Having a

non-uniform finish

Full mop Has uniformed Build-up of spillages, Debris and spillages
appearance and is dry | removable stains, arising from usage
and free from superficial marks and between cleans
spillages, removable loose debris. Having a
stains, superficial non-uniform finish.
marks and loose debris

Scrub Dry and free from Build-up of removable | Debris and scuff

removable stains,
spillages, ingrained
dirt, scuff marks and
impacted debris. Of
uniform appearance.

stains, spillages,
ingrained dirt, scuff
marks and impacted
debris. Of non-uniform
appearance

marks arising from
usage between cleans

Burnish/polish

Dry and free from
removable stains,
spillages, scuff marks
and debris. Has even
sheen.

Non-uniform
appearance, build-up
of removable stains,
spillages, loose debris
and scuff marks.

Debris and scuff
marks arising from
usage between cleans

Soft Floors

Spot Clean

Free from visible loose
debris, dust, fluff and
lint, removable stains
and matter.

Build-up of debris,
dust, fluff, lint stains
and matter.
Accumulation of the
above around soft
floor edges and bases
of furniture.

Debris arising from
usage between cleans.

Full suction clean

Free from visible loose
debris, dust, fluff and
lint. Overall, even
appearance.

Build-up of removable
debris, dust, fluff and
lint. Accumulation of

the above around soft
floor edges and bases

of furniture.

Debris arising from
usage between cleans.

Deep clean

Free from impacted
debris, dust and lint.
Overall bright
appearance. Free
from removable
stains. Odour free.

Build-up of impacted
and loose debris,
removable stains.
Unacceptable odour.

Debris arising from
usage between cleans.

Vertical Surfaces and Hi

gh Level

Dust

Free from visible loose
debris, dust and
cobwebs

Build-up of loose
debris and dust on
vertical surfaces and
at points of contact

Debris and dust arising
from usage between
cleans.
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with horizontal
surfaces

Damp wipe / spot wash

Free from impacted
debris, dust, cobwebs
and removable stains
and graffiti

Build-up of impacted
debris, dust and
removable stains on
vertical surfaces.

Debris, dust and stains
arising from usage
between cleans.

Damp wipe / full wash

Free from impacted
debris, dust, cobwebs
and removable stains
and graffiti. Uniform

Build-up of impacted
debris and dust on
vertical surfaces and
at points of contact

Debris, dust and stains
arising from usage
between cleans.

appearance. with horizontal
surfaces. Removable
stains and smears still
visible.
Furniture, Fixtures and Fittings

Dust

Free from visible loose
debris, dust and
cobwebs

Build-up of loose
debris and dust on
horizontal surfaces
and at points of
contact with vertical
surfaces

Debris and dust arising
from usage between
cleans.

Spot clean

Free from impacted
debris, removable
stains and graffiti

Build-up of impacted
debris, dust and
removable stains

Debris, dust and
stains arising from
usage between
cleans.

Damp wipe / wash

Free from impacted
debris, dust, cobwebs
and removable stains.
Uniform appearance.

Build-up of impacted
debris and dust on
vertical surfaces and
at points of contact
with horizontal
surfaces. Removable
stains and smears still
visible.

Debris, dust and
stains arising from
usage between
cleans.

Polish

Dry and free from
removable stains,
spillages and debris.
Has bright even sheen.

Non-uniform
appearance, build-up
of removable stains,
spillages, loose debris,
marks and excess
polish.

Debris and marks
arising from usage
between cleans

Sanitary Fittings

Damp wipe / wash

Free from impacted
debris, dust,
removable stains,
body fats and fluids.
Uniform appearance.
Dry and odour free.

Build-up of impacted
debris, dust and fats
on all surfaces and at
points of contact with
horizontal surfaces.
Build-up of removable
stains and smears.

Debris, dust and
stains arising from
usage between
cleans. Residual
odour.
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Free from impacted
debris, dust,
removable stains,
body fats and fluids,
scale and Verdigris.
Uniform appearance.
Dry and odour free.

Deep clean

Debris, dust and
stains arising from
usage between
cleans. Residual
odour.

Build-up of impacted
debris, dust, fats,
scale and Verdigris on
all surfaces and at
points of contacts with
other surfaces. Build-
up of removable stains
and smears.

Daily requirements (unless specified)

General

Empty waste baskets and take waste to
disposal areas
Load and empty dishwasher

Hard floors

Sweep or vacuum. Damp mop where necessary.
Full mop and burnish/polish twice a year

Soft floors

Full suction clean, remove stains by spot
cleaning
Shampoo carpet - twice a year

Furniture and fittings

Dust or damp wipe all furniture and horizontal
surfaces from floor level to 125cm

Spot clean desktops

Clean computers / telephones with hygiene
wipe quarterly

High level dust / cobweb removal (up to 2m)

Walls, doors, handles, kick and push panels,
stair handrail, hallway skirting

Spot clean /Damp wipe

Internal glass panels

Spot clean / Damp wipe

Toilets, showers and changing rooms

Sinks and showers (including plugholes) damp
wipe/wash all surfaces with sanitising agent
Toilets/ Urinals (including inside and outside
pans, cisterns and flushing mechanism) damp
wipe/wash with sanitising agent

Empty sanitary bins

Fixtures (i.e. mirrors) damp wipe/wash

Lot 1 & 2: Section 6

Small Works & Logistics

Please complete ‘Section 6-Small Works & Logistics’ of the Appendix 4 Pricing Schedule

Location: Marlborough House

The duties for the contractor will be on an ad-hoc (as required) basis. The duties to include,

but not limited to:

e Hanging blinds, pictures etc.
o Assembling furniture

e Rearranging office furniture

e Rearranging meeting rooms

e Cable tidying e.g. under desks
e Boxing in pipework

e Sealing & re-grouting

e Lifting & shifting items/furniture

e Minor decoration/painting/making good.
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e Carpet repairs
o Safe disposal of waste and by-products generated by any works.

Location: 40 B Hill Street

The duties for the contractor will be on an ad-hoc (as required) basis. The duties to include,
but not limited to:

e Hanging blinds, pictures etc.

o Assembling and rearranging furniture

e Sealing & re-grouting

e Boxing in pipework

o Lifting & shifting items/furniture

e Minor decoration/painting/making good.

o External lights

o Carpet repairs

o Safe disposal of waste and by-products generated by any works.
We require the service to be as responsive as possible, being able to attend site within 3-5
working days of the original request.

We require the service to complete tasks on a concurrent basis and not let tasks take longer
than the agreed length of time.

Consumables/materials can be refunded at cost on production of original receipts with
invoice.

Personnel Specification:

All personnel sent on site must be fully qualified and hold relevant health and safety
training.

The logistics & small works provider must have liability insurance and be able to present a
copy of the valid certificate with their submission.

Lot 2 & 3: Section 7

M&E Maintenance
Please complete ‘Section 7-M&E’ of the Appendix 4 Pricing Schedule
Location: 40B Hill Street

The scope of works under this contract comprises the following workstreams:

Planned Preventative Maintenance (PPM)
Reactive maintenance
Out of Hours Emergency Work
¢ Handyman, small miscellaneous repairs and maintenance tasks
Service Provision

Service visit frequency per annum needs to be specified by the contractor to carry out the
pre-planned maintenance of the mechanical and electrical services equipment. An asset list
of Schedule of Equipment List is at schedule 3 below. The contractor will be required to
provide a full Planned Preventative Maintenance schedule of equipment and provide
Management Information (M) to the agreed service levels, with quarterly, and an annual
contract review meeting to be agreed.
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Schedule 3: List of assets to be maintained at 40B Hill Street

e 1 x Water Softener S600 Econominder

¢ 1 x Hot Water Cylinder

e 1 x Ideal Evomax 80kw boiler

e 1 xHWS Pump

e 1 x Toilet Waste Muncher

¢ 1 x Kitchen Waste Muncher

e 6 x Shower Water Booster Pumps

e 12 x Fire Extinguishers

¢ 1 x Menvier Fire Alarm Panel

e 1 x Intruder panel

e Weekly Checks /Lamps/Fire Alarm Test

e Water Hygiene including CWST

e Closed Circuit Sampling

e Monthly gas and electricity readings
Standards of workmanship and Materials

Carry out and complete all Works in accordance with:

e SFG20 regimes and Good Industry Practice.

e Statutory Regulations.

e The Commonwealth Secretariat’s Policies.

e The Commonwealth Secretariat’s Codes of Practice.

e Any specific requirements for those Works in this Specification, and to the

satisfaction of the Commonwealth Secretariat (acting reasonably).

To the extent that the standard of any Works has not been specified in this Contract, agree
the relevant standard for the Works with the Secretariat before their execution. Where
Works or working methods are to be “Approved by” “Agreed with” or are indicated to be
“subject to the Approval of” the Secretariat, provide the Secretariat adequate notice when
such Approval or Agreement is needed and retain evidence of all Approvals given, and items
that have been Agreed, by the Secretariat.

To the extent that it is necessary to design any aspect of the Works, in preparing those
Designs, use the reasonable skill and care to be expected of an experienced maintenance
Service Provider that is skilled in undertaking the Works.

SFG20, British Standards & Codes of Practice

Ensure all Works undertaken and all Materials used in those Works comply with all
applicable SFG20/British Standards and Codes of Practice and the Secretariat’s Codes of
Practice that are current at the time of their use.

References in this Specification of Workmanship and Materials to any SFG20/British
Standard or Code of Practice are to be construed as references to the version current at the
time the Order is undertaken.

Where a specific SFG20/British Standard or a Code of Practice is referred to, this sets out
the minimum acceptable standard of Materials or workmanship.

Any requirement in this Specification of Workmanship and Materials to use material or an
article which is defined by reference to a specified Quality Assurance Scheme, Agreement
Certificate, British Standard Specification or other approval.

Materials

Where this Specification requires Materials to be matched to existing Materials or finishes,
this match is subject to the Approval of the Secretariat.
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Do not use any prohibited materials in carrying out the Works. Prohibited Materials are
those Materials which are generally accepted or (having regard to Good Industry Practice)
are reasonably suspected of:

e Being harmful in themselves.
e Being harmful when used in a particular situation or in combination with other
Materials.
e Becoming harmful with the passage of time; or
¢ Being damaged by or causing damage to the structure in which they are to be
affixed.
Use, fix and apply all Materials strictly in accordance with the manufacturer’s
recommendations, directions or instructions.

Where appropriate, suggest (economically viable) amendments to this Specification
where those amendments may lead to an improvement in environmental performance or
sustainability.

At the Secretariat’s request, provide all information the Secretariat reasonably requests,
regarding the environmental impact of the supply and use of any Materials and goods the
Service Provider selects for use in the Works.

All service visits and ad hoc requests provided are to be carried out by a suitably qualified
technician and hold relevant health and safety training. The service provider has the
correct level of liability insurance and presents a copy of the valid certificate with their
ITT submission.

Contract Management

The service will be required on a fixed price basis, providing quotes either on site free of
charge or by phone on a per job basis, and by sending an official email to John Regan,
Facilities Operations Manager (j.regan@commonwealth.int). The quotes provided will be
calculated using an estimated length of time and using an hourly/daily rate. The
hourly/daily rate to be fixed for a minimum of 1 year. Applications to change the
hourly/daily rates after 1 year can only be submitted 6 weeks prior to the contract
performance review/renewal date and acceptance is at the sole discretion of the
Secretariat.

Please see the above Schedule 3 for list of assets to be maintained.
Commercial

KPI’s and any required SLA shall be agreed with the succesful Supplier prior to Contract
award.

Payment and Value Added Tax (VAT)

Invoices will be submitted annually, accompanied by all necessary documentation, to the
Secretariat's representative. Suppliers are responsible for stating whether prices are VAT
inclusive or exclusive and this must be supported by the invoice provided.

Payment is due monthly unless otherwise agreed upon in writing by the Secretariat. After
the delivery of all items under the Contract and certification of satisfactory quality by the
Secretariat’s representative, payment should be made. If we exceed our annual allocation
of free certificates, any additional certificates must be included in the annual billing. The
Secretariat reserves the right to withhold or reduce payments in the event of
unsatisfactory quality, without affecting other rights under the Contract.
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Price

The supplier’s quoted price should include all services, such as delivery, labour, VAT,
materials, equipment, overheads, implementation, license or certificate fees, and other
related expenses. This covers the supply or use of any invention, process, model, or
information, as well as all other costs associated with the contract.

7. CONTRACT MONITORING AND KEY PERFORMANCE INDICATORS

7.1 The Secretariat expects to hold monthly operational and quarterly and annual
contract review meetings with the supplier. To ensure effective monitoring of service,
the Tenderer is to submit a small number of relevant KPIs for the Contract along with
their tender submission. The Secretariat will assess their suitability, discuss, and
agree the finalised KPI’s with the successful Tenderer.

7.2 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. All invoices will be sent to fmsinvoices@commonwealth.int in the first
instance. Further invoicing instructions will be given for future invoicing purposes.

8 TENDER SUBMISSION DOCUMENTS (ref:648-2025)

Note - Tenderers must complete and return ALL of the tender submission
documents below:

Part 1 - Tenderer Details
Part 2 - Technical Questionnaire
Part 3 - Pricing Schedule

Part 1 - Tenderer Details

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

Company Company

Name Registration Number
Company Date of incorporation
Address

Post Code

Contact Job

Name Title

Telephone Email

REFERENCES

Please provide the contact details of three (3) reference clients (with whom you have worked
within the last eighteen (18) months). The referees will not be contacted until the final stage
of the tender process. Please provide references from similar international organisations
and/or public sector bodies if possible. Prior to award, the Secretariat may wish to take up
references without further communicating this request to the Tenderer.
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Reference 1 Reference 2 Reference 3

Company Name

Contact Name

Company Address

Dates of engagement

Summary description
of the services
provided

Telephone

Email address

1.1 Terms and Conditions confirmation
Please delete ‘Yes’ / ‘No’ as applicable.

() Please confirm that your organisation agrees to the Commonwealth Yes/No
Secretariat’s proposed Contract Terms and Conditions as set out in
Appendix 1. If not, please state reasons by completing the Legal
Comments table below.

By submitting a response, the tenderer is agreeing to be bound by the terms of this ITT and
the Secretariat’s Terms and Conditions of Contract. As such, if the proposed alternative
terms in Appendix 1 renders proposals in the tenderer’s response unworkable, the tenderer
must submit full details of the unworkable/unacceptable provisions by completing the Legal
Comments Table below:

Legal Comments table *

Clause/Paragraph Summary of Issue Suggested Revisions
/Schedule

* Please add extra rows if required

1.2  Code of Ethics
Please delete Yes/No as applicable.

() Please confirm that your organisation agrees to and has signed, dated, and Yes/No
attached the Code of Ethics (Appendix 2)

1.3 Insurance requirements [PASS/FAIL]
The appointed supplier will be required to maintain appropriate levels of insurance in
a number of areas and supply copies of relevant policies as appropriate. Please
complete the enclosed table.
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Area Level of Level of cover | Level of Further

cover currently held | cover to be | details/limitations in
expected provided liability cap Inc. Amounts
Public liability £10m
Employer’s liability | £5m
Professional £1m
Indemnity

Please note that the insurance cover detailed above needs to be in place before any
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 supplier.

1.4 Employment and Human Rights [PASS/FAIL]

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

a | In the last three years, has any finding of unlawful discrimination been Yes/No
made against 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)?

b | In the last three years, has your organisation had a complaint upheld Yes/No
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 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 Commonwealth’s satisfaction that
appropriate remedial action has been taken to prevent similar unlawful
discrimination reoccurring.

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

1.5 Environmental Legislation [PASS/FAIL]
For organisations working outside of the UK please refer to equivalent legislation in
the country that you are located. Please delete Yes/No/NA as applicable.

a | Has your organisation been convicted of breaching environmental Yes/No
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 Tenderers 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.

b | If you use sub-contractors, do you have processes in place to check whether | Yes/No/
any of these organisations have been convicted or had a notice served upon | NA
them for infringement of environmental legislation?
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1.6

Health and Safety legislation [PASS/FAIL]

For organisations working outside of the UK please refer to equivalent legislation in

the country that you are located. Please delete Yes/No/NA as applicable.

Please self-certify that your organisation has a health and safety policy that
complies with current legislative requirements. Please provide a copy.

Yes/No

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 three (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 Tenderer(s) that have been in receipt of enforcement/remedial
action orders unless the Tenderer(s) can demonstrate to The
Commonwealth’s satisfaction that appropriate remedial action has been
taken to prevent future occurrences or breaches.

Yes/No

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

1.7

Policies/Accreditations [PASS/FAIL]

Policies & Accreditations

Yes/No/N/A

Please confirm you have a GDPR policy in place, provide details below and
submit a copy of it as part of your tender response.

Insert answer here.

Please confirm that your company (and any of your Employees involved in
the provision of the Services), if successful, would comply with all
requirements under the DPA including the GDPR.

Insert answer here.

Please confirm you have employee vetting policies and procedures in place
and provide details below.

Insert answer here.

Please provide details of any relevant accreditations, qualifications,
certifications or awards you have received.

Insert answer here.

1.8 Experience [PASS/FAIL]

Experience

Yes/No/N/A

Provide examples/details of three clients where you have provided similar
services.
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Insert answer here.

1.9 Turnover / Financial Stability (PASS/FAIL)

Please provide details of your audited annual turnover over the past two years:

Previous Year (2022-2023)

Year 2 (2021-2022)

Please note, the successful bidder will also be checked for their Equifax Credit Score. Should
the bidder fail the credit score, the Secretariat will be entitled to commence negotiations
with the second preferred bidder subject to that bidder having passed the Equifax Credit
Score and so forth.

1.10 Commercially Sensitive Information - for completion by Tenderers

TENDERER’S COMMERCIALLY POTENTIAL DURATION OF COMMERCIAL
SENSITIVE INFORMATION IMPLICATION OF SENSITIVE INFORMATION
DISCLOSURE

Part 2 - Invitation to Tender - Quality (Technical) Questionnaire
Total Weighting 40%

1 - Technical & Functional Requirements

Please answer all questions:

Question Question
Number Weighting

1 Supporting the achievement of environmentally sustainable development
in its member states is one of the Secretariat’s primary goals and an
essential value of the Commonwealth Charter. The Secretariat is
committed to ensuring that environmental best practice permeates
through the day-to-day and strategic operations of its premises, facilities, | 5%
procedures and practices and it expect its partners to adopt similar or
better standards

Please describe how you would support the statement above.

Insert your answer here

words maximum: 500 words
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2 Please describe your methodology for delivering facilities services to
Grade 1 Listed premises and/or a Victorian Townhouse in Mayfair, stating 5%
how your knowledge and expertise will be utilised on this contract if you °
were successful.

Insert your answer here

words maximum: 500 words

3 Based on your experience of working with clients from either Public
Sector, Diplomatic or NGO Sectors, please describe how you will deliver 5%
the Lots in the specification and provide specific lessons you will deploy.

Insert your answer here

words maximum: 500 words

4 Utilising the specification document for these Lots, please describe how
you would provide the services outlined in this ITT? Your answer should
include but not be limited to:

» The resources you would utilise

* Roles & responsibilities of the individuals involved
» How service levels would be monitored (included draft Service 5%
Level Agreement) ?
 Your implementation strategy, timeline dates for the services and
timed milestones from contract signature.

« Critical factors for successful implementation of the services.

« If you intend to sub-contract any aspect of the services/work,
provide the details of your proposed subcontractor(s) and service lines
that will be delivered by them.

Insert your answer here

words maximum: 1000 words

5 Please detail how you would maintain high working standards throughout
the contract period. Your answer should include but not be limited to:
. 5%
« Learning & Development Plans.
» The frequency at which you would conduct training.
« Your approach to continuous improvement
Insert your answer here
words maximum: 800 words
6 Please detail how your company would contribute to the Secretariat
maintaining its ISO 14001 Environmental & ISO 45001 Health & Safety 5%
Management systems certified status?
Insert your answer here
words maximum: 1000 words
7 Please explain your approach to providing a robust service across all
specified facilities service lines, and how will you ensure continuity in 10%
times of business interruption, absence of key personnel assighed to the ?
contract or the lack of available materials?
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Insert your answer here

words maximum: 1000 words

Part 3 - Invitation to Tender - Pricing - 60%
Please delete ‘Yes’ / ‘No’ as applicable.

Financial Standing

Bidders must achieve a minimum Equifax Credit Score. Should an applicant fail to meet this
minimum standard, the Commonwealth Secretairat is entitled to exclude the bidder from the
Procurement exercise but, may decide at it’s discretion, having considered all the relevant
circumstances, to allow the bidder to proceed.

Pricing Weighted Total 60%
This element is worth 60% of the total score.

Transparent pricing must be submitted with no hidden costs. Prices quoted should be in line
with the specificied requirements of this tender. Pricing and cost must be broken down to
the different elements of the service and must include all associated costs. Prices quoted
must be fixed for the proposed term of the agreement. Please provide pricing exactly as set
out in Appendix 3 - Pricing Schedule:

To Note:

The pricing schedule must be returned as part of your tender and must reflect the cost for
your provision of all services as set out in the specification and your tender responses.
Tenderers shall only complete the yellow cells in the worksheets. When entering prices,
enter only the numerical value. Do not add or include any additional characters such as ‘£’.
Please ensure you itemise both prices excluding and including VAT separately and
transparently.

Please provide indexation cost based on CPI for years 2 and 3 where required. For example
Total cost of year 2 = Total cost for year 1 + uplift and so on.

Ratecard: The service will be required on a fixed price basis, providing quotes either on site
free of charge or by phone on a per job basis. The quotes provided will be calculated using
an estimated length of time and using an hourly/daily rate, the hourly/daily rate to be fixed
for a minimum of 1 year. Applications to change the hourly/daily rates after 1 year can only
be submitted 6 weeks prior to the contract performance review/renewal date and
acceptance is at the sole discretion of the Secretariat.

The commercial evaluation of the tender will be based on total cost for 3 years. The
schedule of rates and other information is used for reference only and to estimate future
usage and costs.

All prices shall be submitted in Great British Pounds Sterling (£) and include both prices
excluding and including VAT itemised separetely and transparently.

Part 4 - Presentation Brief

Following the evaluation of the Technical Questionnaire and Commercial, the top three (3)
scoring bidders will be invited to give a presentation to the evaluation panel.

This may be required to be delivered remotely or in person (Proposed timetable dates -
14 and 15 August 2025).

Presentation Brief

The presentation will comprise two elements lasting a total of 1% hours:
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Commonwealth Secretariat T&E User Presentation Part 1

Bidders shall be required to undertake an initial presentation to a wider audience of
Commonwealth Secretariat T&E users. The purpose of this presentation is to highlight to the
users, the benefits and ease of use of the offered solution. Therefore, it is required that as
part of the presentation, bidders demonstrate how a typical claim(s) is inputted into the
solution from beginning to end. This will consist of a 30-minute presentation followed by 15
minutes for questions and answers.

Commonwealth Secretariat Evaluation Panel Presentation Part 2

Bidders shall then present to the evaluation panel, presenting the services relating to Part 2,
the pricing in Part 3 as well as any other clarification questions which may have been asked
following bid evaluation by the Commonwealth Secretariat. This will consist of a 30-minute
presentation followed by 15 minutes for questions and answers.

Please confirm your ability/willingness to give a presentation based on the brief above | Yes/No

at your own expense on one of the dates specified in the Tender Timetable.
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1 This Agreement is made the day of 2025
Parties

(1) The Commonwealth Secretariat, an international organisation established by the
Commonwealth Secretariat Act 1966 and enjoying privileges and immunities under the
2005 Revised Agreed Memorandum on the establishment and functions of the
Commonwealth Secretariat (the "Agreed Memorandum”), whose address is
Marlborough House Pall Mall London SW1Y 5HX (the "Secretariat”); and

(2) [name of Supplier], having its principal office located at [insert address], [Company
Registration Number (if applicable)] (the "Supplier”).

(each a "Party” and together, the "Parties”).

Background:

(A) The Secretariat wishes to engage the Supplier to provide the Goods and/or Services as
described in the Specification and on the terms of this Agreement.

(B) The Supplier is an independent contractor, having represented to the Secretariat that
it has the required professional skills, Staff and technical resource necessary to
provide the Goods and/or Services to the Secretariat on the terms of this Agreement
and the Secretariat having relied on this representation by entering into this
Agreement.

The parties agree:

1 Definitions and interpretation

1.1 In this Agreement, unless the context requires otherwise, the following words and
phrases have the meanings set opposite them:

Agreement means this Agreement and any Schedules, Appendices or
Annexes attached hereto.

Applicable Laws all applicable laws, statutes, regulations and codes from time to
time in force relevant to the provision of the Goods and/or
Services.

Business Day a day that is not a Saturday or Sunday or any day that is not a

bank holiday in the location of the Party obliged to act on the
relevant date under the Agreement.

Charges means the charges payable by the Secretariat to the Supplier as
set out in the contract.

Commencement Date means date of agreement.

Confidential Information means all information or data (in whatever form
conveyed or on whatever media stored) of a confidential
or proprietary nature disclosed to or received by the
Supplier (by any means), or to which the Supplier has
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access, whether or not labelled or designated as
confidential, relating to the products, services, business
or proposed business, finances, transactions, Staff and
affairs of the Secretariat or any supplier, partner,
employee, including Intellectual Property Rights, trade
secrets, information in respect of which the Secretariat
is bound by an obligation of confidentiality to a third
party or any other information which is designated as
confidential by the Secretariat or which the Supplier
should reasonably be aware is confidential;

Deliverables means without limitation any and all works of authorship,
products, materials, discoveries, inventions, research,
processes, systems, programs (including software programs and
source code), formulae, component lists, operating and training
manuals, databases, instructions, manuals, brochures,
catalogues, process descriptions, know-how, data, diagrams,
charts, results, reports, information, methodologies, ideas,
concepts, designs, documents, models, prototypes, sketches,
drawings, plans, photographs, specifications and studies created
or developed by the Supplier and/or any Subcontractor in
providing the Services (either alone or jointly with others)
including without limitation those set out in the Schedule 2
(Deliverables);

Delivery Date means the date for delivery of the Goods as described in the
Specification.

Delivery Location means the location for delivery of the Goods as described in the
Specification.

Existing IPR means any and all IPR that are owned by or licensed to either
Party and which have been developed independently of the
Agreement (whether prior to the date of the Agreement or
otherwise).

Good Industry Practice means the exercise of that degree of skill, care, and
efficiency as would be expected from a leading company
in the relevant industry or business sector.

Goods means the goods as described in the Specification.

Intellectual Property

Rights (IPR) means any and all copyright, rights in inventions, patents, know-
how, trade secrets, trademarks and trade names, service marks,
design rights, rights in get-up, database rights and rights in
data, the right to sue for passing off, utility models, domain
names and all similar rights and, in each case:
(a) whether registered or not.
(b) including any applications to protect or register such rights.
(c) including all renewals and extensions of such rights or

applications.

(d) whether vested, contingent or future; and
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(e) wherever existing.

New IPR means all IPR in any materials created or developed by or on
behalf of the Supplier pursuant to the Agreement but shall not
include the Supplier's Existing IPR.

Personal Data means any information relating to a living individual who can be
identified, directly or indirectly, in particular by reference to:
(f) an identifier such as a name, an identification number,
location data or an online identifier; or
(g) one or more factors specific to the physical, physiological,
genetic, mental, economic, cultural or social identity of the
individual.

Premises means land or buildings belonging to the Secretariat where the
Services are performed.

Pricing Schedule means the schedule annexed to this Agreement at Schedule 3
(Pricing).
Property means any property, other than land or buildings, issued or made

available to the Supplier Staff by the Secretariat in connection
with this Agreement.

Replacement Supplier means a replacement supplier as nominated by the
Supplier from time to time.

Services means the services as set out in the Specification.
Secretariat's Code of

Ethics means as annexed to this Agreement at Appendix 2 (Secretariat's
Code of Ethics) and as updated from time to time.

Site means the area within the Premises in which the Services are
performed.
Specification means the specification for the Goods and/or Services as annexed

to this Agreement at Schedule 6 (Specification of Requirements).

Staff means:
a) for the Supplier, all directors, officers, employees, agents,
consultants and contractors of the Supplier and or any
Subcontractor engaged in the performance of the Supplier's
obligations under this Agreement; and

(b) for the Secretariat, all directors, officers and employees of
the Secretariat; Subcontractor means any natural person(s),
partnership(s), or company(ies), including its legal
successors or permitted assignees, to whom any part of the
Services to be provided is subcontracted by the Supplier.

Supplier Tender means the Supplier's tender response.

Termination Date means the date upon which this Agreement terminates for
whatever reason.

VAT means value added tax or any equivalent, similar or
replacement tax chargeable in the UK or elsewhere; and
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Working Day means:
For the Secretariat: a day that is not a Business Day and not a
day which falls on or within the following dates: 25 December -
1 January, and Commonwealth Day (second Monday in March);
and

For the Supplier: a Business Day.

2 Commencement and Duration of Agreement

2.1 Notwithstanding Clause 17 (Termination):
1.1.1 the term of this Agreement will commence on and include the
Commencement Date and will expire at the end of [] (DN: date or time
period to be inserted as agreed between the Parties) (the "Term"); and

1.1.2 the Secretariat may, at its sole discretion, extend this Agreement by
providing three (3) months' written notice to the Supplier.

1.2 In the event of any inconsistency between the terms of this Agreement, the
Specification and the Schedules, such conflict shall, save where expressly
provided otherwise, be determined with the following order of precedence:

1.2.1 the Agreement.

2.2.2 the Specification and any annexes.
2.2.3 the Schedules and any relevant annexes; and
2.2.4 Schedule 7 (Supplier Tender).
3 Provision of Services
3.1 During the Term, the Supplier shall provide the Services and deliver any
Deliverables to the Secretariat in accordance with this Agreement and in

compliance with any requirements set out in the Schedule 1 (Specification),
Schedule 2 (Deliverables), and Schedule 7 (Supplier Tender).

3.2 The Supplier acknowledges that:
3.2.1 The Secretariat has made available to it all of the information and
documents that the Supplier considers necessary or relevant for the
performance of its obligations under this Agreement.

3.2.2 The Supplier has made the relevant enquiries to satisfy itself as regards
the nature and extent of the Services, the means of communication with
and access to the Site and the supply of and conditions affecting labour,
subject to all such matters being discoverable by the Supplier; and

3.2.3 The Supplier shall not be excused from the performance of any of its
obligations under this Agreement nor be entitled to recover any additional
costs or charges arising as a result of any failure by the Supplier to have
understood fully the nature and scope of the Agreement and its obligations
under such Agreement.

3.3 The Supplier shall meet any performance dates for the Services specified
in the Specification or that the Secretariat notifies to the Supplier and
time is of the essence in relation to any of those performance dates.

3.4 The Supplier shall not, without the prior written consent of the
Secretariat, have authority to:
3.4.1 enter any legally binding arrangement or agreement.
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3.5

3.6

3.7

3.8

3.4.2

3.4.3

3.4.4

incur expenditure in the name or for the account of the Secretariat.
sign any document; or
make any promise, on behalf of the Secretariat during the Term.

The Supplier shall provide the Services with all due skill, care and
diligence, and in accordance with the Specification and with Good Industry
Practice and Applicable Laws at all times.

The Supplier agrees to make itself available to provide the Services in
accordance with the Specification (or if no such time is specified in the
Specification, as much as is required in order to properly perform the
Services), together with such additional time as may be reasonably
necessary for the provision of the Services as specified by the Secretariat
from time to time or as otherwise agreed between the Parties.

To the extent that the Specification and Schedule 2 (Deliverables) contain
any milestone dates relating to the provision of the Services and/or any
Deliverables, the Supplier will frequently keep the Secretariat informed of
progress against such milestones and will produce all such information and
reports in such form as the Secretariat may reasonably require from time
to time. Where progress reports are required to be submitted, the Supplier
shall render those reports at such time and in such form as may be
specified by the Secretariat.

If any incidental services, functions or responsibilities not specifically
described in the Specification or elsewhere in this Agreement as being
within the scope of the Supplier's responsibilities are reasonably required
and strictly necessary for the proper performance and provision of the
Services, they shall be deemed to be implied by and included within the
scope of the Services to the same extent and in the same manner as if
specifically described in this Agreement. For the avoidance of doubt, the
Supplier shall not be entitled to any additional Charges in respect of the
performance of any such incidental services, functions or responsibilities.

4 Materials and Equipment

4.1

Any materials, instruments, equipment and processes provided by the Supplier
for use in connection with the provision of the Services ("Supplier Materials")
shall be in accordance with the standards required by Applicable Laws and the
Supplier will be liable, at its own cost, to keep any such Supplier Materials in
good and serviceable condition and ensure that any technology used is kept up-
to-date, such as to ensure the quality of the Services provided to the Secretariat
is at all times in accordance with the terms of this Agreement.

4.1.1

At the request of the Secretariat, the Supplier shall provide proof that the
materials and processes used, or proposed to be used, conform to those
standards. Such proof will be subject to the reasonable satisfaction of the
Secretariat.

4.2 Where the Supplier Materials include computer equipment (including any storage
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devices and storage media used with it) for the provision of the Services, the
Supplier shall ensure that:

(a) it is free of any virus or malware.
(b) it is available for audit by the Secretariat's ICT department, or equivalent

person from time to time as reasonably required by the Secretariat; and
(c) it is not connected at any time to the Secretariat's computer network.
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4.3 All Supplier Materials shall be at the risk of the Supplier. The Secretariat shall
have no liability for any loss of or damage to any Supplier Materials unless the
Supplier is able to demonstrate that such loss or damage was caused by any act,
neglect or default of the Secretariat.

4.4

4.5

5 The Goods

The Supplier shall be required to remove all plant, tackle and tools which it brings
to the Premises on termination or expiry of this Agreement, or at any time at the
request of the Secretariat.

Use of Secretariat Property

4.5.1

4.5.2

4.5.3

4.5.4

4.5.5

All of the Property shall remain the property of the Secretariat and shall
be used in the performance of this Agreement and for no other purpose
without the prior written consent of the Secretariat.

The Supplier shall be liable for any loss of or damage to any of the
Property resulting from its use by the Supplier unless the Supplier is able
to demonstrate that such loss or damage was caused or contributed to by
the act, neglect or default of the Secretariat.

The Supplier shall not in any circumstances have a lien on any of the
Property and shall take all steps necessary to ensure that the title of the
Secretariat and the exclusion of any lien are brought to the attention of
any third party dealing with any of the Property.

The Supplier shall be responsible for its own costs resulting from any
breakdown of the Property, unless it can demonstrate that the
Secretariat had caused undue delay in its replacement or repair.

The Supplier shall maintain any Property used by the Supplier in good and
serviceable condition, fair wear and tear excepted.

5.1 The Supplier shall ensure that the Goods shall:

5.2

5.3

Page 40 of 72
June 2025

5.1.1

5.1.2

5.1.3

5.1.4

correspond with their description and the Specification and any other
descriptions in the Supplier Tender.

be of satisfactory quality (within the meaning of the Sale of Goods Act
1979) and fit for any purpose held out by the Supplier or made known
to the Supplier by the Secretariat expressly or by implication, and in
this respect the Secretariat relies on the Supplier's skill and judgement.

where they are manufactured products, be free from defects in design,
material and workmanship and remain so for twelve (12) months after
delivery; and

comply with all applicable statutory and regulatory requirements
relating to the manufacture, labelling, packaging, storage, handling
and delivery of the Goods.

The Secretariat may inspect and test the Goods at any time before delivery.
The Supplier shall remain fully responsible for the Goods despite any such
inspection or testing and any such inspection or testing shall not reduce or
otherwise affect the Supplier's obligations under the Agreement.

If following such inspection or testing the Secretariat considers that the Goods
do not conform or are unlikely to comply with the Supplier's undertakings at
Clause 5.1 (the Goods), the Secretariat shall inform the Supplier, and the
Supplier shall immediately take such remedial action as is necessary to ensure
compliance.
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5.4 The Secretariat may conduct further inspections and tests after the Supplier
has carried out its remedial actions.

6 Delivery of Goods and/or Services
6.1 The Supplier shall ensure that at all times it has and maintains all the licences,
permissions, authorisations, consents and permits that it needs to carry out its
obligations under this Agreement.

6.2 Delivery of the Goods
6.2.1 The Supplier shall ensure that:

(a) the Goods are properly packed and secured in such manner as to enable
them to reach their destination in good condition.

(b) each delivery of the Goods is accompanied by a delivery note which
shows the order number (if any is provided to the Secretariat by the
Supplier), the type and quantity of the Goods (including the code
number of the Goods, where applicable), special storage instructions
(if any) and, if the Goods are being delivered by instalments, the
outstanding balance of Goods remaining to be delivered; and

(c) if the Supplier requires the Secretariat to return any packaging
material to the Supplier, that fact is clearly stated on the delivery
note. Any such packaging material shall be returned to the Supplier at
the cost of the Supplier.

6.2.2  The Supplier shall deliver the Goods:
(a) on the Delivery Date.
(b) to the Delivery Location; and

(b) during the Secretariat's normal business hours, or as instructed by
the Secretariat.

6.2.3 Delivery of the Goods shall be completed on the completion of
unloading of the Goods at the Delivery Location by the Supplier.

6.2.4 If the Supplier:

(a) delivers less than [95] % of the quantity of Goods specified in the
Specification; or

(b) delivers more than [105] % of the quantity of Goods specified in the
Specification, the Secretariat may at its discretion reject the Goods
or the excess Goods and any rejected Goods shall be returnable at
the Supplier's risk and expense.

6.2.5 If the Supplier delivers more or less than the quantity of Goods
specified in the Specification, and the Secretariat accepts the delivery,
a pro rata adjustment shall be made to the invoice for the Goods.

6.2.6 The Supplier shall not deliver the Goods in instalments without the
Secretariat's prior written consent. Where it is agreed that the Goods
are to be delivered by instalments, they may be invoiced and paid for
separately. However, failure by the Supplier to deliver any one
instalment on time or at all, or any defect in an instalment, shall
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entitle the Secretariat to the remedies set out in Clause 6.2.4 (Delivery
of the Goods).

6.3 Delivery of the Services
6.3.1 Use of the Premises

(a) Whilst on the Premises, the Supplier Staff shall comply with such
rules, regulations and other requirements as may be in force in
respect of the conduct of persons attending and working on the
Premises.

(b) Where the Services are performed on the Premises, the Supplier
shall have use of the Premises without charge as a licensee and shall
vacate those premises on termination of this Agreement.

(c) The Supplier shall not use the Premises for any purpose other than
the provision of the Services unless through the prior written
consent of the Secretariat.

(d) Should the Supplier require modifications to the Premises, such
modifications shall be subject to prior written consent of the
Secretariat and may be carried out by the Secretariat at the
Supplier's expense. Ownership of such modifications shall rest with
the Secretariat.

(e) The Supplier shall not deliver any equipment to, or take any
equipment from, the Premises outside of normal working hours,
without prior written consent of the Secretariat.

(f) The Supplier shall maintain all equipment and its place of storage
within the Premises in a reasonably safe, serviceable and clean
condition.

On termination of this Agreement, the Supplier shall at its cost and
expense, subject to the provisions herein, remove all equipment and
shall clear away from the Premises all waste arising from the
performance of the Services and shall leave the Premises in a
reasonably clean and tidy condition.

6.3.2 Access to the Premises

(a) Where the Services are to be performed on the Premises, the
Secretariat shall grant the Supplier reasonable access to the Site (or
shall procure such access).

(b) If the Secretariat gives the Supplier notice that a specifically named
member of the Supplier Staff shall not be admitted to the Premises,
the Supplier shall ensure that that person shall not seek admission
and shall not be admitted.

(c) The Supplier shall make an application to the Secretariat seeking
access for its Staff that require access to the Site. This application
for consent by the Supplier shall contain:

(i) a list showing the name and address of every person whom
the Supplier wishes to be admitted to the Premises and,
where required by the Secretariat, every other person who is
or may be involved in any other way in the performance of
this Agreement, the capacity in which each person is or may
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be so involved and any other particulars reasonably required
by the Secretariat from time to time;

(ii) satisfactory evidence as to the identity of each such person;
and

(iii)  any other information about each such person, with any
supporting evidence reasonably required by the Secretariat
from time to time, including full identification and
background details of any such person.

(d) Where the Supplier Staff are required to have a pass for admission
to the Premises, the Secretariat shall, subject to satisfactory
completion of consent procedures, arrange for such passes to be
issued.

(e) The Supplier Staff who cannot produce a proper pass when required
to do so by any appropriate Staff or agent of the Secretariat, or
who contravenes any conditions on the basis of which a pass is
issued, may be refused admission to the Premises or required to
leave the Premises.

(f) The Supplier shall promptly return any pass if at any time the
Secretariat so requires or if the person for whom it was issued
ceases to be involved in the performance of the Services. The
Supplier shall promptly return all passes on termination of this
Agreement.

(g) The Supplier Staff shall comply with all security measures
implemented by the Secretariat in respect of Staff and other
persons attending the Premises.

(h) The Secretariat shall have the right to carry out any search of the
Supplier Staff or of vehicles used by the Supplier at the Premises.

(i) The Supplier shall co-operate with any investigation relating to
security which is carried out by (or by any person who is responsible
to) the Secretariat for security matters from time to time and:

(j) shall make any of the Supplier Staff available to be interviewed by
(or by a person who is responsible to) the Secretariat at its sole
discretion and as specified by the Secretariat from time to time, for
the purposes of the investigation. Such Staff shall have the right to
be advised or represented by any other person whose attendance at
the interview is acceptable to both Parties.

(k) shall provide all documents, records or other material of any kind
which may reasonably be required by (or by a person who is
responsible to) the Secretariat, for the purposes of the
investigation, so long as the provision of that material does not
prevent the Supplier from performing the Services. The Secretariat
shall have the right to retain any such material for use in
connection with the investigation and, so far as possible, shall
provide the Supplier with a copy of any material retained; and

If the Secretariat reasonably believes that any of the Supplier Staff
are unsuitable to undertake work in respect of this Agreement, it
may
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(L) refuse admission to the relevant person(s) to the Premises; and

(m)  direct the Supplier to end the involvement in the provision of
the Services of the relevant person(s).

7 Title and Risk

7.1

Title and risk in the Goods shall pass to the Secretariat on completion of
delivery in accordance with Clause 6.2 (Delivery of the Goods).

8 Payment

8.1

8.2

8.3

8.4

8.5

8.6
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The Secretariat will pay the Supplier in consideration of the provision of the
Goods and/or Services in accordance with the Charges (which shall be
calculated by the Supplier in accordance with the Pricing Schedule) within
thirty (30) Working Days of receipt by the Secretariat of a correctly rendered
invoice submitted in accordance with Clause 8.2 (Payment).

The Supplier will render invoices for the Charges:
8.2.1 at the frequency/times set out in the Specification; or

8.2.2 where no such timing is detailed in the Specification, following delivery
or provision of the relevant Goods and/or Services.

Where the Supplier provides Services to the Secretariat and the Pricing
Schedule details a daily or hourly rate as a basis for calculating the Charges,
the Supplier shall provide timesheets to the Secretariat, which give details of
the hours worked by the Supplier.

[All Charges, sums, consideration, prices or other amounts stated within or
payable pursuant to the Agreement shall be inclusive of VAT (if any) and any
custom duties or other expenses incurred by either Party in the relevant
jurisdiction and in no case shall the Secretariat be required to pay VAT to the
Supplier or any such other amount.]

[All consideration or other amounts payable under this Agreement shall be
exclusive of VAT (if any). Where one party (the "supplier”) makes or is deemed
to make a supply to another party (the "recipient”) for the purposes of VAT the
recipient shall pay VAT in addition to the consideration or other amount
payable, provided that the supplier shall first issue to the recipient a valid VAT
invoice. If any amount of VAT is found to have been overpaid, the supplier
shall repay such VAT and issue to the recipient a VAT credit note (whereby law
it is required to do so).

The Supplier shall indemnify the Secretariat on a continuing basis against any
liability, including any interest, penalties or costs incurred, that is levied,
demanded or assessed on the Secretariat at any time in respect of the
Supplier's failure to account for or to pay any VAT or any other local duty or
tax relating to supplies made by or payments made to the Supplier under or

pursuant to this Agreement.
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8.7

8.8

8.9

8.10

8.11

8.12
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The Supplier shall provide supporting documentation, including but not limited
to all relevant timesheets, receipts (if applicable), a list of the Goods and/or
Services to which the invoice relates and a reference to this Agreement, as
well as any other information as reasonably requested by the Secretariat from
time to time.

Where the Secretariat disputes in good faith and upon reasonable grounds any
sum invoiced by the Supplier, the Secretariat may withhold payment in respect
only of the amount under dispute pending resolution of the dispute. In the
event of such dispute, the Supplier shall continue to perform all its obligations
under this Agreement notwithstanding any withholding or reduction in
payment by the Secretariat.

Any overpayment by the Secretariat to the Supplier shall be a sum of money
recoverable from the Supplier. Wherever any sum of money is payable to the
Secretariat by the Supplier as a sum specifically ascertained under or in
respect of this Agreement (including any sum which the Supplier is liable to
pay to the Secretariat in respect of any breach of this Agreement), the
Secretariat may unilaterally deduct that sum from any sum then due or which
at any later time becomes due to the Supplier under this Agreement or under
any other contract with the Secretariat.

The Secretariat may deduct or adjust payment in respect of any Services which
the Supplier has either failed to provide or has provided inadequately, without
prejudice to any other rights or remedies of the Secretariat.

The Supplier shall keep secure and maintain until six (6) years after the final
payment of all sums due under this Agreement, or such other period as may be
agreed between the Parties, full and accurate records of the Goods and/or
Services provided, all expenditure reimbursed by the Secretariat and all
payments made by the Secretariat. The Supplier shall grant to the Secretariat,
or its authorised agents, such access to those records as the Secretariat may
reasonably require in order to check the Supplier's compliance with this
Agreement.

Unless otherwise stated in the Pricing Schedule, the Supplier shall be
responsible for all out of-pocket expenses and normal overhead expenditure
incurred by the Supplier in the provision of the Goods and/or Services. For the
avoidance of doubt, unless agreed in writing between the Parties or in the
Specification, the Supplier will not be reimbursed separately for these
expenses.

Total Facilities Management Services ITT
Version Final



9 Tax and National Insurance

9.1 The Supplier acknowledges that the Secretariat will not be operating PAYE or
making or deducting any national insurance contributions in respect of the
provision of the Goods and/or Services and the amount payable under this
Agreement.

9.2 The Supplier will be responsible for, and will account to the appropriate
authorities for, all income tax liabilities and national insurance or similar
contributions payable in respect of the payments made to the Supplier under
this Agreement on a self-assessment basis.

10 Supplier Staff
10.1  The Supplier shall, where applicable, ensure that all its Staff are:

10.1.1 suitably skilled, experienced and qualified to carry out the Agreement
and related tasks assigned to them, and possess all appropriate
qualifications, licences, permits, skills and experience necessary for
them to discharge their responsibilities safely; and

10.1.2 appropriately vetted (considering their role in the provision of the
Goods and Services under the Agreement), and without prejudice to
the generality of the foregoing have passed any additional vetting
procedures as the Secretariat may reasonably notify to the Supplier
from time to time. The Supplier must allow sufficient time for vetting
to be completed before allowing its Staff to carry out the provision of
Goods and/or Services under the Agreement.

10.2 To ensure uninterrupted delivery of the Goods and/or Services, the Supplier
shall:

10.2.1 provide, at all times, an adequate number of Staff required to fulfil its
obligations under this Agreement.

10.2.2 promptly notify the Secretariat of any significant absence of such Staff;
and

10.2.3 provide suitably qualified replacements as soon as reasonably
practicable in the event of any significant absence of Staff.

10.3. Any and all Staff shall remain under the overall control of the Supplier at all
times and shall not be deemed to be employees or agents of the Secretariat
for any purpose.

11 No Employment or Benefits

11.1  While acting as a Supplier for the Secretariat under this Agreement the
Supplier or its Staff will be an independent contractor and as such will not be
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entitled to any pension, bonus, holiday, sickness or other fringe benefits from
the Secretariat. Nothing in the terms of this Agreement will render the
Supplier or its Staff or an agent, officer or employee, worker or partner of the
Secretariat and the Supplier will not hold itself out as such.

11.2  The Supplier will be fully responsible for and hereby indemnify the Secretariat
for and in respect of any liability (including reasonable costs and expenses) for
any employment-related claim or any claim based on worker status brought by
any Staff of the Supplier or any Subcontractor against the Secretariat arising
out of or in connection with the provision of the Goods and/or Services
pursuant to this Agreement.

12 Confidential Information

12.1  Except in the proper performance of the Supplier's obligations under this
Agreement, the Supplier will not during the period of this Agreement or at any
time after the Termination Date, without the prior written consent of the
Secretariat, for the Supplier's own benefit or for the benefit of any other
person or organisation, directly or indirectly disclose to any person any
Confidential Information which has come to the Supplier's knowledge during or
in connection with this Agreement.

12.2  The Supplier will not during the period of this Agreement make any notes,
memoranda, records, tape recordings, computer programs or any other form
of record relating to any matter within the scope of the business of the
Secretariat or concerning any of the dealings of the Secretariat.

12.3  The Supplier shall take all necessary precautions to ensure that all
Confidential Information obtained from the Secretariat under or in connection
with this Agreement is:

12.3.1 given only to such of the Supplier Staff and professional advisers or
consultants engaged to advise it in connection with this Agreement as is
strictly necessary for the performance of this Agreement; and

12.3.2 treated as confidential and not disclosed (without prior written consent
of the Secretariat) or used by any Supplier Staff or such professional
advisers or consultants otherwise than for the purposes of this
Agreement.

12.4 Where it is considered necessary in the opinion of the Secretariat, the Supplier
shall ensure that its Staff or such professional advisers or consultants sign a
confidentiality undertaking before commencing work in connection with this
Agreement. The Supplier shall ensure that its Staff or its professional advisors
or Subcontractors are aware of the Supplier's confidentiality obligations under
the terms of this Agreement.
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12.5

12.6

The restrictions contained in this Clause 12 (Confidential Information) will not

apply to:

12.5.1 any Confidential Information which is already in or (otherwise than
through the Supplier's unauthorised disclosure) becomes available to, or
within the knowledge of, the public generally; or

12.5.2 any use or disclosure authorised by the Secretariat or required or
protected by law.

Nothing in this Clause 12 (Confidential Information) shall prevent the
Secretariat from:

12.6.1 disclosing any Confidential Information for the purpose of the
examination and certification of the accounts of the Secretariat; or

12.6.2 disclosing any Confidential Information obtained from the Supplier to:

(a) any government department or agency. All government
departments or agencies receiving such Confidential Information
shall be entitled to further disclose the Confidential Information to
other government departments or agencies on the basis that the
information is confidential and is not to be disclosed to a third
party which is not part of any government department or agency;
or

(b) any person engaged in providing any services to the Secretariat for
any purpose relating to or ancillary to this Agreement, provided
that in disclosing information under Clauses 12.6.2(a) or 12.6.2(b)
(Confidential Information) the Secretariat discloses only the
information which is necessary for the purpose concerned and
requires that the information is treated in confidence and that a
confidentiality undertaking is given where appropriate.

13 Intellectual Property

13.1

13.2

13.3
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The Secretariat shall be entitled to and the Supplier hereby assigns to the

Secretariat all IPRs in the Deliverables and any other IPRs related to or
produced or prepared or collected in consequence of, or during the course of,
the performance of this Agreement, and the Supplier acknowledges and agrees
that such products, processes, inventions, ideas, know-how, documents and
other materials constitute works made for hire for the Secretariat.

The Supplier must obtain the prior written consent of the Secretariat to use

the name, acronym or logo of the Secretariat or any abbreviation thereof.

The Supplier must seek prior written consent of the Secretariat if it wishes to

publish articles, books or other material in its personal capacity which relates
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13.4

13.5

13.6

13.7

13.8

13.9

13.10
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to its work for the Secretariat or has any direct or indirect connection with the
Deliverables under this Agreement.

The Supplier must provide all materials or devices embodying, embedding,
storing, or retaining such Intellectual Property Rights without undue delay if
requested by the Secretariat from time to time.

The Supplier warrants that the Goods, Deliverables and/or Services do not and
that it will not, in the course of providing the Goods, Deliverables and/or
Services, infringe the Intellectual Property Rights of any third party.

Each Party keeps ownership of its own Existing IPRs. The Supplier hereby
grants the Secretariat a non-exclusive, perpetual, royalty-free, irrevocable,
transferable worldwide licence to use, change and sub-license the Supplier's
Existing IPR to enable it to both:

13.6.1 receive and use the Goods, Deliverables or the Services; and

13.6.2 make use of the goods or services provided by any Replacement
Supplier.

The Secretariat hereby grants the Supplier a non-exclusive, revocable, non-
transferable licence to use any Existing IPRs and New IPRs for the Term, solely
for the purpose of fulfilling its obligations under the Agreement.

Where a Party acquires ownership of Intellectual Property Rights incorrectly
under this Agreement it must do everything reasonably necessary to complete
a transfer assigning them in writing to the other Party on request and at its
own cost.

If any claim is made against the Secretariat for actual or alleged infringement
of a third party's intellectual property arising out of, or in connection with, the
supply or use of the Goods, Deliverables or the Services (an "IPR Claim"), then
the Supplier indemnifies the Secretariat against all losses, damages, costs or
expenses (including professional fees and fines) incurred as a result of the IPR
Claim.

If an IPR Claim is made or anticipated the Supplier must at its own expense and
the Secretariat's sole option, either:

13.10.1 obtain for the Secretariat the rights in Clauses 13.1 and 13.6 without
infringing any third party IPRs; or

13.10.2 replace or modify the relevant item with substitutes that do not
infringe IPRs without adversely affecting the functionality or performance of
the Goods, Deliverables or Services.
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14 Data Protection

14.1 The Supplier shall comply with the terms of the Data Protection Act 2018, the
General Data Protection Regulation (regulation EU 2016/679), any data
protection legislation outside of the EU within countries in which the Parties
operate and Electronic Communications (EC Directive) Regulations 2003 (and
any revisions thereof, collectively referred to as "Data Protection
Legislation™”) concerning the processing of Personal Data under this
Agreement.

14.2 The Secretariat is an international organisation under the UK Commonwealth
Secretariat Act 1966 and, by virtue of its associated privileges and
immunities, is not bound by Data Protection Legislation. However, the
Secretariat respects local law and follows international best practice as it
relates to data protection. It accepts that Supplier may be bound by Data
Protection Legislation and will coordinate with the Supplier to enable it to
fulfil its obligations pursuant to this. Notwithstanding the remainder of this
Clause 14 (Data Protection), it will carry out the duties of the role of a data
controller as described by Data Protection Legislation.

14.3 The Secretariat remains solely responsible for determining the purposes and
manner of the Supplier's processing of data of the Secretariat under this
Agreement. The Supplier agrees only to process Personal Data for and on
behalf of the Secretariat in accordance with the instructions of the
Secretariat and only for the purpose of fulfilling its obligations under this
Agreement. The table at Clause 14.24 includes the information regarding the
processing required to be included in contracts between controllers and
processors.

14.4 The Supplier shall carry out any processing of the Personal Data of the
Secretariat only in order to provide the Goods and/or Services, strictly in
accordance with any instructions provided by the Secretariat, and shall not
divulge in whole or in part any of the Personal Data held by the Secretariat to
any person, except to the extent necessary for the proper performance by it
of this Agreement. The Supplier shall promptly notify the Secretariat if, in its
opinion, the Secretariat's instructions do not comply with the Data Protection
Legislation. The Supplier shall promptly and fully co-operate with any
reasonable request by the Secretariat to amend, transfer, delete or
otherwise process the Personal Data specified by the Secretariat, or to stop,
mitigate or remedy any unauthorised processing.

14.5 The Supplier shall ensure that all appropriate technical and organisational
measures are in place in order to protect any Personal Data held by the
Supplier concerning the Secretariat against unauthorised or unlawful
processing, access, copying, modification, reproduction, display or
distribution, and against accidental or unlawful loss, destruction, alteration,
disclosure or damage.
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14.6 The Supplier shall not transfer Personal Data to any other person without
the prior written consent of the Secretariat, and then at all times in
compliance with any conditions on which the Secretariat makes its consent
subject, and only:

(i) if located in the UK or European Economic Area outside of; and

(i) if located outside of the UK or European Economic Area from: the UK or
European Economic Area if an appropriate safeguard under Data Protection
Legislation approved by the Secretariat is in place. If the Supplier is
required by domestic law, court or regulator (including the Information
Commissioner or equivalent) to process or disclose the Personal Data to a
third party, the Supplier must first inform the Secretariat of such legal or
regulatory requirement and give the Secretariat an opportunity to object or
challenge the requirement, unless the domestic law prohibits the giving of
such notice.

14.7 The Supplier may only authorise a third party (Subcontractor) to process the
Personal Data if:

(a) the Secretariat provides written consent prior to the appointment of
each Subcontractor.

(b) the Supplier enters into a written contract with the Subcontractor
that contains terms substantially the same as those set out in this
Clause 14, in particular, in relation to requiring appropriate technical
and organisational data security measures, and, upon the Secretariat's
written request, provides the Secretariat with copies of the relevant
excerpts from such contracts.

(c) the Supplier maintains control over all of the Personal Data it
entrusts to the Subcontractor; and

(d) the Subcontractor's permission to process Personal Data processed
by the Supplier under this Agreement terminates automatically on
termination of this Agreement for any reason.

14.8 Those Subcontractors approved as at the commencement of this Agreement
are as set out in Clause 14.24. The Supplier must list all approved
Subcontractors in Clause 14.24 and include any Subcontractor's name and
location and the contact information for the person responsible for privacy
and data protection compliance.

14.9 Where the Subcontractor fails to fulfil its obligations under the written
agreement with the Supplier which contains terms substantially the same as
those set out in this Agreement, the Supplier remains fully liable to the

Page 51 of 72 Total Facilities Management Services ITT
June 2025 Version Final



14.10

14.11

Secretariat for the Subcontractor's performance of its agreement
obligations.

The Parties agree that the Supplier will be deemed to control legally any
Personal Data controlled practically by or in the possession of its
Subcontractors.

The Supplier shall ensure that all of its Staff:

(a) are informed of the confidential nature of the Personal Data and are
bound by confidentiality obligations and use restrictions in respect of the
Personal Data.

(b) have undertaken training on the Data Protection Legislation relating to

14.12

14.13

14.14

14.15
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handling Personal Data and how it applies to their particular duties; and

(c) are aware both of the Supplier's duties and its personal duties and
obligations under the Data Protection Legislation and this Agreement. The
Supplier shall take reasonable steps to ensure the reliability, integrity and
trustworthiness of and conduct background checks consistent with
applicable domestic law on all of the Supplier Staff with access to the
Personal Data.

Any disclosure of or access to Personal Data allowed under this Clause
14 (Data Protection) shall be made in confidence and shall extend only
as far as is specifically necessary for the purposes of this Agreement.

The Supplier shall process such Personal Data only at sites specifically
agreed in writing, in advance, with the Secretariat.

If the Supplier fails to comply with any provision of this Clause 14 (Data
Protection), then the Secretariat may immediately terminate this
Agreement by notice in writing to the Supplier provided always that
such termination shall not prejudice or affect any right of action or
remedy which shall have accrued or shall accrue to the Secretariat.

The Supplier shall notify the Secretariat immediately in writing if it
receives any complaint, notice or communication that relates directly
or indirectly to the processing of the Personal Data or to either Party's
compliance with the Data Protection Legislation. The Supplier shall
notify the Secretariat within two (2) Working Days if it receives a
request from a data subject for access to their Personal Data or to
exercise any of their other rights under the Data Protection Legislation.
The Supplier will give the Secretariat, at no additional cost to the
Secretariat, its full co-operation and assistance in responding to any
complaint, notice, communication or data subject request.
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14.16 The Supplier shall within twenty-four (24) hours and in any event
without undue delay notify the Secretariat if it becomes aware of:

(a) the loss, unintended destruction or damage, corruption, or un-
usability of part or all of the Personal Data (in which case the
Supplier will restore such Personal Data at its own expense as soon
as possible).

(b) any accidental, unauthorised or unlawful processing of the Personal
Data; or

(c) any breach of Data Protection Legislation. Where the Supplier gives
such notice, it shall, without undue delay, also provide the
Secretariat with the following information:

(d) description of the nature of the events giving rise to the
notification, including the categories of in-scope Personal Data and
approximate number of both data subjects and the Personal Data
records concerned.

(e) the likely consequences; and

(f) a description of the measures taken or proposed to be taken to
address the circumstances giving rise to the notification, including
measures to mitigate its possible adverse effects.

14.17 Immediately following any accidental, unauthorised or unlawful
Personal Data processing or breach of the Data Protection Legislation,
the Parties will co-ordinate with each other to investigate the matter.
Further, the Supplier will reasonably co-operate with the Secretariat at
no additional cost to the Secretariat, in the Secretariat's handling of the
matter, including:

(a) assisting with any investigation.

(b) providing the Secretariat with physical access to any facilities and
operations affected.

(c) facilitating interviews with the Supplier Staff, former Staff and
others involved in the matter including, but not limited to, its officers
and directors.

(d) making available all relevant records, logs, files, data reporting and
other materials required to comply with all Data Protection Legislation
or as otherwise reasonably required by the Secretariat; and
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(e) taking reasonable and prompt steps to mitigate the effects and to
minimise any damage resulting from the breach of Data Protection
Legislation or accidental, unauthorised or unlawful Personal Data
processing.

14.18 The Supplier will not inform any third party of any accidental,
unauthorised or unlawful processing of all or part of the Personal Data
and/or any breach of Data Protection Legislation without first obtaining
the Secretariat's written consent, except when required to do so by
domestic law.

14.19 The Supplier will cover all reasonable expenses associated with the
performance of the obligations under Clauses 14.16 to 14.18 unless the
matter arose from the Secretariat's specific written instructions,
negligence, wilful default or breach of this Agreement, in which case
the Secretariat will cover all reasonable expenses.

14.20 The decision of the Secretariat upon instructions or requests arising
under this Clause 14 (Data Protection) shall be final.

14.21 The Supplier will reasonably assist the Secretariat, at no additional cost
to the Secretariat, with compliance obligations under the Data
Protection Legislation, taking into account the nature of the Supplier's
processing and the information available to the Supplier, including in
relation to data subject rights, data protection impact assessments and
reporting to and consulting with the Information Commissioner's Office
or any other relevant regulator.

14.22 On termination of this Agreement for any reason or expiry of its Term,
the Supplier will securely delete or destroy or, if directed in writing by
the Secretariat, return and not retain, all or any of the Personal Data
related to this Agreement in its possession or control. If any law,
regulation, or government or regulatory body requires the Supplier to
retain any documents or materials or Personal Data that the Supplier
would otherwise be required to return or destroy, it will notify the
Secretariat in writing of that retention requirement, giving details of
the documents, materials or Personal Data that it must retain, the legal
basis for retention, and establishing a specific timeline for deletion or
destruction once the retention requirement ends. The Supplier will
certify in writing to the Secretariat that it has complied with its
obligations under this Clause 14.22 within two (2) Working Days of such
compliance.

14.23 The Supplier will permit the Secretariat and its third-party
representatives to audit the Supplier's compliance with its agreement
obligations, on at least five (5) Working Days' notice, during the Term.
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14.24

15

The Supplier will give the Secretariat and its third-party representatives
all necessary assistance to conduct such audits. The notice
requirements will not apply if the Secretariat reasonably believes that a
breach of Data Protection Legislation occurred or is occurring, or the
Supplier is in breach of any of its obligations under this Agreement.

Data Processing Details Subject matter of processing the performance
of this Agreement Duration of processing Nature of processing Purpose
of processing Personal Data categories Data subject types Approved
Subcontractors International transfers and associated appropriate
safeguards.

Limitations on liability

15.1 Unlimited liability

15.1.1 Neither Party limits its liability for:

(a)death or personal injury caused by its negligence, or that of its Staff,
agents or Subcontractors (as applicable).

(b) fraud or fraudulent misrepresentation by it or its Staff.

(c) breach of any obligation as to title implied by section 12 of the Sale
of Goods Act 1979 or section 2 of the Supply of Goods and Services Act
1982; or

(d) any liability to the extent it cannot be limited or excluded by law.

15.1.2 The Supplier's liability in respect of the indemnities provided at Clause
8.6 (VAT), Clause 11.2 (No Employment or Benefits), Clause 13.9 (Intellectual
Property Rights) and Schedule 6 (TUPE) shall be unlimited.

15.2 Financial and other limits
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15.2.1 Subject to Clause 15.1 and Clause 15.3:

(a) the Supplier's aggregate liability in respect of loss of or damage to
the Premises or other property or assets of the Secretariat's data or any
other data that is caused by defaults of the Supplier occurring during
the Term shall in no event exceed £10 million.

(b) The Supplier's aggregate liability in respect of unauthorised or
unlawful loss of, or damage to, or processing of, Secretariat data
and/or Personal Data processed under this Agreement or losses incurred
by the Secretariat due to arising out of or in connection with breach of
Clause 14 and/or Data Protection Legislation that is caused by default
of the Supplier occurring during the processing of the Secretariat data
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15.3
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and/or Personal Data under this Agreement shall in no event exceed
£10 Million and

(c) the Supplier's aggregate liability in respect of loss of or damage
caused by any other default of the Supplier occurring during the Term
shall in no event exceed 100% of the value of the Agreement.

15.2.2 the Secretariat's aggregate liability in respect of loss of or damage

caused by any default of the Secretariat occurring during the Term shall
in no event exceed 100% of the value of the Agreement.

Consequential Losses

15.3.1 Subject to Clause 15.1 and Clause 15.3.2, neither Party shall be
liable to the other Party for:

(a) any indirect, special or consequential loss; or

(b) any loss of profits, turnover, business opportunities or damage to
goodwill (in each case whether direct or indirect).

15.3.2 Notwithstanding Clause 15.3.1 but subject to Clause 15.2, the
Supplier acknowledges that the Secretariat may, amongst other things,
recover from the Supplier the following losses incurred by the
Secretariat to the extent that they arise as a result of a default by the
Supplier:

(a) any additional operational and/or administrative costs and expenses
incurred by the Secretariat, including costs relating to time spent by or
on behalf of the Secretariat in dealing with the consequences of the
default.

(b) any wasted expenditure or charges.

(c) the additional cost of procuring replacement Services for the
remainder of the Term and/or replacement Deliverables or Goods,
which shall include any incremental costs associated with such
replacement Services and/or replacement Deliverables or Goods above
those which would have been payable under this Agreement.

(d) any compensation or interest paid to a third party by the
Secretariat.

(e) any fine or penalty incurred by the Secretariat pursuant to law and
any costs incurred by the Secretariat in defending any proceedings
which result in such fine or penalty; and
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(f) any anticipated savings.

16 Insurance

16.1

16.2

16.3

The Supplier shall affect and maintain with a reputable insurance company a
policy or policies of insurance covering all the risks which may be incurred by
the Supplier, arising out of the Supplier's performance of this Agreement, in
respect of health and medical cover, death or personal injury or loss of or
damage to property. Such policies shall include cover in respect of any
financial loss arising from any advice given or omitted to be given by the
Supplier.

The Supplier shall hold employer's liability insurance in respect of its Staff and
appropriate public liability insurance and, if appropriate, with professional
indemnity insurance commensurate with the nature and value of this
Agreement.

The Supplier shall produce to the Secretariat, on request, copies of all
insurance policies referred to in this Clause 16 (Insurance) or other evidence
confirming the existence and extent of the cover given by those policies,
together with receipts or other evidence of payment of the latest premiums
due under those policies. The terms of any insurance or the amount of cover
shall not relieve the Supplier of any liabilities under this Agreement. It shall be
the responsibility of the Supplier to determine the amount of insurance cover
that will be adequate to enable the Supplier to satisfy any liabilities referred
to in this Clause 16 (Insurance), although the Secretariat reserves the right to
set a minimum level of insurance for this Agreement.

17 Termination

17.1 Termination on Insolvency or Change of Control
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17.1.1 The Secretariat may terminate this Agreement by written notice with
immediate effect if:

(a) the Supplier undergoes a change of control impacting (or that in the
Secretariat's opinion may impact) adversely and materially on the Supplier's
performance of this Agreement.

b) the Supplier suspends, or threatens to suspend, payment of its debts or is
unable to pay its debts as they fall due or admits inability to pay its debts or
(being a company or limited liability partnership) is deemed unable to pay its
debts within the meaning of section 123 of the Insolvency Act 1986 ("IA 1986")
as if the words "it is proved to the satisfaction of the court” did not appear in
sections 123(1)(e) or 123(2) of the IA 1986;
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(c) the other Party commences negotiations with all or any class of its
creditors with a view to rescheduling any of its debts or makes a proposal for
or enters into any compromise or arrangement with any of its creditors.

(d) the Supplier applies to court for, or obtains, a moratorium under Part A1 of
the 1A 1986.

(e) a petition is filed, a notice is given, a resolution is passed, or an order is
made, for or in connection with the winding up of the Supplier (being a
company, limited liability partnership or partnership).

(f) an application is made to court, or an order is made, for the appointment
of an administrator, or a notice of intention to appoint an administrator is
given or an administrator is appointed, over the Supplier (being a company,
partnership or limited liability partnership).

(g) the holder of a qualifying floating charge over the assets of the Supplier
(being a company or limited liability partnership) has become entitled to
appoint or has appointed an administrative receiver.

(h) a person becomes entitled to appoint a receiver over all or any of the assets
of the Supplier or a receiver is appointed over all or any of the assets of the
other Party.

(i) a creditor or encumbrancer of the other Party attaches or takes possession
of, or a distress, execution, sequestration or other such process is levied or
enforced on or sued against, the whole or any part of the other Party's assets.

(j) any event occurs, or proceeding is taken, with respect to the Supplier in
any jurisdiction to which it is subject that has an effect equivalent or similar
to any of the events mentioned in (b) to (i)15.1.1(a) (inclusive).

(k) the Supplier suspends or ceases, or threatens to suspend or cease, carrying
on all or a substantial part of its business; or

(1) the Supplier's financial position deteriorates so far as to reasonably justify
the opinion that its ability to give effect to the terms of this Agreement is in
jeopardy.

17.2 Termination on Default.

17.2.1 The Secretariat may terminate this Agreement, or terminate the
provision of any part of the Agreement, by written notice to the Supplier with
immediate effect if the Supplier is in default of any obligation under this
Agreement and:
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(a) the Supplier has not remedied the default to the satisfaction of the
Secretariat within fourteen (14) Working Days after service of written notice
specifying the default and requiring it to be remedied.

(b) the default is not capable of remedy.

(c) the Supplier repeatedly breaches any of the terms of this Agreement in
such a manner as to reasonably justify the opinion that its conduct is
inconsistent with it having the intention or ability to give effect to the terms
of this Agreement; or

(d) the default is a fundamental breach of this Agreement.

17.3 Termination with Notice

17.3.1 The Secretariat shall have the right to terminate this Agreement in
whole or in part at any time by giving no less than three (3) months'
written notice to the Supplier.

17.3.2 Termination under this Clause 17.3 (Termination with Notice) shall not
affect the rights of the Parties that have accrued up to the Termination
Date.

17.4 Obligations on Termination

17.4.1 If the Secretariat terminates this Agreement in whole or in part and
then makes other arrangements for the provision of the Goods and/or
Services, the Secretariat shall be entitled to recover from the Supplier
the cost of making those other arrangements and any additional
expenditure incurred by the Secretariat throughout the remainder of
this Agreement. Where this Agreement is terminated under Clause 17.1
and 17.2, no further payments shall be payable by the Secretariat until
the Secretariat has established the final cost of making those other
arrangements.

17.4.2 If the Secretariat terminates this Agreement, or terminates the provision
of any part of the Agreement, under this Clause 17, the Secretariat
shall reimburse the Supplier for any costs, actually and reasonably
incurred by the Supplier in the performance of the Services, provided
that the Supplier takes immediate and all reasonable steps, consistent
with the obligation to provide the Services during the period of notice,
to terminate all contracts with Subcontractors on the best available
terms, to cancel all capital and recurring cost commitments and to
reduce equipment and labour costs as appropriate. The Secretariat
shall not be liable to pay any sum which, when added to any sums paid
or due to the Supplier under this Agreement, exceeds the total sum
that would have been payable to the Supplier if the provision of the

Page 59 of 72 Total Facilities Management Services ITT
June 2025 Version Final



Goods and/or Services had been completed in accordance with this
Agreement.

17.4.3 The Supplier will immediately upon termination of this Agreement and, if

requested by the Secretariat, at any time during this Agreement,
surrender to a person duly authorised by the Secretariat all computer
programs, reports, manuals, files, notes, accounts, documents,
correspondence, books, materials, papers and information (on
whatever media and wherever located), any keys and any other
property of the Secretariat in the possession of the Supplier or received
by the Supplier during the course of providing the Goods and/or
Services (whether in terms of this Agreement or any other agreement
or arrangement between the Secretariat and Supplier).

17.4.4 Immediately on the termination of this Agreement, the Supplier will

irrevocably delete any information relating to the business of the
Secretariat stored in any magnetic or optical drive or memory and all
matter derived from such sources, which is in the Supplier's possession or
under the Supplier's control outside the Premises.

17.4.5 On the termination of this Agreement the Supplier will, if requested by the

Secretariat, provide a signed statement that the Supplier has fully
complied with its obligations under this Clause 17.4 (Obligations on
Termination).

18 Assignment and Subcontracting

18.1

18.2
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The Supplier shall not assign or sub-contract any portion of this Agreement
without the prior written consent of the Secretariat. Subcontracting any part
of this Agreement shall not relieve the Supplier of any obligation or duty
attributable to the Supplier under this Agreement.

The Supplier shall ensure that all sub-contracts (which in this sub-clause means
any contract in the Supplier's supply chain entered into after the Term made
wholly or substantially for the purpose of performing or contributing to the
performance of the whole or any part of this Agreement) contain provisions:

18.2.1 giving the Supplier a right to terminate the sub-contract if the
Subcontractor fails to comply in the performance of the sub-contract
with legal obligations in the fields of environmental, social or labour
law; and

18.2.2 requiring the Supplier or other party to pay any undisputed sums which
are due from it to the Subcontractor within a specified period not
exceeding thirty (30) days of verifying that the invoice is valid and
undisputed.
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18.3

The Secretariat may at any time assign, mortgage, charge, subcontract,
delegate, declare a trust over or deal in any other manner with all or any of its
rights and obligations under the Agreement.

19 Policies

19.1

19.2

19.3

19.4

19.5
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Subject to Clause 19.2, the Supplier shall comply with the policies specified at
Schedule 5 (the "Policies") and as provided by the Secretariat from time to
time whilst delivering the Services/Goods under the Agreement, save for
where otherwise is agreed between the Parties.

Where the Parties agree in writing that the Supplier shall comply with its own
policies in place of any of the Policies set out in Schedule 5 (Policies), the
Supplier undertakes to maintain and test such policies on a regular basis (at
least annually), and warrants that such policies are (a) in compliance with any
Applicable Laws and Good Industry Practice and (b) are no less onerous than
the corresponding Policy of the Secretariat.

Health and safety

19.3.1 The Supplier will notify the Secretariat of any health and safety
hazards which exist or may arise in connection with the performance of
the Services.

19.3.2 The Supplier will, at all times:
(a) comply with all reasonable standards of safety; and

(b) comply with the Secretariat’'s health and safety Policies and
procedures as are notified to the Supplier from time to time.

19.3.3 The Supplier shall inform all its Staff engaged in the provision of the
Goods and/or Services at the Premises of all known health and safety
hazards and shall instruct those Staff in connection with any necessary
safety measures.

19.3.4 The Supplier shall notify the Secretariat immediately in the event of
any incident occurring in the performance of the Goods and/or Services
on the Premises where that incident causes any personal injury or any
damage to property which could give rise to personal injury.

Discrimination

19.4.1 The Supplier shall not discriminate based on a distinction of any kind,
such as race, colour, sex, religion, political or other opinion.

19.4.2 The Supplier shall adhere to the current relevant codes of practice or
recommendations published by government agencies where it is
located.

19.4.3 The Supplier shall sign the Secretariat's Code of Ethics prior to
commencing its performance of this Agreement.

Anti-bribery and corruption
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19.5.1 In this Clause 19.5 (Anti-bribery and corruption), the expressions
adequate procedures and associated will be construed in accordance
with the UK Bribery Act 2010 and documents published under it.

19.5.2 The Supplier shall ensure that it (and all of its Staff and
Subcontractors):

(a) comply with the UK Bribery Act 2010, and any amendments, modifications.
or replacements thereof.

(b) refrain from engaging in any activity, conduct or practice which would
constitute an offence under sections 1, 2 or 6 of the UK Bribery Act 2010 if
such activity, conduct or practice had been carried out in the United Kingdom.

(c) comply with the Secretariat's Code of Ethics.

(d) have in place adequate procedures to prevent bribery and use all
reasonable endeavours to ensure that the Supplier complies with any of the
Secretariat's Policies relating to prevention of bribery and corruption (as
updated from time to time); and

(e) ensure that neither the Supplier, nor any Subcontractor, will make or
receive any bribe (as defined in the UK Bribery Act 2010) or other improper
payment, or allow any such bribe or other improper payment to be made or
received on its behalf, either in the United Kingdom or elsewhere, and the
Supplier will implement and maintain adequate procedures to ensure that such
bribes or payments are not made or received directly or indirectly on its
behalf.

19.5.3 The Supplier will use all reasonable endeavours to ensure that all of its
Staff, Subcontractors and any others associated with it comply with the
obligations set out in Clause 19.5.2 (Anti-bribery and corruption).

19.5.4 The Supplier shall not do (and warrants that in entering this Agreement
it has not done) any of the following:

(a) offer, give or agree to give to any person in the employment of the
Secretariat any gift or consideration as an inducement or reward for
doing or refraining from doing any act in relation to the obtaining or
performance of this Agreement or any other contract with the
Secretariat, or for showing or refraining from showing favour or
disfavour to any person in connection with this Agreement; or

(b) pay or agreed to be paid any commission to any person in the
employment of the Secretariat by the Supplier or on behalf of the

Supplier or to its knowledge in connection with this Agreement or any
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other contract with the Secretariat, unless particulars of such
commission and the terms of any agreement for the payment of it have
been disclosed to the Secretariat in writing.

19.5.5 If the Supplier or any person acting on its behalf (including its Staff and
Subcontractors), does any of the acts mentioned in Clause 19.5.4 (Anti-
bribery and corruption) or commits any offence under local laws
concerning corruption, the Secretariat will be entitled to:

(a) terminate this Agreement with immediate effect by written notice
to the Supplier and recover from the Supplier the amount of any loss
resulting from the termination; or (b) recover from the Supplier any
losses sustained as a result of any breach of Clause 19.5.4 (Anti-bribery
and corruption) whether or not this Agreement has been terminated.

19.6 Outside Interests and Protection of Business Interests

19.6.1 The Supplier warrants that it:

(a) will not, as a consequence of this Agreement, be in breach of any
express or implied terms of any contract, agreement or other
arrangement with, or any obligation to, any third party which is binding
upon the Supplier; and

(b) is not aware of any other contract, agreement, or other
arrangement or interest that will or may give rise to any conflict of
interest between the Supplier and the Secretariat in relation to the
provision of the Goods and/or Services.

19.6.2 The Supplier will use all reasonable endeavours to avoid a conflict of
interest arising between the Supplier and the Secretariat and the
Supplier undertakes to immediately notify the Secretariat should any
actual or potential conflict of interest arise.

19.6.3 The Supplier will not, during this Agreement, without the prior written
consent of the Secretariat (such consent not to be unreasonably
withheld), have a material financial interest in or undertake any other
employment or agreement with any business which may interfere with
the provision of the Goods and/or Services or prejudice the interests of
the Secretariat or which involves employment with or the provision of
goods and/or services to any person or undertaking which is similar to
or carries on or intends to carry on business in direct competition with
the Secretariat. In the event of a conflict between the Supplier's
obligations to the Secretariat under this Agreement and the Supplier's
obligations to any third party, the Supplier's obligations to the
Secretariat will take precedence.
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20 Force majeure

20.1 Neither Party will be in breach of this Agreement if there is total or partial
failure of performance by it of its duties and obligations under this Agreement to the
extent that such performance is prevented by any event beyond its reasonable
control, which may include (but shall not be limited to) an act of God, fire, act of
government or state, war, civil commotion, insurrection, embargo and events of like
nature beyond the control of either Party (each a "Force Majeure Event”).

20.2 If either Party is unable to perform its duties and obligations under this
Agreement as a direct result of the effect of a Force Majeure Event:

20.2.1 that Party will give written notice to the other of the inability, stating
the Force Majeure Event in question and the likely period of time that the Force
Majeure Event will prevent or delay that Party's performance under the
Agreement.

20.2.2 the affected Party shall use all reasonable endeavours to mitigate the
impact of the Force Majeure Event and continue to perform any of its
obligations under this Agreement not affected by the Force Majeure Event; and

20.2.3 the operation of this Agreement will be suspended for the period (and
only during the period) during which the Force Majeure Event continues.

20.3 If the Force Majeure Event continues for a period of more than sixty (60)
days and substantially affects the commercial basis of this Agreement, the Party
not claiming relief will have the right to terminate this Agreement upon giving
seven (7) days' written notice of such termination to the other Party.

21 Entire Agreement

This Agreement and its associated annexes comprise the entire agreement between
the Parties. This Agreement supersedes all prior negotiations, representations and
undertakings whether written or oral.

22  Variation

22.1 No variation of this Agreement shall be valid or effective unless it is in writing,
refers to this Agreement and is duly signed by, or on behalf of, each Party.

22.2 In the event of an emergency, the Secretariat shall have the right to vary this
Agreement by verbal instructions, which shall be confirmed by the issue of a written
amendment within seven (7) Working Days (the "Variation”).

22.3 The Secretariat shall have the right to vary the Services at any time, subject to
the Variation being related to the Goods and/or Services being provided, and no such
Variation shall abrogate this Agreement.
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22.4 The Supplier, within fourteen (14) Working Days of being requested by the
Secretariat pursuant to the Clause above, shall submit more than one (1) quotation
(from a variety of suitable potential suppliers) to the Secretariat, such quotations to
contain at least the following information:

22.4.1 a description of the work together with the reason for the proposed
Variation.

22.4.2 the price if any, showing where applicable the prices and rates used;

and

22.4.3 details of the impact, if any, on other aspects of this Agreement.

23  Notices

23.1 Any notice or other communication which is to be given by either Party to the
other shall be provided by email and one other manner of delivery, as per the table

below:

Manner of delivery

Deemed time of service

Proof of service

Email 9:00am GMT on the first Working Dispatched as a pdf
Day after sending. attachment to an email to
the correct e-mail address
without any error message
And

Personal delivery

On delivery, provided delivery is
between 9:00am GMT and 5:00pm
GMT on a Working Day. Otherwise,
delivery will occur at 9:00am GMT
on the next Working Day.

Properly addressed and
delivered as evidenced by
signature of delivery
receipt

Or

Prepaid, Royal Mail
Signed For 1st Class or
other prepaid, next
working day service
providing proof of
delivery

At the time recorded by the delivery
service, provided that delivery is
between 9:00am GMT and 5:00pm
GMT on a Working Day. Otherwise,
delivery will occur at 9:00am GMT
on the same Working Day (if delivery
before 9:00am GMT) or on the next
Working Day (if after 5:00pm GMT).

Properly addressed prepaid
and delivered as evidenced
by signature of a delivery
receipt
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23.2 Any notice or document to be given or delivered under this Agreement is to be
sent to the relevant Parties as follows:

23.2.1 To the Secretariat:

(a) via post at Marlborough House Pall Mall London SW1Y 5HX marked for the
attention of The Commonwealth Secretariat,

Or

(b) via email at [e].

23.2.2 To the Supplier:
(a) via post at [e], marked for the attention of: [e].
Or

(b) via email at [e], or as otherwise specified by the relevant Party from time
to time by notice in writing to the other Party.

24 Waiver

24.1 The failure of either Party to insist upon strict performance of any provision of
this Agreement, or the failure of either Party to exercise any right or remedy to which
it is entitled under this Agreement, shall not constitute a waiver and shall not
diminish the obligations established by this Agreement. A waiver of any breach shall
not constitute a waiver of any other or subsequent breach.

24.2 No waiver of any provision of this Agreement shall be effective unless it is
expressly stated to be a waiver and communicated to the other Party in writing.

25 Severability

If any provision of this Agreement (or part of any provision) is or becomes illegal,
invalid or unenforceable, the legality, validity and enforceability of any other
provision of this Agreement shall not be affected. In the event that any finding of
invalidity is so fundamental as to defeat the purpose of this Agreement, the Parties
shall immediately commence negotiations in good faith to remedy the invalidity.

26 Counterparts
This Agreement may be executed in any number of counterparts, each of which shall
constitute a duplicate original, but all the counterparts shall together constitute the
one Agreement.

27 Governing law

This Agreement and any dispute or claim arising out of, or in connection with, it, its
subject matter or formation (including non-contractual disputes or claims) shall be
governed by, and construed in accordance with, the laws of England and Wales.

Page 66 of 72 Total Facilities Management Services ITT
June 2025 Version Final



28 Dispute resolution

28.1 The Parties will use all reasonable endeavours to ensure that any difference or
dispute concerning this Agreement is settled through mutual consultation and/or
negotiations between the Parties. The Supplier undertakes to continue performance
of this Agreement throughout the duration of the dispute.

28.2 If such discussions fail to resolve the matters within thirty (30) Working Days, the
dispute shall be submitted to the Commonwealth Secretariat Arbitral Tribunal (CSAT)
for resolution. CSAT shall have exclusive jurisdiction over any claim or matters arising
under or in connection with this Agreement and its decision shall be binding on the
Parties. The statute of the CSAT is available on request.
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APPENDIX 2 - Code of Ethics

PDF

Code of Ethics
December 2022.pdf
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APPENDIX 3 - Parent / Group Company Statement

To be completed by any Tenderer that intends to rely upon the financial standing or
technical ability of a parent or other group company as part of its Tender submission.

“We confirm that the Tenderer has relied upon the financial information of [INSERT NAME
OF PARENT/ GROUP COMPANY] in completing the information in "Financial Information”.

We confirm that if the Tenderer is successful and is awarded a Contract by the
Commonwealth Secretariat, [INSERT NAME OF PARENT/ GROUP COMPANY] will, upon
demand, provide a performance and financial guarantee in respect of the contract
between the Commonwealth Secretariat and the Tenderer in such form as may be
required by the Commonwealth Secretariat.

Signed for and on behalf of the Parent/ Group company:

Signed:

Name:

Telephone No:

Email address:

Position/Status in the
Organisation:

Organisation's name:

Organisation’s address:

Date:
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Appendix 4 - Pricing Schedule

Please complete Appendix 4 (Pricing Schedule) and submit as part of your tender
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DECLARATION

When you have completed the ITT, please ensure that:
* You have answered all the questions.

* You have provided all supporting documentation requested; and
* You have read and signed the undertaking below.

A Partner, Director, or authorised signatory, in his/her own name, on behalf of the
Tenderer must sign the declaration.

| certify that the information supplied is accurate to the best of my knowledge and
that | accept the conditions and undertakings requested in the ITT. | understand
and accept that false information could result in rejection of the application to be
selected to take part in the ITT process. | confirm that neither myself nor any of
my colleagues are related to any Secretariat member of staff (includes but not
limited to spouse, parent, grandparent, child, grandchild, or sibling) or have any
known conflicts of interest that have been undeclared as part of this ITT process.

By signing and returning this letter, I/we confirm that I/we have not in relation to
this opportunity or the ITT:

a. Entered into any agreement with any other person with the aim of
preventing bids being made or as to the fixing or adjusting of the amount of any
bid or the conditions on which any bid is made or the elements or contents of
any bid.

b. Informed any other person, other than the Commonwealth Secretariat of
any confidential information in relation to the project, except where
disclosure, in confidence, was necessary for the purposes of preparing the ITT.
c. Caused or induced any person to enter into such an agreement as is
mentioned in paragraphs (a) and (b) above.

d. Committed any offence under applicable anti-bribery or anti money
laundering laws and/or regulations.

e. Offered or agreed to pay, give, or accept any sum of money, inducement,
or valuable consideration directly or indirectly to any person for doing or having
done or causing or having caused to be done, in relation to any proposed bid,
any act or omission.

f. Offered or agreed to pay, give, or accept any sum of money, inducement,
or valuable consideration directly or indirectly to any person bidding for the
ITT, or from any person in relation to this project; or

g. Agreed to undertake work or services for any other person in connection
with the project.

Either

I/ we know of no conflict of interest which, if came to be known, would prohibit
my firm/me from carrying out this work.

Or

I would like to declare the following conflict/s of Interest (please list below).
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Declaring any conflicts of interest does not automatically mean your firm’s
exclusion from this ITT process. If you believe the conflicts do not materially affect
your ability to deliver this project should your firm be successful, please explain
how the conflicts will be managed.

In this ITT, the word "person” includes any person, body, or association, corporate
or incorporated and "agreement” includes any arrangement whether formal or
informal and whether legally binding or not.

Signed:

Name:

Telephone No:

Email address:

Position/Status in the
organisation:

Date:
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