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1. Introduction 
 

1.1 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/  

 

1.2 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 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. 

 

1.3 The Secretariat implements decisions agreed by 53 Heads of Government and Ministers 

through advocacy, consensus–building, information sharing, analysis, technical 

assistance, capacity-building, and advice on policy development. 

2. Purpose 

 
2.1 The Secretariat wishes to find and appoint a suitable supplier for the Provision of 

Technical Assistance to support Tonga’s Investment Facilitation, Investment 

Promotion and create sector profiles. The appointed supplier shall be awarded a 

contract that shall be effective for 80 Consultant days between January and June 

2021.  

 
2.2 See specification in Section 6 - Specification of Requirements for details of the goods 

and services (including professional services) required. 

 

3. Tender Timeline 

3.1 Please note the following timetable is indicative at the time of going out to tender. 

This timetable may be subject to change at short notice. 
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ACTIVITY DATES & TIMES 

Publication of invitation to tender  05 01 2021 

Clarification period closes (“Tender Clarifications 
Deadline”) 

5 PM on 12 01 2021 

Deadline for the publication of Secretariat’s responses to 
tender clarification questions  

19 01 2021 

Deadline for submission of Tenders to the ComSec (“Tender 
Submission Deadline”)  

Noon on 26 01 2021  

Notification of shortlisting (including presentation details and 
evaluation criteria) by 

NOT USED 

Shortlisted tenderers’ presentations NOT USED   

Issue intention to award letters  15 02 2021 

Estimated award date of contract 18 02 2021 

Estimated contract start date  25 02 2021 
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4. Instructions to Tenderers  

 
4.1 Tenderers must submit all documents as set out in Section 7 Part1 – Part 3 no later than 

the return date of 12:00 (Noon) on 26 01 2021. 

4.2 The tender documents are to be returned by email only to the Commonwealth 

Secretariat to: 

Email:  Procurement@commonwealth.int 
NOTE: The file must be no more than 25MB per email. 

4.3 Unless indicated otherwise, all prices should be quoted in Pounds Sterling.  Prices 

quoted should exclude VAT but must indicate clearly where VAT is applicable and where 

items might be zero-rated. 

4.4 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. 

4.5 Tenders are to be valid for a minimum of 90 days from the closing date for the 

submission of the tenders. 

4.6 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. 

4.7 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. 

4.8 Tenderers shall bear all costs in completing a tender submission, including attendance 

of any presentations required.  

4.9 Tenderers shall not disclose details of the ITT to third parties without prior agreement 

from an authorised officer of the Commonwealth Secretariat.  

4.10 Tenderers are required to submit transparent pricing with no hidden costs or charges. 

4.11 All clarification queries must be in writing submitted by 5pm on 12/01/2021 and only 

via the email address procurement@commonwealth.int 

4.12 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.  

4.13 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 tenderer which will be taken forward to contract 

award.  

4.14 By submitting a response, the tenderer is agreeing to be bound by the terms of this ITT 

and the Commonwealth Secretariat Terms and Conditions of Contract save as in relation 

to those areas of the Contract specifically highlighted by completing the Legal 

Comments Table. 

4.15 By taking part in this tender all tenderers commit to the following: 

 

• 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.  

 

• 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 

mailto:Procurement@commonwealth.int
mailto:procurement@commonwealth.int
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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 tenderer name, duration of contract. 

 

• 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  

A. Evaluation – Criteria Weightings  

5.1 Quality 80%  

o Technical Questionnaire 

5.2 Price  20%  

 

B. Evaluation Process  

Part 1: Tenderer Details 
 

The scoring methodology that will be applied is as follows: 

 
5.3 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.  

5.4 Pass/Fail – as indicated in the invitation to tender 

Part 2: Technical Questionnaire Scored - 80%   

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

 

Using a 0 – 5 scoring system: 

0 
Unacceptable Response – No information provided or response does not address the 
requirement. 

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

2 

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

3 
Good Response – The level of detail / supporting examples gives a high level of confidence 
in the Tenderer’s experience and ability.  The Tenderer clearly has the potential to deliver 
and / or has clearly met an acceptable standard. 

4 

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. 

5 

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 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. 

 

http://thecommonwealth.org/procurement
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5.6 The following formula will be applied for each question: 

 

o Points Scored ÷ Points Available × % weighting 

5.7 The scores for each of the questions will be added to give a total technical quality 

score. 

5.8 Unanswered questions or sections that are left blank shall be awarded a 0.  

5.9 No half marks will be awarded.   

Part 3 - Pricing – 20%  

5.10 Please refer to the ITT - 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/other bid)*weighting = 

Score. 

5.11 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) 

If three responses are received and bidder A has quoted £3,000 as their total price, 

Bidder B has quoted £5,000 and Bidder C has quoted £6,000 then the calculation 
would be as follows: 
Bidder A Score = 3000/3000 x 40 (maximum available marks) = 40 
Bidder B Score = 3000/5000 x 40 (maximum available marks) = 24 
Bidder C Score = 3000/6000 x 40 (maximum available marks) = 20 
 

 

Part 4 – Presentations – NOT USED  

 
The Price and Technical scores for each tender will be added to obtain a final score to 
determine the ranking for purposes of shortlisting of tenderers who will be invited to the 
presentation stage. 

This presentation stage will be scored separately. The details of the presentation brief, 
evaluation criteria and weightings will be issued to successful shortlisted tenderers at the time 
of notification if successful/shortlisted and ahead of the presentation stage.  

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 pre conditions are met e.g. certificates, statements 
and other means of proof where tenderers have up to this point relied on self-certification. 



 
 
 

 

 

6 Specification of Requirements 

 

Introduction to the Secretariat 
 
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 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 54 Heads of Government and Ministers through 

advocacy, consensus–building, information sharing, analysis, technical assistance, capacity-

building, and advice on policy development. 

 

Terms of Reference 

 
Introduction and Context:  
The Commonwealth Investment Facilitation Program aims at helping member states 
design investment promotion policies and regulations that are embedded in their 
national level trade/development policies, identifying the potential sectors of 
investments and connecting with investors within the Commonwealth in order to 
facilitate intra-Commonwealth investments as directed by the Ministers of Trade in 
their recent meeting. Creating an enabling environment to facilitate investments 
through regulatory reforms is critical for small states with limited ability to offer 
incentives for FDI attraction.  
 
The global COVID 19 pandemic and attendant economic downturn has further 

exacerbated the challenges faced by small states. For a small Island state like Tonga, 
largely dependent on Tourism and remittances, the restriction on movement of persons 
and its effect on migrant labour schemes, coupled with loss or reduced income for 
Tongan nationals in diaspora has resulted in a marked decrease in remittances. 
Reduced remittances has acute impact for livelihoods- as many citizens rely on these 
remittances for sustenance.  
 
Increased investment, both local and foreign, can be a solution to some of the 
challenges faced by small states in fast-tracking recovery from the COVID 19 economic 
crisis.  Investments, in particular foreign investment, a significant catalyst for 
modernization and economic development, income growth and employment. Countries 
have liberalized their investment regimes, pursuing policies to attract investments.  
The quality of a country’s investment policies directly influences the decisions of 
investors, be they small or large, domestic or foreign. Predictability, transparency, 

http://thecommonwealth.org/
http://thecommonwealth.org/tribunal
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property protection and non-discrimination are core investment policy principles that 
underpin efforts to create a quality investment environment for all. 
 
Policy uncertainty includes both predictability and transparency and is one of the 
greatest obstacles to investment. Investors need to know what rules govern their 
investments and be assured that those rules will not change once they have invested. 
Consultations with relevant stakeholders in the private sector is also critical in the 
development or revision of investment. In addition to this, the implementation of the 

rules/regulations governing investors and their investments need to be transparent and 
unambiguous.  
 
Governments need to ensure that the rules and procedures on investments are designed 
in a way that helps them achieve their economic development goals and objectives 
while imposing minimal cost on investors in terms of bureaucratic red tape. 
Unnecessary administrative burdens can be a significant cost for potential investors, 
especially for small and medium-sized enterprises (SMEs), and can help to account for 
both a low level of investment and a high share of SMEs in the informal sector where 
rules can more easily be circumvented. 
 
As good regulatory practice, to promote investment, governments should, simplify and 
codify legislation, use plain language drafting, develop registers of existing and 
proposed regulations, disseminate regulatory material electronically, and publish and 
review administrative decisions. 
 
The World Bank’s annual Ease of Doing Business Report presents evidence of a 
significant correlation between improvements in the business environment as 

measured by the Doing Business indicators and flows of foreign direct investments 
(FDI).  Although this does not imply causation, the findings of the World Bank Team 
seem to support the claim that improvements in the overall investment climate by 
increasing transparency in doing business, reducing the number of procedures, 
improving regulations and policies, decreasing the amount of time and costs associated 
with doing business, among others, will attract more FDI. 
 
The islands of Tonga attract very little FDI. According to UNCTAD's 2020 World 
Investment Report, FDI inflows decreased slightly to USD 13 million in 2019, from USD 
15 million in 2018. The current FDI stock was estimated at USD 465 million in 2019. 
Agriculture and tourism are the two main sectors that attract foreign investment, 
mainly from Japan, China and the United States. Renewable energy and deep-sea 
mining also offer opportunities for investment.  
 
In spite of reforms taken by the Government aiming to attract investors, the country 
presents many discouraging factors. The archipelago remains extremely vulnerable to 
external shocks and foreign investors cannot buy land in the territory. However they 

are able to lease land for long and short term purposes and this can be a useful 
alternative to investors. Foreign investors are eligible to be granted a lease, sublease 
or permit with the same terms and conditions applicable to Tongan nationals. Leases 
of town allotments is normally granted for 50 years and tax allotment is restricted to 
20 years. The general lack of infrastructure development, unpredictable government 
policies and difficult access to certain regions of the country tend to discourage foreign 
investors. Foreign investment in several sectors of the economy is restricted. Property 
rights are uncertain, and their enforcement is weak. The judicial system is generally 
independent but inadequately resourced. The state plays a predominate role in the 
economy and this sometimes limits private-sector initiatives. In February 2019, the 
parliament passed the Foreign Investment Bill 2019, which includes amendments to the 
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legal framework of FDIs. However, the bill did not receive royal assent and has been 
sent back for review resubmitted for assent.   The country was ranked 103rd of 190 in 
the 2020 Doing Business report of the World Bank, losing twelve positions compared to 
previous year. The country’s performance is particularly low in the resolving 
insolvencies and registering a property indexes. 
 
Tonga has a small, open island economy and is the last constitutional monarchy among 
the Pacific Island countries. It has a narrow export base in agricultural goods. Squash, 

vanilla beans, and yams are the main crops. Agricultural exports, including fish, make 
up two-thirds of total exports. Tourism is the second-largest source of hard currency 
earnings following remittances. 
 
The country remains dependent on external aid and remittances from overseas Tongans 
to offset its trade deficit. A consequence of the COVID 19 pandemic has been a marked 
decrease in remittances. This is caused by restrictions on movement of persons and its 
effect on migrant labour schemes and also the loss of income for citizens living in the 
developed North who may have lost their jobs or had reduced earning. Reduced 
remittances has acute impact for livelihoods- as many citizens rely on these 
remittances for sustenance. 
 
Tonga has a reasonably sound basic infrastructure and well-developed social services. 
But the government faces high unemployment among the young, moderate inflation, 
pressures for democratic reform, and rising civil service expenditures. 
 
The newly launched Tongan Trade Policy Framework (2020) identifies Investment 
facilitation as a critical way of boosting the country’s export competitiveness. It calls 

for the development of an Investment strategy to guide the investment promotion and 
facilitation efforts, leverage the diaspora remittances and attract investments into the 
priority export sectors. 
 
The government of Tonga is emphasizing the development of the private sector, 
encouraging investment, and is committing increased funds for health care and 
education. Tonga's English-speaking and educated workforce offers a viable labour 
market, and the tropical climate provides fertile soil. Renewable energy and deep-sea 
mining also offer opportunities for investment.  
 
II. Purpose and Scope of Assignment:  
 
The aim of this initiative is to offer support to the government of Tonga to develop a 
menu of investment promotion and facilitation policy documents.  The assistance is 
expected to result in four major outcomes. First, it will provide a detailed analysis of 
the Investment opportunities by sector in Tonga, secondly it will deliver an  Investment 
Strategy with implementation, monitoring and evaluations matrixes, Thirdly, it will 

review and update the National Investment statement and the doing business in Tonga 
Brochure,  and lastly, it would enhance investment promotion and facilitation and  lead 
to increased contribution of Foreign Direct Investment  to the national GDP while 
facilitating employment creation, and poverty reduction. 
 
III. Objectives 
 
The Tonga Investment Project will be delivered in two phases and the objectives are 
to:  
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1. Create a database of investment opportunities after profiling and sector analysis 
of selected sectors and make recommendations for incentivizing investments 
into priority sectors. 

2. Develop an Investment promotion strategy 
3. Review Tonga’s National Investment Policy Statement (April 2009) 
4. Design and develop an Investment Pamphlet Package with separate colorful 

flyers and narratives and images of investment attractions in Tonga 
5. Support the development of a one stop website on Investment promotion and 

facilitation in Tonga  
6. Develop and include an implementation scheme with a monitoring and 

evaluation framework built in to ensure sustainability and track results 
 

IV. Proposed activities 

To achieve the objectives set out above, the following specific activities would be 

undertaken in two phases: 

Phase one:  

1. Conduct an analysis of the existing macroeconomic policies on trade and 

Investment, existing investment flows and opportunities for attracting 

investment and develop an Investment strategy as recommended by the Trade 

Policy Framework 

2. Assessment of identified sectors with potential for investment promotion and 

Identify opportunities for incentivizing investment into priority sectors 

3. Create a database of investment opportunities after profiling and sector analysis 

of selected sectors. 

4. Review Tonga’s National Investment Policy Statement (April 2009) and redraft a 

new statement 

V. Methodology 

1) Desk research (home-based): This will include literature review Tonga economy 

and investments prospects. Additional and required documents to be provided by 

the MTED.  

2) Country visit: (If required and travel permission permits) This will involve wide 

consultation through interviews and focus groups with public and private sector 

stakeholders in Tonga, other development partner representatives, investment 

promotion agencies, Business Support Organisations etc. 

3) Report drafting (home based): Consultants will produce draft strategies, 

Investment database and sector profiles, Draft Investment policy statement- 

(2009 statement to be provided by the MTED) and following comments by MTED 

and other relevant parties, a final report. 

4) Country Presentation/Workshop: The consultant will be required to present final 

findings, conclusions and action plans at a stakeholder validation workshop.  
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VI. Level of Effort/Timeframe 

 
The assignment is expected to be completed by June 2021. The project is planned to 
commence in February 2021. It is estimated that 80 consultant days will be needed to 
complete the project, including agreed fieldwork. The consultant(s) will work in close 
collaboration with Commonwealth Secretariat and MTED.  
 
VII. Deliverables: 
 
The provisional timeline may be amended by agreement between the consultant and 
the Commonwealth Secretariat’s Trade, Oceans and Natural Resources Directorate and 
the Tongan Ministry of Trade and Economic Development (MTED) 
 

Consultant deliverables Timeline Payment 
Schedule  

Inception report –following desk research 
to incorporate macro-economic and trade 
and investment analysis 

15 March 2021 20% 

Draft Investment facilitation strategy. 8 April  2021 20% 

Create database of investment 
opportunities and Identify opportunities for 
incentivising investments into select 
priority sectors, Submit first draft of 
Investment sector Profiles 

12 May  2021 20% 

Submit Completed Investment strategy 
Review and redraft National Investment 
Policy Statement   

20 June 2021 20% 

Submit final draft of all deliverables 30 June 2021 20% 

 
 
VIII. Approach and Implementation Arrangements 

The project will be supervised by the Adviser and Head of Trade Competitiveness 

Section, Commonwealth Secretariat. The Ministry of Trade and Economic Development 

which is the main client for this project will provide access to necessary documents, 

work space (if required), organise meetings and provide administrative support where 

needed.    

The assignment will be delivered through a stakeholder-driven approach. The 

consultant(s) is expected to work closely with stakeholder teams in delivering the 

project. The consultant(s) is expected to facilitate/moderate a number of Stakeholder 

dialogue consultations and other meetings at key stages of the assignment. 

 

Contract Management 

The successful consultant will report to the Secretariat’s Contract Manager (Adviser & 

Head, Trade Competitiveness Section, Trade, Oceans and Natural Resources 

Directorate).  
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Payments 

 

Payments will be made in line with the schedule of deliverables outlined above and 

upon successful completion of the milestones, upon receipt of the Secretariat’s written 

approval of all agreed deliverables and upon submission of a compliant invoice. All 

invoices will be sent to the Contract Manager and copied to  

accountspayable@commonwealth.int  

  

mailto:accountspayable@commonwealth.int
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7 Tender Submission Documents (ref:536-2020) 

Note - Tenderers must complete and return all tender submission documents below: 
 
Part 1 – Tenderer Details  
Part 2 – Technical Questionnaire  
Part 3 – Pricing 

Part 1 – Tenderer Details 

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

incorporation; 

 

Company 
Name 

 
 

Company Registration 
Number1 

 

Company 
Address 

  Date of incorporation  

Post Code  
  

 
 

     

Contact 
Name 

  Job  
Title 

 

Telephone   Email  

 
REFERENCES 
Please provide the contact details of three reference clients (who you 
have worked with within the last 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. 
 

 
 
Reference 1 

 
Reference 2 

Company Name    

Contact Name   

Company Address    

Dates of 
engagement   

Summary 
description of the 
services provided  
   

Telephone   

Email address   

 
 
 
 
 
 
 
 

 
1 Unique Tax Reference (UTR) number or equivalent (if outside UK) if applying as Sole Trader 
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1.1 Terms and Conditions 
 
Please delete ‘Yes’ / ‘No’ as applicable. 
 

(a) Please confirm that your organisation agrees to the Commonwealth 
Secretariat’s proposed Contract Terms and Conditions as set out in 
Appendix 1. If not, please state reasons (and/or complete the Legal 
Comments table below):  

Yes/No  

 

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 I 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: 

Legal Comments table 

 

Clause/Paragraph 
/Schedule 
 

Summary of Issue Suggested Revisions 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

1.2 Code of Ethics 
 

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

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

Yes/No  
 

 
1.3 Non-Disclosure Agreement 

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

(a) Please confirm that your organisation agrees to and has signed, dated and 
attached the Non-Disclosure Agreement (Appendix 4) 
 

Yes/No  
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1.4  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. 

 

Area Level of 
cover 
expected 

Level of 
cover 
currently 
held 

Level of 
cover to be 
provided  

Further 
details/limitations in 
liability cap incl. 
amounts 

Public liability £10m    

Employer’s liability £5m    

Professional 
Indemnity 

£1m    

 
Please note that the insurance cover detailed above needs to be in place before activities 
commence in pursuance of the services required and will not be considered as part of the costs 
under the contract between the Secretariat and the selected supplier. 
 
1.5 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’ as applicable. 
 

(a) In the last three years, has any finding of unlawful discrimination been 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)? 
 

Yes/No 

(b) In the last three years, has your organisation had a complaint upheld 
following an investigation by the Equality and Human Rights Commission or 
its predecessors (or a comparable body in any jurisdiction other than the 
UK), on grounds or alleged unlawful discrimination?   
 
If you have answered “yes” to one or both of the questions, please provide, 
as a separate Appendix, a summary of the nature of the investigation and 
an explanation of the outcome of the investigation to date. 
 
If the investigation upheld the complaint against your organisation, please 
use the Appendix to explain what action (if any) you have taken to prevent 
unlawful discrimination from reoccurring. You may be excluded if you are 
unable to demonstrate to The Commonwealth’s satisfaction that 
appropriate remedial action has been taken to prevent similar unlawful 
discrimination reoccurring. 
 

Yes/No 

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

Yes/No/ 
NA 

 
1.6 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’ as applicable. 
 

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

Yes/No  
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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 
any of these organisations have been convicted or had a notice served upon 
them for infringement of environmental legislation? 
 

Yes/No/ 
NA  
 

 
1.7 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’ as applicable. 
 

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

Yes/No 

(b) Has your organisation or any of its Directors or Executive Officers been in 
receipt of enforcement/remedial orders in relation to the Health and Safety 
Executive (or equivalent body) in the last 3 years?  
 
If your answer to this question was “Yes”, please provide details in a 
separate Appendix of any enforcement/remedial orders served and give 
details of any remedial action or changes to procedures you have made as a 
result. The Secretariat will exclude 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  
 

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

Yes/No/ 
NA 
 

 
 
1.8  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 
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Please provide details of any relevant accreditations, qualifications, 

certifications or awards you have received.     

Insert answer here 
 

 
1.9  Experience [pass/fail] 

 

Experience 
 

Yes/ No/ 
N/A 

Provide examples/details of three clients where you have provided similar 
services   

Insert answer here 
 

 
1.10 TURNOVER/FINANCIAL STABILITY (PASS/FAIL) 

 

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

Previous Year  

Year 2  

 
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. 
 
1.11 COMMERCIALLY SENSITIVE INFORMATION – for completion by Tenderers 
 
 

TENDERER’S COMMERCIALLY 
SENSITIVE INFORMATION 

POTENTIAL 
IMPLICATION OF 
DISCLOSURE 

DURATION OF COMMERCIAL 
SENSITIVE INFORMATION 

  
 
 

 

  
 
 

 

  
 
 

 

  
 
 

 

Part 2 – Technical Questionnaire (80%) 
 

Please answer all questions:  
 

Number  Question  Question 
Weighting 

1 Approach & Methodology 

• Understanding of the Terms of References 

• Analysis of key issues related to Investment 
Facilitation 

• Relevance of proposed methodology 

35% 
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• Identification of challenges and opportunities for 
Investments facilitation 

• Feasibility of work schedule and budget 

 
Insert your answer here 
 

2 Capability of the Consultant/Team to undertake the 
assignment 

• knowledge and working experience on 
investment promotion and facilitation issues and 
ongoing multilateral and regional deliberations 
on Investment 

• Sound proposal development, project design, 
planning and management expertise 

• Experience in undertaking economic 
assessments, country strategies, critical 
research, design and implementation of 
monitoring and evaluation (M & E) frameworks for 
the delivery of capacity building projects. 

• international experience in national and/or 
sector strategy development for investments and 
trade, preferably acquired on projects for 
emerging or developing economies in the 
Commonwealth countries especially in the Pacific 
region 

• Communication Skills - experience in the 
production of clear and concise reports for 
decision-makers in international/inter-
governmental institutions, and delivery of 
messages to a diversified audience 

• Experience working on Trade and Investment 
related projects in Commonwealth states, 
especially in the Pacific region 

35% 

 
Insert your answer here 

3 Other Qualities 

• Good understanding of the work of regional & 
multilateral organisations, foreign and 
diplomatic institutions and how they relate with 
Member States, especially the Commonwealth 

10% 

 
Insert your answer here 

Part 3 – Pricing (20%) 

Please provide your Pricing Schedule, on the following basis  
 

Maximum fee of:  £500 per person day 
 

Contract duration:  80 person days   
 

Payment will be based on Milestone/Deliverables 
 
Your financial proposal should represent value for money. It is expected to present suitable 
fee rates according to experience, split across team members (if applicable) according to 
experience and workload. Please attach as a separate document.  



 
 
 

 

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 Bidder 
must sign the declaration. 
 
I certify that the information supplied is accurate to the best of my knowledge and that I 
accept the conditions and undertakings requested in the ITT. I understand and accept that 
false information could result in rejection of the application to be selected to take part in 
the ITT process.  I 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).   
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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: 
 

  



 
 
 

 

 

Appendices 

Appendix 1 - Terms and Conditions 

 

Download 

 

http://thecommonwealth.org/sites/default/files/inline/CommonwealthSecretariatTermsandConditionsContract.pdf
http://thecommonwealth.org/sites/default/files/inline/CommonwealthSecretariatTermsandConditionsContract.pdf
http://thecommonwealth.org/sites/default/files/inline/CommonwealthSecretariatTermsandConditionsContract.pdf


 
 
 

 

 

 

Appendix 2 - Code of Ethics 

 
 

 
 

Download 

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


 
 
 

 

 

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: 
 

 
 
 
 
 
 
 
 



 
 
 

 

 

Appendix 4 – Non-Disclosure Agreement 

 
Non-Disclosure Agreement 
 
DATE: [] 
 
PARTIES: 
 
(1)  The Commonwealth Secretariat, an international organisation based at Marlborough 

House, Pall Mall, London SW1y 5HX (the “Secretariat”); and 
 
(2)  [NAME], [Limited] (whose registered offices are: ADDRESS) registration number 

[insert] (the “Recipient”). 
 
AGREEMENT: 
 
1. Definitions 
 
 In this Agreement: 

“Agreement” means this non-disclosure agreement and any amendments to it from 
time to time; 
“Terms and conditions for goods and services” means the terms and conditions of the 
Commonwealth Secretariat’s clauses as specified in Appendix I of the Invitation to 
Tender which would form a part of the contract with the Recipient; 
“Confidential Information” means: 
 
(a)  any information disclosed by the Secretariat to the Recipient before the end of 

the Term (whether disclosed in writing, orally or otherwise) that at the time of 
disclosure: (i) was marked as “confidential”; or (ii) should have been reasonably 
understood by the Recipient to be confidential; and 

 
(b)  [specify other confidential information here]; and 
 
“Term” means the term of this Agreement. 
 

2. Term 
 
 This Agreement will come into force on the date of its execution and will continue in 

force indefinitely, unless and until terminated in accordance with Clause [4]. 
 
3. Confidentiality obligations 
 
3.1 The Recipient agrees and undertakes: 
 

(a) that it will keep all Confidential Information strictly confidential and will not 
disclose any part of it to any other person without the Secretariats prior written 
consent; 

 
(b) that it will use the same degree of care to protect the Confidential Information 

as it uses to protect its own confidential information of a similar nature, being 
at least a reasonable degree of care; and 

 
(c) that it will act in good faith at all times in relation to the Confidential 

Information. 
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3.2 Notwithstanding Clause 3.1(a), the Recipient may disclose the Confidential Information 
to its officers and employees who are bound by a written agreement to protect the 
confidentiality of the Confidential Information. 

 
3.3 This Clause 3 imposes no obligations upon the Recipient with respect to Confidential 

Information which: 
 
(a) is known to the Recipient before disclosure by the Secretariat, and is not subject 

to any obligation of confidentiality; or 
 
(b) is or becomes publicly known through no act or default on the part of the 

Recipient. 
 

 
4. Termination 
 
4.1 Either party may terminate this Agreement forthwith at any time by giving written 

notice of termination to the other party. 
 
4.2 Upon and following termination of this Agreement: 
 

(a) Clause 5.3 shall continue to apply; and 
 
(b) the provisions of Clause 3 shall continue to apply in relation to Confidential 

Information disclosed before the end of the Term. 
 
4.3 Termination of this Agreement will not affect either party's accrued rights as at the 

date of termination. 
 
4.4 Subject to Clauses 4.2 and 4.3, upon termination, all the provisions of this Agreement 

will cease to have effect. 
 
5. General 
 
5.1 If a Clause of this Agreement is determined to be unlawful and/or unenforceable, the 

other Clauses of this Agreement will continue in effect. 
 
5.2 This Agreement may not be varied except by a written document signed by or on behalf 

of each of the parties. 
 
5.3 Neither party may without the prior written consent of the other party assign, transfer, 

charge, license or otherwise dispose of or deal in this Agreement or any rights or 
obligations under this Agreement. 

 
5.4 This Agreement is made for the benefit of the parties, and is not intended to benefit 

any third party or be enforceable by any third party. The rights of the parties to 
terminate, rescind, or agree any amendment, waiver, variation or settlement under or 
relating to this Agreement are not subject to the consent of any third party. 

 
5.5 Nothing in this Agreement shall exclude or limit any liability of a party for fraud or 

fraudulent misrepresentation, or any other liability which may not be excluded or 
limited under applicable law. Subject to this, this Agreement constitutes the entire 
agreement between the parties in relation to the subject matter of this Agreement, 
and supersedes all previous agreements, arrangements and understandings between the 
parties in respect of that subject matter. 

 
5.6 This Agreement will be construed in accordance with the laws of England; and the 

Commonwealth Secretariat Arbitral Tribunal will have exclusive jurisdiction over any 
claim or matters arising under or in connection with this agreement subject to the 
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provisions on jurisdiction in the Statute of that Tribunal.  
 

6. Terms and conditions for goods and services 
 
6.1 This Agreement is in support of and does not replace terms and conditions of the 

Commonwealth Secretariat’s clauses as specified in Appendix I of the Invitation to 
Tender.  

 
The Recipient indicates their acceptance of this Agreement by executing it below. 
 
 
Date: 
 
SIGNED by []  
duly authorised for and on behalf of the Recipient 
 
 
  
.................... 
 
Date: 
 

 


