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Exhibit U.
Example of a Call for Tender to select an OA

[date]

[Name of IA] 

Invitation to Tender

as

Operating Agent 

for one or more of the [IA] Annexes

Issued by the 

[IA] Executive Committee

Lodgement of bids:

Bids must be enclosed in a plain envelope or package endorsed as follows:

[IA] tender in confidence]

[address]

A receipt will be issued upon receipt by the [            ]
Closing Time and Date:

[                   ]
Preface

The following details, in broad terms, the work associated with being an Operating Agent for one or more of the three current Annexes of the International Energy Agency’s [IA name] Implementing Agreement.

IEA international collaboration on energy technology and R&D, and in this case on energy information dissemination, is organized under the legal structure of Implementing Agreements, in which Governments participate as Contracting Parties and undertake Tasks identified in specific Annexes. Contracting Parties designate one Operating Agent for each Annex, which is responsible for management of the collaboration and provides infrastructure as needed.

The following specifications describe:

· the current scope of work of [IA name] Operating Agents, and

· tender requirements and selection criteria. 

Part 1
Statement of Work

The International Energy Agency [IA name] Implementing Agreement, acting through its Executive Committee, invites suitably qualified consultants/contractors to submit a proposal to serve as Operating Agent for one or more of the [IA name] Annexes. [(Please see Appendices 1 and 2.)]

Background 

The Executive Committee has decided to seek Operating Agents for [IA name] Implementing Agreement following an International tender procedure. 

For further information on the IEA, [IA name] Implementing Agreement and the activities of Operating Agents, see the enclosed Appendix 1 

Scope

The description below is a brief summary of the present state of operations. The Executive Committee is devoted to strive for cost efficiency and innovation. Suggestions for product development and/or for a different Mode of Operations are welcomed.

[IA name] Implementing Agreement currently has [     ] Annexes.

Annex I – 

Areas of work and responsibilities include: [list areas of work].

[Describe each responsibility]

Objectives

The [IA name] Executive Committee wants to set up new standards for the co‑operation between [IA name] Operating Agents and the [IA name] Implementing Agreement. A number of issues are of special importance to the Committee. These are: 

[Economic transparency of operations

[IA name] is funded by contributions from public funds. The individual Contracting Parties have strict procedures of monitoring and accounting to meet regarding the use of their funds. The operations of [IA name] shall therefore be transparent for the Contracting Parties and the operations of [IA name] shall stand up to the strictest standards of efficiency and use of Public Funds.

Clear and detailed specifications of work plan, budgets and time schedules

The ExCo and the Operating Agent for each [IA name] Annex shall come to an agreement, on a yearly basis, as to the activities, expenditure and financing of the coming Operating Year. The Executive Committee (ExCo) wants to improve the clarity and transparency of this type of agreement by inviting tenderers to set new standards for the clear and detailed specification of work plan, budgets and related time schedules. 

Efficient and cost effective operation

The Operating Agents are expected to respect the agreed annual work plan and budget.  Suggestions that can improve the efficiency and cost‑effectiveness of Operations will be welcomed.

Innovation and drawing the maximum benefits of the development in new information technologies]

Deliverables of an Operating Agent to [IA name]
Tenderers are invited to suggest and specify their perception and suggestions of deliverables to the Executive Committee and the Chair of the Executive Committee.

For the formal provisions concerning an Operating Agent to an [IA name] Annex, you are kindly referred to the relevant Implementing Agreement and Annexes provisions. (Appendix 2).

[In addition, and as a minimum, an Operating Agent will be expected to supply:

1. Relevant information requested by the Chair or Vice‑Chair to the Executive Committee.

2. A report on activities for the [IA name] Annual Report to the IEA:

· For every ExCo meeting, and as may be required by the ExCo:

· Report and update on activities in relation to agreed work plan, budget, financial situation and time‑schedule for the first half of the present Operating Year,

· Suggestions to possible adjustment for the second half of the Operating Year,

· Accounts and financial information on the former Operating Year,

· Report on the Monitoring of the Operating Agent’s activities in the former Operating Year;

· Suggestions and specification for the work plan, budget, time‑schedule and financial contributions from Contracting Parties for the coming Operating Year.]

Duration and Legal Term of the Appointment

The successful tenderer(s) will be appointed for a two‑year period from [        ].  This appointment may, at the discretion of [IA name]’s Executive Committee acting by unanimity of the Participants in an Annex, be extended for a further period of a maximum of [two] years, subject to:

· A satisfactory performance in the appointment in the initial [two] years and,

· The extension of the Annex term for the remaining period.

It should be noted that the successful tenderer(s) will be bound by the relevant provisions of the [IA name] Implementing Agreement and Annex ,and will have to sign an Operating Agent Declaration in the case where  the tenderer(s) is not a Contracting Party to the [IA name] Implementing Agreement. Please see Appendices 2 and 4.

Payment, Management of Expenditure and Accounts

In accordance with the [IA name] ExCo, the Operating Agent to an [IA name] Annex invoices Contracting Parties and performs its duties with the funds drawn from the invoiced revenues.  Each Operating Agent to an [IA name] Annex shall be responsible to the [IA name] Executive Committee for operating its designated Annex in accordance with the Implementing Agreement , the applicable Annex, the annual Work plan and Budget of that Annex and decisions of the ExCo. It shall account for all property and funds coming into its custody or possession in connection with the Annex, keep a running account of all costs and charges associated with its appointment which may be monitored by the [IA name] Executive Committee at any time during the period of the appointment. It shall also account for he proper management of the financial means allocated to the Annex by the Work Programme and Budget. 

The appointed Operating Agent shall audit its accounts annually, and allow:

· Audit by a Contracting Party as specified in the Implementing Agreement and its Annexes;

· Independent audit of its accounts by an auditor either agreed or appointed by the Executive Committee according to the specifications made by the Executive Committee for each Operating Year;

.


· As mentioned earlier, the appointed Operating Agent shall produce a short report on a regular basis to the ExCo Chair containing relevant management information. In addition to this an Operating Agent shall at each of the regular ExCo meetings produce relevant full reports, including progress report on expenditure in order for the Executive Committee to monitor both progress and expenditure. 

Further Information

Tenderers should direct any questions arising during the preparation of a response to this Invitation to Tender or requests for clarification in writing to:

Chair of the [IA name] Executive Committee

[co‑ordinates]
or

Vice‑Chair of the [IA name] Executive Committee

[co‑ordinates]
Possible Circulation of Questions and Answers

The [IA name] Executive Committee or representative duly authorized to act lawfully on behalf of the [IA name] Executive Committee, reserves the right to circulate questions and answers of one Tenderer to all other Tenderers without disclosing the source of the questions or revealing the substance of any proposed tender.

Part 2
Evaluation

Purpose

This part outlines the selection process and specifies the minimum tender requirements to be addressed by Tenderers.

Proposal Content 

Tenderers may submit bids to be hired as Operating Agent(s) for one, two, or all three [IA name] Annexes. If bidding for more than one Annex, the overall bid price must still be broken down Annex by Annex.

The tender proposal for each Annex should show a budget breakdown for each of the headings shown below, describing the scope of the work. VAT and any local taxes should be shown separately.

Firm bid prices should be quoted for the first Operating Year and indicative budgets also quoted for the following years two, three and four separately with the corresponding proposed activity levels. Alternative activity levels within each Annex is welcomed as part of the bid under the condition that each activity level has a corresponding quoted price.

The bids should necessarily contain the following elements:

Formal information

· Full legal name

· Legal status

· Legal address

· (Physical) location

· Legal liability arrangement (???)

Task oriented information

· Relevant experience

· Professional qualifications

· Turnover

· Staff, experience and education

· Quality certification status

· Ethical principles and policies

System and Equipment 

· Available material and technical equipment

· Applicable system for quality steering and assurance

Economy

· Financial liability arrangement (???)

· Time‑writing principles

· Budget and accounting principles and procedures

· Separation of different cost types e.g. expenditure and time‑writing related

· Procedures and principles in relation to inflation and currency rates

· Budget for Operating Agent activities for each Operating Year [        ]. An Operating Year covers the period from April 1 – March 31 of the following year.

· Unit prices for activities and time‑writing

· Payment, invoicing and rates

· Financial arrangement and procedures

Organisation

· Organisation chart of tender participant organisation and of the internal OA organisation

· Management system for staff efficiency and effectiveness

· Involvement of external consultants and non Operating Agent staff

· Possible tender principles and procedures in relation to procurement of OA tasks

· Liaison and management system in relation to ExCo, National Teams and GLO’s

· Procedures for reporting to the [IA name] ExCo.

Selection Criteria 

Proposals will be assessed according to a series of criteria of which the principal ones are outlined below. [Accordingly, Tenderers are encouraged to address the following selection criteria: 
· Previous performance in comparable international knowledge exchange and energy projects;

· Demonstrated experience, qualifications and skills of personnel to be responsible for the project; and

· Understanding of international or more specifically IEA programmes, including knowledge of the logistical and organisational issues related to Implementing Agreements;

· Value for money.]

Part 3
Conditions of Tender

Purpose

The [IA name] Executive Committee recommends that all bids follow the terms and conditions set out in the Invitation to Tender.

Disclaimer

This Invitation to Tender does not in any way commit or otherwise oblige the [IA name] Executive Committee or any Contracting Party to [IA name] to proceed with all or any part of this tendering procedure.

Tender Lodgement

Deadline for Lodgement of Bids 

[date, time] 
Place for Lodgement of Bids 

[address]
Marked clearly: “[IA name] tender in confidence”.
All bids received will be opened in the presence of a representative of the International Energy Agency, the [    ] Contracting Party and the Chair of [IA name] immediately after the deadline for lodgement of bids . All tenderers will be notified by the [           ] of the opening of their bids no later than [date].
Delivery Method

By hand enclosed in a plain envelope or package. A receipt will be issued upon reception by the [          ] (registered mail delivery ?)
Format and language of Bids 

Bids can be submitted in the two official IEA languages, i.e. English and French, but preferably in English. [Bids must be submitted as described in the relevant section of this Invitation to Tender as a CD‑ROM with electronic files in Microsoft Word 7 format plus 20 hard copies in paper ready to be dispatched.]
The [IA name] Executive Committee or any duly authorized representative thereof may copy and/or distribute the tender documents as it requires for the purposes of this Invitation to Tender.

Definition of a Late Bid 

A bid is considered to be late when lodged after the closing time of [date, time].
Extension of Deadline

Bids received after the closing time will be registered as late. The exceptional decision to include a late bid will be made by the [IA name] Executive Committee or any duly authorized representative thereof in its absolute discretion.

The decision to consider or exclude a late bid will be based on the circumstances surrounding the submission and the receipt of the late bid, to ensure equal and fair treatment between tenderers.

Communication with Tenderers

The [IA name] Executive Committee or any duly authorized representative thereof is reserved the right, at its absolute discretion, to engage in any discussions with, or seek clarification on any matter from, any tenderer at any stage.

The [IA name] Executive Committee or any duly authorized representative thereof is reserved the right, at its absolute discretion, to short‑list tenderers and seek further information from them. In the event of a short‑list being compiled by the [IA name] Executive Committee or any duly authorized representative thereof, tenderers excluded from the short‑list shall be advised thereof as soon as practicable.

Ownership of tender Documents

All tender documents submitted by the tenderers will become the sole property of the [IA name] Executive Committee. 

The [IA name] Executive Committee or any duly authorized representative thereof will not disclose any confidential information included in any tender documents, unless this information  is already in the public domain, disclosure is required by law, or agreement is given for its release.

No Contract 

The [IA name] Executive Committee or any duly authorized representative thereof shall not be bound contractually, or in any other way, to any tenderer to this Invitation to Tender. 

The [IA name] Executive Committee or any duly authorized representative thereof shall not be liable for any costs or compensation in relation with this Invitation to Tender  whether or not the [IA name] Executive Committee or any duly authorized representative thereof terminates, varies or suspends the Invitation to Tender procedure or takes any other action affecting the Tender procedure 

Execution of Formal Agreement

Nothing in the Invitation to Tender or in the bid shall constitute a contract with the [IA name] Executive Committee or any duly authorized representative thereof The [IA name] Executive Committee or any duly authorized representative thereof reserves the right to amend the final  terms and conditions of its agreement with the [IA name] Operating Agent , if these new provisions are mutually acceptable to all parties.

Tender Responses

Consortium Tenderers

A Consortium may submit a bid on the basis that a prime Contractor will solely take full responsibility as Operating Agent. The bid must provide full details of proposed prime Contractor and sub‑contractors.
Subcontracts

Tenderers are advised that the Operating Agent is not authorized to subcontract the whole of its obligations as Operating Agent but may, with the prior consent of the [IA name] Executive Committee or any duly authorized representative thereof, subcontract part of its obligations.

In the case where subcontracting is envisaged, tenderers must provide names and addresses (and all other relevant information in relation to specifically part 2 of the Invitation to Tender) of proposed subcontractors and details of their involvement in the work as Operating Agent(s).

Preparation of Bids are made on the basis that each tenderer acknowledges that:

· The tenderers have examined the Invitation to Tender;

· The tenderers recognize that he Invitation to Tender specifies the rights of the [IA name] Executive Committee or any duly authorized representative thereof in respect of the tender procedure 

· The tenderers agree that the [IA name] Executive Committee or any duly authorized representative thereof may exercise its rights set out in the Invitation to Tender in respect of the Invitation to Tender procedure;

· The tenderers have sought and examined all necessary information available by making reasonable enquiries  to the [IA name] Executive Committee or any duly authorized representative In lodging their  bids, the tenderers did not rely on any express or implied statement, warranty or representation, whether oral, written, or otherwise made by or on behalf of the [IA name] Executive Committee or any  duly authorized representative thereof other than any statement, warranty or representation contained in the Invitation to Tender;

· The tenderers satisfy themselves as to the correctness and sufficiency of their bid;

· The tenderers are responsible for all expenses relating to their involvement in the Invitation to Tender including:

· preparation and lodgement of bids;

· any subsequent negotiations; and

· any other action or response in relation to this Invitation to Tender; and

· The tenderers will comply with the rules set out in this Invitation to Tender.

Should a tenderer find any discrepancy, error or omission in the tender documents, the [IA name] Executive Committee or any duly authorized representative thereof should be notified in writing thereof, on or before the date and time of closing of tenders.

Conflict Of Interest

A tenderer must state in its bid, any circumstances or relationships which constitute or may constitute a conflict or potential conflict of interest in respect to this Invitation to Tender, or in respect to the resulting Operating Agent’s contract. 

Confidentiality and Freedom of Information

Information forming part of a bid submitted in response to this Invitation to Tender shall be treated as confidential information to the extent requested by the tenderer, and thus protected from disclosure as provided for in the Invitation to Tender.

Tenderers should be aware that all tender materials received from a tenderer will be distributed to all Contracting Parties to [IA name], to the IEA Secretariat and possibly to any hired consultant duly authorized by the [IA name] Executive Committee to represent it. 

Assessment of Bids   

Evaluation and Selection

Tenderers are advised to provide detailed responses against each element contained in Part 2 hereof. Bids will be assessed based on the selection criteria contained in Part 2 hereof, including but not limited to best value for money. The [IA name] Executive Committee or any duly authorized representative thereof is not obliged to accept the lowest‑priced proposal.

The [IA name] Executive Committee or any duly authorized representative thereof reserves the right to set priorities for the weighting of the assessment criteria, and vary those priorities at its absolute discretion.

The [IA name] Executive Committee or any duly authorized representative thereof reserves the right to make available, for evaluation purposes only,  a copy of any tenderer's bid or parts thereof to any consultants or third parties.

The [IA name] Executive Committee or any duly authorized representative thereof may conduct inspections of the short listed tenderers’ facilities during the Tender evaluation phase, or prior to appointment of the preferred tenderer or shortlist of tenderers, and review the samples sought from the short listed tenderers.

Additionally, the [IA name] Executive Committee or any duly authorized representative thereof may interview key personnel of the proposed Operating Agent and clients for whom the tenderer has previously carried out work, to assess the similarity of  that  work to that proposed as [IA name] Operating Agent.  The [IA name] Executive Committee or any duly authorized representative thereof may accept all, or part of, a bid, or may accept none of the bids.

Clarification of Bids

During evaluation of the bids, the [IA name] Executive Committee or any duly authorized representative thereof reserves the right to seek clarification from and to enter into discussions with any or all of the tenderers in relation to their bids.

The [IA name] Executive Committee or any duly authorized representative thereof may require a tenderer to submit additional information to allow further consideration of its bid before its bid r is further considered.

Right to Conduct Security, Probity and Financial Checks

The [IA name] Executive Committee or any duly authorized representative thereof in its absolute discretion reserves the right to conduct such security, probity and financial checks, on tenderers for the purpose of evaluating responses to this Invitation to Tender or at any other stage of the tendering procedure , as it deems necessary.

Probity Obligations

If a tenderer is found to have made false or misleading claims or statements, or obtains confidential information, the [IA name] Executive Committee or any duly authorized representative thereof reserves the right to reject at any time any bid lodged by or on behalf of the tenderer.

Each tenderer and its officers, employees, agents and consultants must not engage in any collusive tendering in order to avoid anti‑competitive conduct or other similar conduct affecting the tender procedure.

Acceptance of Bids Notification of the winning Tenderers

A winning bid will not be deemed to have been accepted until notice in writing is given to the successful tenderer by the [IA name] Executive Committee or any duly authorized representative thereof o. Final acceptance of a bid is subject to unanimous approval by the Annex Participants of that Operating Agent and its formal acceptance of the rights and obligations of an Operating Agent as provided for in the [IA name] Implementing Agreement and Annex texts.

Disclosure of Information

No tenderer shall furnish any information, make any statement or issue any document or other written or printed materials concerning the acceptance or refusal of any bid for publication in any of the media without the prior written approval of the [IA name] Executive Committee or any duly authorized representative thereof.

Advice to Unsuccessful Tenderers

The [IA name] Executive Committee or any duly authorized representative thereof will notify each unsuccessful tenderer of the results of the tender no later than a week after unanimous approval by the Annex Participants is reached .

Debriefing for Unsuccessful Tenderers

Unsuccessful tenderers will be offered the opportunity for a debriefing at their request directed to the [IA name] ExCo or any duly authorized representative thereof.

 Part 4 Appendix

1. The Strategy Document

2. The [IA name] Implementing Agreement and Annexes

3. [Information on Software related issues]

4. The Operating Agent Declaration

Exhibit V.
Request for Proposals

INTERNATIONAL ENERGY AGENCY

[IA Name] 





REQUEST FOR PROPOSALS

Introduction

The interim Executive Committee (ExCo) for the International Energy Agency’s Implementing Agreement (IA) [IA Name] invites qualified organizations to submit proposals to be selected as the secretariat of the ExCo and provide, in that capacity, administrative and information dissemination support services to its members for a period of three years, possibly renewable, if so decided by the ExCo. 

The selected organization would commence its activities on [             ].

[IA Name]

[Describe IA and its work, participation, etc.]

[The expected products of the collaborative work include:

· .]

Overall control and management of the programme is maintained by the ExCo, which not only monitors existing projects but identifies new areas where collaborative effort may be beneficial.  The ExCo ensures that all projects fit into the strategy without unnecessary overlap or duplication but with effective liaison and communication.  The ExCo evaluates all activities (Annexes, Working Groups, etc).

Executive Committee Secretariat Services

The Secretariat will provide the ExCo with a wide range of administrative and information dissemination services to assist it with the overall management of the IA.

The Secretariat may additionally assist Operating Agents (OA), who are responsible for the management of specific Annexes, and participants in managing individual programme activities.  The general functions and the specific tasks to be performed by the Secretariat will be determined by the ExCo before the selected candidate takes its duties as Secretariat.
The Secretariat will work under the supervision of the ExCo and its Chair.  The Secretariat will ensure that the Annual Work Plan is carried out within the budget provided by the ExCo.  The ExCo will provide task‑level direction to the Secretariat.  However, the Secretariat is expected to identify and act on emerging needs as they arise and to display initiative in anticipating issues for the ExCo or Chair.

On behalf of the ExCo, the Secretariat will maintain communication links with the IEA Secretariat, the [name of IEA Working Party], other Implementing Agreements and non‑participating countries at the direction of the ExCo or as specified in the Secretariat Annual Work Plan.  However, in any communications with such outside groups, the Secretariat shall make it clear that it does not replace the ExCo and can make no express or implied commitments for the ExCo with these groups.

Services to be provided by the Secretariat include the following:

EXCO Meeting Support:

· Assist host country and the ExCo Chair with arrangements and communications

· Disseminate meeting documents to participants

· Assist Chair and take minutes during meeting

· Prepare minutes to be distributed to all ExCo representatives and to the IEA Secretariat, prepare key decisions/actions list and follow up actions

Communications & Co‑ordination:

· Between ExCo and IEA Secretariat, e.g. preparation of IA Annual Report, IEA documents, End‑of‑Term Report

· Disseminate information between ExCo Chair and ExCo representatives, e.g. questionnaires, written procedures, etc.

· Between other IEA Implementing Agreements or the European Commission, etc

· Respond to inquiries from third parties, e.g. from potential IA participants

Initiation of New Annexes: 

· Interface with IEA Office of the Legal Counsel

· Facilitate communications among participants

· Provide administrative support and contribute to experts' meetings & workshops 

· Promote Annex participation 

Support in relation to Existing Annexes:

· On‑going promotion of Annex participation & awareness

· Advice OA on IEA/IA procedures (e.g. Progress, Annual and Final Reports)

Information Dissemination:

· Compile Programme bibliography

· Prepare, update and disseminate promotional material: [list]
· Prepare and disseminate Annex brochures synthesis and summary reports

Other Tasks:

Perform other duties as assigned by the ExCo  [list]
The selected candidate will be expected to provide continuity of staff so that an "institutional memory" will reside in the Secretariat.  An institutional memory ensures that changes in the ExCo members will not slow down the work of the IA.

Essential Requirements of Proponents

Proponents must meet the following essential requirements to be considered:

· Knowledge of how the IEA IAs operate 

· Experience with providing international secretariat services related to science and technology co‑operation for IEA or other similar organizations.

· Experience in synthesis and dissemination of technical information.

Proposal’s Essential Requirements

The following information, at a minimum, must be provided in the proposal and will be considered in the proposal evaluation:

· a full description of your organization and its qualifications to provide the services required;

· experience with international services for IEA or other similar organizations;

· experience in synthesis and dissemination of technical information;

· a detailed plan of how the organization would provide the services described in the Secretariat Services above, including: details of services, staff complement and expertise, facilities, and linkages (e.g. to information sources);

· an itemized annual budget, for each of the tasks specified in the Secretariat Services section above;

· daily rates for meetings, travelling, work outside of the meetings of personnel who may be assigned to the functions of Secretariat; and

· references for the last two years.

There is no specific format for the proposal, however all points indicated above must be discussed.  [IA Name] will not be providing proposal preparation costs to submitting entities. 

Where and When to Send Proposals

Interested candidates are invited to submit their proposals electronically to[            ], [Chair of the Review Team] by latest [date/time]. His e‑mail address is: [               ].

Who Can Submit Proposals 

This Request for Proposal will be circulated to all ExCo representatives of participating countries, and proposed ExCo representatives of countries which have expressed an official interest in joining the IA.

Only proposals from organizations in these countries will be accepted.

How Proposals Will Be Evaluated

[Proposals will be evaluated by a Review Team made up of representatives whose countries will not be participating in the [IA Name]].

The review committee will recommend a suitable proposal to the ExCo of the [IA Name] IA, which will be responsible for the final selection.

Important Considerations for Proposers

Late proposals will not be considered.

[There will be no acknowledgement of receipt and proposals which do not meet the essential requirements will be rejected without notification.]

No additional information, either in writing or verbally, to the present Request for Proposal, will be provided by the ExCo to any potential candidates.

Unsuccessful proponents will not be notified.  The name of the selected proponent will be published in the IEA OPEN Bulletin and on the [IA Name] IA website.
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