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[bookmark: _Toc397709958]Objective of the RFP
The IANA Stewardship Transition Coordination Group (ICG) is issuing a Request for Proposal (RFP) to select a suitable contractor to perform its secretariat function. The ICG was established as a result of a broad community consultation and in response to the announcement by the U.S National Telecommunication and Information Administration Department (NTIA) of its intent to transition key Internet domain name functions to the global multistakeholder community. 
The ICG is composed of representatives from different stakeholders groups to coordinate and deliver a single proposal to the U.S National Telecommunication and Information Administration Department (NTIA) regarding the transition of NTIA's stewardship role of the IANA function (currently performed by ICANN) to a Multistakeholder mechanism. For more information about its role, please visit: https://www.icann.org/en/stewardship/coordination-group .
If you are interested in bidding for this proposal please send an Expression of Interest (EoI) to SecretariatForICG-rfp@icann.org by 12 September 2014. This date has been revised from an earlier announced date of 7 September 2014.

[bookmark: _Toc270430502][bookmark: _Toc397709959]Characteristic of the bidder

The organization selected shall have an appropriate track record and demonstrated capacity to fulfill all of the duties described further down in this RFP.
[bookmark: _Toc270430503][bookmark: _Toc397709960]Legal status
The provider shall be a public institution, company, individual or NGO with a good experience in Internet Governance and a proven expertise in research, Analysis, Drafting and Multistakeholder bottom up process.  
[bookmark: _Toc270430504][bookmark: _Toc397709961]Previous Experience
Selected secretariat must demonstrate:
· Previous work with any organization involved with the Internet Governance ecosystem is expected.
· Proven experience of Committee driven procedures, community and consensus driven decision-making process.
[bookmark: _Toc270430505][bookmark: _Toc397709962]Logistic Capability 
Sufficient telephone and Internet Connectivity for participating in teleconferences, online forum, mailing list discussion and update web site content on timely manner.  
[bookmark: _Toc270430506][bookmark: _Toc397709963]Key Requirements from Bidder
The organization that will be selected to perform the secretariat must:
(a) Be independent, neutral and have some familiarity with the issue that the ICG is chartered to work on.  
(b) Be prepared to deal promptly with requests from the ICG and its Chair and Vice-Chairs; 
(c) Be able to take accurate notes of meetings; 
(d) Make sure that members and the wider community receive all the necessary materials related to the ICG proceedings; 
(e) Work in cohesion with the ICG Chair, Vice-Chairs and ICANN logistics support team; 
(f) Have knowledge and experience of Committee driven procedures, community and consensus driven decision making process; 
(g) Demonstrated experience of dealing with broad language and cultural groups across multiple time zones; 
(h) Finally have a good understanding of the Internet Governance ecosystem; and 
(i) Be fluent in writing and speaking English; 

Whilst the proceedings of the ICG will be conducted in English, some proficiency in any of the other five UN languages (French, Spanish, Arabic, Russian, or Mandarin) would be an advantage.
[bookmark: _Toc270430507][bookmark: _Toc397709964]Staffing
It is expected that specific staff members will be named in advance and appointed to serve Secretariat functions for the entire duration of this assignment. The resume of such selected staff must be attached to the proposal. 

Individual or team dedicated to serving, as secretariat to the ICG should be able:
· To work on a full-time/part-time basis, as necessary with the required expertise in the topic the ICG is working on and shall be appropriately skilled and resourced to work effectively
· To perfectly communicate in English (verbally and in writing). The staff should be methodical, and have good eye for details; be well organized, with an orderly mind
[bookmark: _Toc397709965]Estimated resources needed
The estimated amount of resource hours expected for the duration of the initial 12 month contract is up to two full time equivalent resources. 


[bookmark: _Toc270430508][bookmark: _Toc397709966]Duties and responsibilities of the secretariat

The Secretariat shall provide a professional service to the ICG and have the following responsibilities:

· Take minutes during the ICG meetings (face-to-face and teleconference);
· Keep track and follow-up on action items, timeline and due dates from the ICG mailing list and meetings;
· Maintain and share Calendar for Meetings and Teleconference Schedules;
· Manage the ICG mailing list and collaboration tool(s);
· Maintain the ICG web pages and related publications platform:

· Meeting information and material distribution to ICG members
· Publication of relevant meeting information online
· Publication of deadlines/due dates whenever applicable
· Deployment and maintenance of an online document editing tool (wiki or other similar technology)
· Publication of draft documents produced by the ICG online
· Publication of meetings' minutes, slides, transcripts, audio streams (one for each language), and other relevant meeting outcomes
· Provide tools/platform to collect direct community feedback 

· Wherever appropriate, coordinate the arrangement of face to face meeting venues along with related logistics with ICANN and other third parties where appropriate
· Co-ordinate with ICANN for ICG members’ travel, as and when required;
· Liaise with ICANN for administrative matters as required by the ICG, the Chair and the Vice-Chairs.
· On request from ICG summarize status of discussions in ICG and other mailing lists.
· Compile and summarize inputs from the community for the ICG, and provide statistics as and when required;
· Compile and summarize views submitted by members of the ICG, as and when required, to assist the Chair and Vice-Chairs  in measuring consensus;
· Edit documents for the ICG, as and when required;
· Support the Chair, the Vice-Chairs and the ICG members wherever needed and requested;
· Serve as primary media contact point for the ICG, fielding enquiries to the chairs and the ICG members.
· Using material prepared by the ICG, undertake public communications functions including dissemination of Press Releases and/or ICG statements as requested by the ICG.
The role of the secretariat is strictly limited to the functions that support the ICG as described above.  Nothing in this description of functions should be read beyond its plain English meaning and the secretariat is not clothed with any authority to speak on behalf of the ICG to third parties or the press, to develop independent positions or to draw conclusions from inputs or actions of the ICG
[bookmark: _Toc270430509][bookmark: _Toc397709967]Reporting
The Secretariat will report exclusively to the ICG, its Chairs or Vice-Chair. All report or document produced in the course of this contract must be directly submitted to the ICG.
[bookmark: _Toc270430510][bookmark: _Toc397709968]Performance Monitoring
Although ICANN will contract the secretariat, only the ICG will review the performance of the secretariat. 
The ICG will discuss and provide writing feedback to the secretariat on their work and draft of document they will produce. 
[bookmark: _Toc270430511][bookmark: _Toc397709969]Language of the proposal and other documents
The proposal prepared by the bidder and all correspondence and documents related to the proposal exchanged between the bidder and ICANN should be in English.  
[bookmark: _Toc270430512][bookmark: _Toc397709970]Cost of proposal
The bidder shall bear all the cost associated with the preparation and submission of the proposal, including but not limited to the possible cost of discussing the proposal with ICANN, making presentation if needed, negotiating a contract and related travel.
[bookmark: _Toc270430513][bookmark: _Toc397709971]Financial Proposal 
The Financial Proposal must cover all the goods or services to be provided and must itemize.
The cost of travel (ticket cost and per diem) will be added to the value of the contract to allow contractor to travel to provide direct support to the meetings. The contractor will organize travel for his staff using the cheapest and most direct route available and travel in Economy Class. 
The Financial Proposal must contain a summary of total cost for the services proposed as well as a proposed schedule of payments, all of which must be expressed and will be made in US Dollar. 
The financial proposal should be for 12 months, starting 15 October, 2014. Ensure all assumptions and complete details are provided in your proposal.
[bookmark: _Toc397709972]Period of Validity of Proposals 
The offer outlined in the proposal must be valid for a minimum period of 60 calendar days after the closing date. Any bidder granting the request will not be required nor permitted to modify its proposal. 
[bookmark: _Toc397709973]Closing Date for Submission of Proposals 
Proposals must be received by ICANN at SecretariatForICG-rfp@icann.org no later than Tuesday, 23 September 2014 at 23:59 UTC. 
[bookmark: _GoBack]ICANN may, at its own discretion, extend this closing date for the submission of proposals by notifying all bidders thereof in writing. 
Any proposal received by ICANN after the closing date for submission of proposals may be rejected. 
[bookmark: _Toc397709974]OPENING AND EVALUATION OF PROPOSALS 
[bookmark: _Toc397709975]Opening of Proposals 
The technical proposals will be open in the presence (remotely or physically) of the Secretariat Selection sub-committee of the ICG on a date fixed after the closing of the tendering period. Each proposal will be opened during the session with each bidder announced. 
[bookmark: _Toc397709976]Clarification of Proposals 
The selection sub-committee may, at its discretion, ask any bidder for clarification of any part of its proposal to assist in the examination, evaluation and comparison of proposals. The request for clarification and the response shall be in writing. No change in price or substance of the proposal shall be sought, offered or permitted during this exchange. 
[bookmark: _Toc397709977]Preliminary Examination of Proposals 
The ICG sub-committee will examine the proposals to determine whether: (i) they are complete, (ii) any computational errors have been made, (iii) the proposals are generally in order. 
ICANN is not bound to select any of the firms/institutions submitting proposals. 
Furthermore, since a contract would be awarded in respect of the proposal which is considered most responsive to the needs of the ICG, due consideration being given to ICANN’s general principles, including economy and efficiency, ICANN does not bind itself in any way to select the firm/institution offering the lowest price. 
[bookmark: _Toc397709978]Evaluation Process

Step-1: 

All applications/offers will be sent to the ICANN via the email address SecretariatForICG-rfp@icann.org . 

Applicants must detail appropriate skills and experience of the organization itself and the assigned staff member(s), also the professional fees involved (whether on a fixed and/or time/resource basis). The ICG will evaluate the technical proposals, and review associated offer based on budget guidance provided by ICANN.

At the end of the submission period, each member of the Secretariat selection sub-committee will evaluate preselected technical applications based on the predefined requirements defined in section 2 of the RFP. 

If needed the panel will interview the three (3) best candidates out of Step-1 above and present its report to the ICG and ICANN. 

Step-2:

ICANN will negotiate the contract with the selected candidate and present its final report to the ICG.

Step-3:
The selected applicant will be notified and appointed to the role.









12. [bookmark: _Toc397709979]High Level Selection Criteria

The decision to select a provider as an outcome of this RFP will be based on, but not limited to, the following selection criteria:

· Knowledge and expertise
· Experience with the Internet Governance ecosystem
· Experience of Committee driven procedures, community and consensus driven decision-making process
· Technical Capabilities
· Demonstrated ability for Secretariat services
· Technical and Logistical Capability
· Suitability of proposed CVs
· Basic knowledge of ICANN and Multistakeholder bottom up process
· Price
· Flexibility
· Ability to start the role on 15 October 2014, at the ICANN 51 meeting in Los Angeles.
· Reference Checks
· Value Added Services


13. [bookmark: _Toc397709980]Contract Term

The initial contract term will be 12 months from the date of appointment, expected to be 15 October 2014. The ICG will have the option to extend the contract term for an additional number of month(s) after the initial term. 

14. [bookmark: _Toc397709981]Included in the Proposal

Your proposal must include, but need not be limited to, the following items (attachments):
1. Technical Proposal
2. Financial Proposal
3. Signed Non-disclosure agreement (use the template attached in RFP packet)
4. Customer References (use the template attached in RFP packet)
5. Signed Conflict of Interest Disclosure Form (use the template attached in RFP packet)
6. Signed Contractor Consulting Agreement (use the template attached in RFP packet), or a redlined version in case you disagree with any part of it.
7. CVs as applicable
8. Additional attachments as required

Ensure that your proposal is submitted along with all attachments listed above in a zip file with your company name before the deadline.

In addition, use the Respondent Q&A Excel spreadsheet included in the RFP packet to submit any questions you may have before the deadline as per the timeline.

15. [bookmark: _Toc397709982]Timeline

The following dates have been established as target milestones for this RFP. The ICG or ICANN reserves the right to modify or change this timeline at any time as necessary.


	Activity
	Dates

	RFP published 
	9 September 2014

	Participants to indicate Expression of Interest (EoI)
	12 September 2014 by 23:59 UTC
[ This date has been revised from an earlier announced date of 7 September 2014 ]

	Participants submit any questions to ICG (use Respondent Q&A Excel template in RFP packet)
	13 September 2014 by 23:59 UTC

	ICG responds to participant questions 
	20 September 2014

	Participant RFP proposals due by
	23 September 2014 by 23:59 UTC

	Preliminary evaluation of responses
	24 thru 27 September 2014

	Final participant presentations and reference calls
	27 September thru 4 October 2014

	Contracting and award to contractor
	6 thru 10 October 2014

	Target start date in the role
	15 October 2014 at ICANN 51 meeting in Los Angeles






16. [bookmark: _Toc397709983]Terms and Conditions

16.1 [bookmark: _Toc387764645]General Terms.  

16.1.1 Submission of a proposal shall constitute Respondent’s acknowledgment and acceptance of all the specifications, requirements and terms and conditions in this RFP.  

16.1.2 All costs of preparing and submitting its proposal, responding to or providing any other assistance to ICANN or the ICG in connection with this RFP will be borne by the Respondent.

16.1.3 All submitted proposals including any supporting materials or documentation will become the property of ICANN and the ICG. If Respondent’s proposal contains any proprietary information that should not be disclosed or used by ICANN or the ICG other than for the purposes of evaluating the proposal that information should be marked with appropriate confidentiality markings.  ICANN may return the RFP to the Respondent in the event ICANN is unwilling to comply with a request for confidentiality of any portion of the response.
[bookmark: _Toc387764646]
16.2 Discrepancies, Omissions and Additional Information

16.2.1 Respondent is responsible for examining this RFP and all addenda. Failure to do so will be at the sole risk of Respondent. Should Respondent find discrepancies, omissions, unclear or ambiguous intent or meaning, or should any question arise concerning this RFP, Respondent must notify ICANN immediately in writing via e-mail no later than three (3) days prior to the deadline for bid submissions. Should such issues remain unresolved by ICANN, in writing, prior to Respondent’s preparation of its proposal, they should be noted in Respondent’s proposal.

16.2.2 Oral statements made by ICANN’s employees, agents, and representatives concerning this RFP are not binding upon ICANN in its consideration of this RFP. If Respondent requires additional information, Respondent must request that the issuer of this RFP furnish such information in writing.

16.2.3 A Respondent’s proposal is presumed to represent its best efforts to respond to the RFP. Any significant inconsistency, if unexplained, raises a fundamental issue of the Respondent’s understanding of the nature and scope of the work required and of its ability to perform the contract as proposed and may be cause for rejection of the proposal. 

16.2.4 If necessary, supplemental information to this RFP will be published on ICANN’s announcement for the RFP or provided to the prospective Respondents receiving this RFP. All supplemental information issued by ICANN will form part of this RFP. ICANN is not responsible for any failure by prospective Respondents to receive supplemental information.

16.3 [bookmark: _Toc387764647]Assessment and Award

16.3.1 ICANN and the ICG reserves the right, without penalty and at its discretion, to accept or reject any proposal, withdraw this RFP, make no award, to waive or permit the correction of any informality or irregularity and to disregard any non-conforming or conditional proposal.

16.3.2 ICANN and the ICG reserves the right, without penalty and at its discretion, to accept or reject any proposal, withdraw this RFP, make no award, to waive or permit the correction of any informality or irregularity and to disregard any non-conforming or conditional proposal.

16.3.3 ICANN or the ICG may request a Respondent to provide further information or documentation to support Respondent’s proposal and its ability to provide the products and/or services contemplated by this RFP.

16.3.4 ICANN or the ICG is not obliged to accept the lowest priced proposal. Price is only one of the determining factors for the successful award.

16.3.5 ICANN and the ICG ill assess proposals based on compliant responses to the requirements set out in this RFP, any further issued clarifications (if any) and consideration of any other issues or evidence relevant to the Respondent’s ability to successfully provide and implement the products and/or services contemplated by this RFP and in the best interests of ICANN and the ICG.

16.3.6 ICANN reserves the right to enter into contractual negotiations and if necessary, modify any terms and conditions of a final contract with the Respondent whose proposal offers the best value to ICANN and the ICG.
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