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[bookmark: _Toc46500329]Introduction
The Gavi Alliance (“Gavi”), invites qualified bidders (herein after called “Bidder” or “Bidders”) to submit offers, consisting of a technical and a financial offer, together with any supporting documents (herein after called the “Proposal” or “Proposals”) for the provision of the requirements defined in this RFP document. In order to prepare a responsive Proposal, Bidders must carefully review and understand the contents of this covering letter, parts 1–6 of this RFP and the following key dates:

	Procurement Activity
	Responsible Party
	Due Date

	RFP Issue Date
	Gavi
	16 Feb. 26

	Intent to Participate due
	Bidder
	23 Feb. 26
	Final date for submitting Questions
	Bidder
	26 Feb. 26
	Gavi Response to Questions
	Gavi
	13 Mar. 26
	Bid submission deadline (CET)
	Bidder
	23 Mar. 26 

	Estimated Contract Award Date
	Gavi
	06 Apr. 26
	Estimated Contract Start Date 
	Gavi
	13 Apr. 26


The proposed timeline set out above indicates the process Gavi intends to follow. If there are any changes to this time plan, Gavi will notify all Bidders of this in writing.
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[bookmark: _Toc46500330]Gavi’s Requirements
[bookmark: _Toc43735169][bookmark: _Toc43735179][bookmark: _Toc43747406][bookmark: _Toc43735170][bookmark: _Toc43735180][bookmark: _Toc43747407]Background
Gavi Mission
Gavi, the Vaccine Alliance is a public-private partnership that helps vaccinate more than half the world’s children against some of the world’s deadliest diseases. The Vaccine Alliance brings together developing country and donor governments, the World Health Organization (WHO), UNICEF, the World Bank, the vaccine industry, technical agencies, civil society, the Gates Foundation and other private sector partners. View the full list of donor governments and other leading organisations that fund Gavi’s work here. Since its inception in 2000, Gavi has helped to immunise a whole generation – over 1.2 billion children – and prevented more than 20.6 million future deaths, helping to halve child mortality in 78 lower-income countries. Gavi also plays a key role in improving global health security by supporting health systems as well as funding global stockpiles for Ebola, cholera, meningococcal and yellow fever vaccines. After more than two decades of progress, Gavi is now focused on protecting the next generation, above all the zero-dose children who have not received even a single vaccine shot. The Vaccine Alliance employs innovative finance and the latest technology – from drones to biometrics – to save lives, prevent outbreaks before they can spread and help countries on the road to self-sufficiency. 
Learn more at www.gavi.org. 
Gavi Project
Gavi is seeking to engage an external legal service provider to advise on human resources (HR) and employment matters within Gavi’s internal legal framework. Importantly, this engagement is not about Swiss national law; instead the focus is international administrative law and policies, ensuring compliance with Gavi’s privileges and immunities and in alignment with best practices of international administrative tribunals. The selected firm will provide expert legal counsel on staff employment issues, handle dispute resolution in accordance with Gavi’s internal procedures, and bring specialized experience with organizations that enjoy similar privileges and immunities. 
Scope of Work
Gavi invites qualified legal firms/experts to provide specialized counsel on HR and employment matters within its international administrative law framework. The engagement will be structured as a framework agreement under which Gavi can seek advice or representation on an as-needed basis. The scope of work includes, but is not limited to, the following key responsibilities and associated tasks:

· Advisory on HR and Employment Issues: Offer proactive legal advice on questions arising from Gavi’s status as an international organization with privileges and immunities in the employment context. This includes interpreting how Gavi’s host country agreement and internal regulations apply to specific HR scenarios (e.g. hiring, termination, benefits, workplace grievances), ensuring that all decisions respect international administrative law principles and are sound and defendable. The firm will be expected to act as a sounding board for HR policy interpretations and improvements and provide written legal opinions or memos on complex employment questions (e.g. disciplinary actions, contract terms, dispute settlements, investigative reports) under Gavi’s internal legal framework. 
· Representation in Dispute Resolution: Serve as Gavi’s external counsel in handling employment disputes through internal justice mechanisms or other forums consistent with Gavi’s privileges. This may involve providing drafting and legal support to Gavi with respect to appeals before its internal Appeals Review Committee and representing Gavi in proceedings before its Appeals Tribunal (the final internal appeals body for staff disputes) or in any ad hoc arbitration required for staff in jurisdictions outside Switzerland. The firm will prepare all necessary written submissions (e.g. responses to appeals, legal briefs) and present oral arguments on behalf of Gavi in front of the Appeals Tribunal, working closely with Gavi’s in-house legal team. If a staff member’s case escalates to an external adjudicator due to any gap in internal remedies, the firm will advise on asserting Gavi’s immunities or handling the case in line with international administrative law precedents. The goal is to protect Gavi’s interests while upholding fair process for staff under the applicable internal rules.
· Policy and Process Review: Review and contribute to the development or revision of Gavi’s HR policies, staff regulations, and procedures to ensure they reflect best practices of international organizations and comply with applicable administrative law standards. The firm will analyse Gavi’s existing HR Manual, codes of conduct, grievance and disciplinary procedures, etc., and recommend improvements or clarifications where needed. This includes advising on incorporating lessons from administrative tribunal case law (ILOAT, UNAT, etc.) into Gavi’s internal rules. For example, the firm might help draft or vet provisions on performance management, misconduct investigations, conflict resolution, or contract termination to ensure they are robust against legal challenge and in line with norms in the UN/common system agencies. Deliverables may include redlined policy documents, written legal analyses of proposed changes, or comparative notes on how similar organizations handle specific HR issues. 
· Ad hoc and Preventive Legal Support: Provide on-call legal support for urgent or unforeseen HR matters. This may involve answering one-off queries from Gavi’s HR or Legal team (e.g. “Can Gavi lawfully implement a particular employment decision under our policies?”), reviewing draft communications or settlement agreements with staff, or advising on handling sensitive workplace situations (such as allegations of misconduct, harassment, or performance disputes) to mitigate legal risks. The firm should be capable of responding on short notice with clear guidance, helping Gavi prevent disputes from arising or escalating. In addition, the counsel may be asked to deliver brief trainings or briefings to Gavi’s HR and management on topics like international administrative tribunal jurisprudence, best practices in managing staff under an immunities framework, or changes in international employment law that could affect Gavi. This ensures Gavi’s in-house team remains informed and aligned with the evolving legal landscape.
Deliverables 
For each of the above responsibilities, the external counsel will produce concrete deliverables and work products, including:

· Written Legal Opinions & Advice: Clear, well-reasoned written opinions, memoranda, or email advisories addressing the questions posed by Gavi. These will outline the relevant international administrative law principles, apply them to Gavi’s situation, and recommend a course of action. For example, a legal opinion might confirm whether a proposed staff termination meets Gavi’s internal rules and international due process requirements or interpret how a clause of the HR manual should be applied in a complex scenario.
   
· Representation & Advocacy Outputs: All materials and actions required to effectively represent Gavi in dispute proceedings. This includes legal briefs, responses, and other pleadings submitted as a response to an internal review of a decision, to Gavi’s Appeals Review Committee, to Gavi’s Appeals Tribunal or arbitrators, as well as oral advocacy during hearings. The firm will maintain close communication with Gavi’s legal team during cases, provide case strategy advice, and ensure Gavi’s arguments are robustly presented. A successful deliverable in this area could be a complete case file for an Appeals Tribunal matter – containing written submissions, witness statements or evidence (if any), and a summary of oral arguments – resulting in a favourable outcome.
   
· Policy Review Reports and Drafts: Written feedback on Gavi’s HR policies or procedures, such as annotated policy documents or comparative analysis reports. Deliverables may include marked-up versions of staff regulations with proposed edits, a brief report highlighting any misalignments with international standards (and suggestions to address them), or draft new clauses/procedures if requested (for instance, a draft policy on workplace investigations or an updated template contract for employees). These deliverables should enable Gavi to update its internal governance documents such that that they adhere to international administrative law and minimize legal exposure.

Expertise and Experience Requirements
Prospective bidders must demonstrate the following qualifications and experience to be considered for this engagement:

· International Administrative Law Expertise: Deep knowledge of international administrative law as it relates to employment. This includes familiarity with the jurisprudence of administrative tribunals (e.g. ILOAT, UN Appeals Tribunal, World Bank Tribunal, etc.) and the ability to apply those precedents to Gavi’s context. Ideally, team members have advanced legal training or practical specialization in international administrative/employment law and at least several years of hands-on experience dealing with staff regulations or disputes in an international organization setting. 
· Track Record with Privileges & Immunities: Demonstrable experience advising organizations that possess privileged legal status (international organizations, UN agencies, global NGOs, etc.) on their internal legal matters. Bidders should provide examples of past or current clients (anonymised if necessary) with comparable host country agreements and staff immunities, and describe the services provided (such as counsel on internal employment issues, handling immunities in litigation, or setting up internal dispute systems. Simple metrics of number of cases or engagements would be welcome. 
· Relevant HR/Employment Law Experience: Significant expertise in employment and labour law, especially in a multi-jurisdictional or international context. While Swiss law advice is explicitly out of scope, a solid grounding in general employment law principles and comparative practices is important. The team should be comfortable with topics such as contracts, compensation/benefits, workplace misconduct investigations, performance management, grievance handling, and termination processes – and understand how these are approached within international institutions. Prior work on cases or projects involving staff rules of international organizations or civil service employment frameworks is highly desirable.
· High-Caliber Legal Team: A qualified team with the capacity to deliver the services. The lead lawyer should be a senior attorney (partner or equivalent) with at least 8-10 years of relevant post-qualification experience, including prior advisory work for international or intergovernmental organizations. Supporting associates, if they are included in the bid, should have strong research and drafting skills and be well-versed in public international law or employment law. If no named associates are included, the bidder should explain how the work will be delivered. All proposed team members must be fluent in English (excellent legal drafting skills in English are required). Bidders should highlight any additional language skills (especially French, given Geneva’s environment) and diversity in their team, though English will be the working language.
· Understanding of Gavi’s Mission and Culture: While not a strict legal requirement, familiarity with the public health/non-profit sector and sensitivity to Gavi’s mission-driven work environment will aid the counsel in providing practical, context-aware advice. The firm’s approach should demonstrate an appreciation for Gavi’s goals and the international, multicultural makeup of its Secretariat staff.
Duration of the Work
It is expected that the engagement contract will cover a five-year period, aligned with Gavi’s 6.0 strategic cycle, and run until 31 December 2030.
Location of the Work
The scope shall be performed remotely. The bidder is expected to work in alignment with Gavi Legal’s CET‑friendly working hours. At a minimum, the bidder must be available for at least half of each working day during CET working hours, as the Legal team is based in Geneva, Switzerland.
Work Context
The tasks shall be performed for the Legal Team under the supervision of the General Counsel or any person to whom they have delegated this authority in collaboration with the Human Resources Team .

	This part of the RFP sets out the rules and requirements for participation.  Classified as Restricted
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[bookmark: _Toc43747409][bookmark: _Toc43747410][bookmark: _Toc219540652][bookmark: _Toc46500331]Evaluation and Scoring Approach
Gavi will base its initial evaluation on the Proposals submitted in response to the RFP. 
In deciding which Bidders/s to shortlist, Gavi will consider the results of the evaluation of each Proposal and the following additional information:
i. Each Bidder’s understanding of the Requirements, capability to fully deliver the Requirements and willingness to meet the terms and conditions of the Proposed Contract; and
ii. The best value for money over the whole life of the goods or services.
In deciding which Bidder/s to shortlist, Gavi may consider any of the following additional information: 
i. The results from past performance reference checks, site visits, product testing and any other due diligence;
ii. The ease of negotiations with a Bidder based on that Bidder’s feedback on the Proposed Contract (where these do not form part of the weighted criteria); 
iii. Any matter that materially impacts on Gavi’s trust and confidence in the Bidder; and
iv. Any other relevant information that Gavi may have in its possession. 
Gavi will advise Bidders if they have been shortlisted. Being shortlisted does not constitute acceptance by Gavi of the Bidder’s Proposal, or imply or create any obligation on to Gavi to enter into negotiations with, or award a Contract for delivery of the Requirements to any shortlisted Bidder/s. 
Evaluation Committee
Gavi will convene an evaluation committee comprising members chosen for their relevant expertise and experience. In addition, Gavi may invite independent advisors to evaluate any Proposal, or any aspect of any Proposal.
Evaluation Model
The evaluation model is based on the weighting under section 3.5 (Evaluation Criteria).
i. Gavi will first assess all bidders against the Pass/Fail Qualifying Criteria in Section 3.4 and bidders that do not meet the required criteria will be disqualified.
ii. Bidders passing the Qualifying Criteria will then be evaluated against the Technical Evaluation Criteria in section 3.5.1. Proposals must meet the minimum threshold defined in Section 3.5.1, “Technical and Sustainability Evaluation Criteria”.  
iii. Bidders passing the minimum technical score will then be evaluated against the Financial Evaluation Criteria in Section 3.5.2. The maximum number of financial evaluation points will be allocated to the lowest priced Financial Proposal. Financial Proposals from other bidders will receive points in reverse proportion according to the following formula: [maximum number of points for the Financial Proposal] x [lowest price] / [price of Proposal being evaluated].
Two-Envelope System
Members of the technical evaluation committee will score each Proposal based on the weighted Technical Criteria listed below (Section 3.4). Proposals will then be ranked according to their technical scores. Proposals that meet the required technical minimum shall then be progressed to the financial evaluation stage whereby different members of the tender evaluation committee shall conduct an assessment based on the weighted Financial Criteria shown below. Collectively the tender evaluation committee will then determine which Proposals to shortlist/select based on best value for money over the whole-of-life of the Contract.
Qualifying Criteria
Each Proposal must meet all of the following Qualifying Criteria. Proposals which fail to meet one or more will be excluded from further consideration.
Bidders who are unable to meet all the Qualifying Criteria should conclude that they will not benefit from submitting a Proposal. The Qualifying Criteria for this procurement are: 
	No.
	Criteria/Sub-criteria

	1.
	Corporate Social Responsibility

	a)
	Bidders must provide a copy of their Corporate Social Responsibility Policy or documentation to demonstrate their commitment to sustainability, diversity, inclusion and the environment.

	2.
	Financial Stability

	a)
	Bidders must provide reassurance as to their financial stability.

	3.
	Experience

	a)
	Bidders must provide confirmation of amount / scale of previous work for comparable organizations (which can include Gavi) in simple metrics. Organizations can be anonymised.

	4.
	Legal Expertise in International Administrative Law

	a)
	Bidders must provide an overview of their experience in this area. 

	5.
	Experience with privileges and immunities of international organizations

	a)
	Bidders must provide an overview of their experience in this area. 



Please include the above information and supporting documentation as annexes to the technical proposal.
Evaluation Criteria
Each criterion will carry the weight indicated in the sub-weight column.
Technical and Sustainability
The technical and sustainability criteria for this procurement are:  
	No.
	Criteria/Sub-criteria
	Sub-weight (%)

	1.
	Technical approach
	30%

	a)
	Detailed proposed work plan and methodology for each section/output from the RFP: offerors must explain how they understand the requirements and how they are best placed to offer their expertise. 
	

	b)
	Proposed Approach, Methodology and workplan, including the way in which the offeror will use this information to obtain best value and reduce risks for Gavi, as well as the ways in which the offeror has done so for organisations similar to Gavi. 
	

	c)
	Proposed approach to relationship management for the duration of the contract. 
	

	d)
	Proposed ways in which the offeror will assist Gavi to actively manage assignments to assure timely and cost-effective handling of matters. 
	

	2.
	Expertise and qualifications of Bidder personnel
	20%

	a)
	Quality of team leader
	

	b)
	Quality of core team members (if additional team members are included): Are the proposed composition and structure of team, and roles of key personnel suitable for the provision of the necessary services and the successful and timely delivery of the required outputs? 
	

	c)
	Description of services or attributes that differentiate the offeror from other service providers in this field. 
	

	3.
	Experience and capabilities
	15%

	a)
	Demonstrate strong past experience
	

	4.
	Sustainability 
	5% 


	a)
	Economic consideration
	

	b)
	Gender consideration
	

	c)
	Social equity consideration
	

	d)
	Environment consideration
	

	e)
	Innovation consideration
	

	
	Total Weight:
	70/100


Minimum Technical Score: 70%

Financial
For the purposes of evaluation, all financial Proposals will be converted into United States dollars (USD).
The financial criteria for this procurement are:
	No.
	Criteria/Sub-criteria
	Sub-weight (%)

	1.
	Financial evaluation points
	30%

	a)
	Points for the financial Proposal being evaluated = [Maximum number of points for the financial Proposal] x [lowest price] / [price of proposal being evaluated].
	

	
	Total Weight:
	30/100



Additional Information
Gavi may request additional information from Bidders to assist with the further evaluation of Proposals. Such information may include data, discussions or presentations to support part of, or the entire RFP. Bidders or their representatives must be available to provide any such additional information during the evaluation process.  
Due Diligence 
In addition to the above, Gavi may undertake due diligence processes in relation to shortlisted Bidders. The findings will be considered in the evaluation process. Should Gavi decide to undertake due diligence, shortlisted Bidders will be provided with reasonable notice. The associated information requirements are set out at Section 4.4 – Due Diligence Submissions.
Negotiations 
Gavi may invite a Bidder to enter into negotiations with selected Bidders with a view to award a contract. Where the negotiations are unsuccessful, Gavi may discontinue negotiations with a Bidder and at its discretion initiate negotiations with a different Bidder. Gavi may initiate concurrent negotiations with more than one Bidder. In concurrent negotiations, Gavi will treat each Bidder fairly and: 
i. Prepare a negotiation plan; 
ii. Advise each Bidder it wishes to negotiate with, that concurrent negotiations will be carried out; and 
iii. Hold separate negotiation meetings. 
Each Bidder agrees that any legally binding contract entered into between the Successful Bidder and Gavi will be essentially in the form set out in Part 6 – Proposed Contract.
Notification of outcome
At any point after conclusion of negotiations, but no later than 30 business days after the date the Contract is signed, Gavi will inform all unsuccessful Bidders.
Bidder debrief 
A high-level debrief on a bid’s relative strengths and weaknesses can be requested by email to procurement@gavi.org with the subject line “015-2026-GAVI-RFP– Debrief – [Bidder Name]”.
	This part of the RFP sets out the evaluation criteria and scoring method.Classified as Restricted
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The relative strengths and weaknesses of the bid can be discussed, however Gavi is under no obligation to share exact scores, rankings or details of any other bid, including the winning bid.
[bookmark: _Toc46500332] Bid Submission
Preliminary Information
This section sets out the necessary preliminary information for Bidders to submit in consideration for delivering the Requirement against any resultant Contract.  
4.1.1 Intent to Participate, Acceptance of Confidentiality requirements and Conflict of Interest Declaration 
Bidders are required to acknowledge their acceptance of the instructions and rules pertaining to this tender. Bidders are also required to provide the contract information for a representative who will be the point of contact for all matters relating to the RFP, no later than the Due Date for submission of Preliminary Information set out at Part 1 – RFP Timeline and Key Dates. Bidders are required to maintain confidentiality in all matters relating to this RFP and shall not disclose confidential information in connection with the RFP to any third party without prior written consent of Gavi. 

Each Bidder must complete the Conflict of Interest online declaration and must immediately inform Gavi should a Conflict of Interest arise during the RFP process. A Conflict of Interest may result in the Bidder being disqualified from participating further in the RFP. This declaration must be provided to Gavi no later than the Due Date for Preliminary Information set out at Part 1 – RFP Timeline and Key Dates. 

The Intent to Participate and Conflict of Interest Declaration form can be accessed via the following link: Gavi Supplier Declaration Form
[bookmark: _MON_1664286231]
Technical Proposal
Bidder’s must ensure that the Technical Proposal is provided within dedicated electronic document/file below and that no financial information whatsoever is contained within. This is to ensure pricing information cannot be viewed when the Technical Proposal is under evaluation.



Financial Proposal
Bidders should submit the following financial information with their Financial Proposal:  



4.3.1 Pricing Information
Financial Proposals submitted by Bidders must meet the following submission requirements:
i. Be provided using the pricing schedule template provided at Annex B of this RFP.
ii. Provide all price information net of tax. 
Gavi’s Headquarters Agreement with the Swiss Government: Gavi is exempt from VAT, as well as customs taxes and duties in Switzerland. Consequently, your prices will have to be submitted to us net of any tax and in USD. The necessary documents will be sent to the selected provider(s) upon the ordering procedure.
iii. Prices should be tendered in United States dollars (USD). Prices submitted in any other currency will be evaluated based on the Gavi prescribed exchange rate of the closing of the bid date as the financial evaluation of the bids is completed in USD. Final contractual payments will be agreed by the parties during contract negotiations and can be made in the following Gavi accepted currencies: 
· United States dollars (USD)
· Swiss francs (CHF)
· Euros (EUR)
· Australian dollars (AUD)
· Canadian dollars (CAD)
· British pounds (GBP)
· Norwegian krone (NOK)
· Japanese yen (JPY)
iv. The pricing schedule should show a breakdown of all costs, fees, expenses and charges associated with the full delivery of the Requirements over the whole-of-life of the Contract. It must also clearly state total fixed costs, total variable costs and the total Contract price.
v. All unit rates on which the price is based should be specified.
vi. Submitted rates and prices shall be deemed to include all costs, insurances, taxes, fees, expenses, liabilities, obligations risk and other things necessary for the performance of the requirement. Any additional charge not stated in the Proposal will not be allowed as a charge against any transaction under any resultant contract.
vii. In preparing their Financial Proposal, Bidders should take into consideration all risks, contingencies and other circumstances relating to the delivery of the Requirements and include adequate provision in the Proposal and pricing information to manage such risks and contingencies.
viii. Bidders should provide a narrative of all assumptions and qualifications made about the delivery of the Requirements, including in the financial pricing information. Any assumption that Gavi or a third party will incur any cost related to the delivery of the Requirements should be stated, and the cost estimated if possible.
ix. Where a Bidder has an alternative pricing template (i.e. a pricing approach that is different from the Gavi pricing schedule) it should be submitted as an alternative pricing schedule. However, the Bidder must also submit the Gavi pricing schedule.
x. Where two or more Bidders intend to submit a joint or consortium Proposal, the pricing schedule should include all costs, fees, expenses and charges chargeable by all Bidders.
Due Diligence Submission
Selected bidders may be asked to provide any of the following information to facilitate Gavi due diligence processes:
i. Registration on Gavi vendor platform - ZSN.
ii. Business information (Certificate of incorporation).
iii. Financial information (Proof of bank account and details).
iv. Audited financial statements for the past three years inclusive of auditor’s page, income/P&L, balance sheet and cash flow.  
v. Risk assessment questionnaire
vi. Resumés of key management and/or project personnel.
vii. Proof of ownership structure.
viii. References from previous customers (preferably international organisations).
ix. Additional information if/as required e.g. test products, site visits, police checks for named personnel.
Proposal Submission
Bidders must submit a copy of their Proposal to Gavi by email to: procurement@gavi.org
The subject heading of the email shall be “015-2026-GAVI-RFP– Technical Proposal - [Bidder Name]” and “015-2026-GAVI-RFP – Financial Proposal - [Bidder Name]”. Bidders may submit multiple emails (suitably annotated – e.g. Email 1 of 3) if the attached files are too large to suit a single email transmission. 
Please ensure that the different Proposal elements are returned in either MS Office Format or PDF.
	This part of the RFP sets out the minimum response requirements to allow due consideration by Gavi.Classified as Restricted
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[bookmark: _Toc43747415][bookmark: _Toc46500333]RFP Instructions and Rules
Requests for Clarification
Bidders may submit requests for clarification of the solicitation documents and direct any questions regarding the RFP content or process to procurement@gavi.org using the subject line, “015-2026-GAVI-RFP– Clarification – [Bidder Name]” using the Q&A template below.



All questions and requests for clarification must be submitted in writing to procurement@gavi.org. Direct communications with Gavi personnel are not permitted, and Gavi reserves the right to disqualify Proposals that do not comply with this requirement. Questions should be submitted by the deadline set out in Part 1 – RFP Timeline and Key Dates. Gavi will respond to submitted questions and share responses (anonymously) with all Bidders who have submitted their Intent to Participate to ensure transparency and fairness. Gavi retains the right to answer questions received after the deadline, when deemed necessary and beneficial for the outcome of the RFP.  
Gavi Clarifications
Gavi may, at any time, request any Bidder to clarify their Proposal or provide additional information about any aspect of their Proposal. Gavi is not required to request the same clarification or information from each Bidder. 
Bidders must provide the clarification or additional information in the format requested. Bidders will endeavour to respond to requests in a timely manner. Gavi may take such clarification or additional information into account in evaluating the Proposal. 
Where a Bidder fails to respond adequately or within a reasonable time to a request for clarification or additional information, Gavi may cease evaluating the Bidder’s Proposal and may exclude the Proposal from the RFP process.
[bookmark: _Toc219540649]Acceptance of Proposals
Proposals may be for all or part of the Requirement and may be accepted by Gavi either wholly or in part.   
Gavi is under no obligation to accept the lowest priced Proposal or any Proposal, and reserves the right to reject any Proposal including those that are incomplete, conditional or do not comply with the RFP.
Late Proposals
Bidders are responsible for submitting their Proposals on or before the RFP closing date and time in accordance with Part 1 – RFP Timeline and Key Dates. Any Proposal received by Gavi later than the stipulated RFP closing date and time will not be evaluated by Gavi.
Withdrawal
Proposals may be withdrawn at any time prior to the RFP closing date and time by written notice to Gavi.
[bookmark: _Toc219540650]Alternative Proposals
Bidders may submit alternative Proposals it they feel it may offer Gavi additional benefits while still complying with the RFP requirements. Gavi reserves the right to accept or reject any proposed alternative either wholly or in part.
[bookmark: _Toc219540651]Validity of Proposals
Proposals submitted in response to this RFP are to remain valid for a period of no less than ninety (90) days from the RFP closing date.
No representation or Warrantee
Gavi shall take all reasonable care to ensure that the RFP is accurate, however Gavi gives no representation or warranty as to the accuracy or sufficiency of the contained information and that all Bidders will receive the same information. Bidders are required to read and fully understand all conditions, risks and other circumstances relating to the proposed contract prior to submitting a Proposal.  
Costs of Preparing Proposals
The issuance of this RFP in no way commits Gavi to make an award nor commits Gavi to pay any costs or expenses incurred in the preparation or submission of Proposals or quotations. Bidders are solely responsible for their own expenses, if any, in preparing and submitting a Proposal to this tender
Confidentiality
Bidders must not, without Gavi prior written consent, disclose to any third party any of the contents of the RFP documents. Bidders must ensure that their employees, consultants and agents also are bound and comply with this condition of confidentiality. 
This entire RFP and all related discussions, meetings, exchanges of information and subsequent negotiations that may occur are confidential, and are subject to the confidentiality terms and conditions of the Intent to Participate. 
Gavi and Bidder will each take reasonable steps to protect confidential information and without limiting any confidentiality undertaking agreed between them, will not disclose confidential information to a third party without the other’s prior written consent. Gavi and Bidder may each disclose confidential information to any person who is directly involved in the RFP process on its behalf, such as officers, employees, consultants, contractors, professional advisors, evaluation panel members, partners, principals or directors, but only for the purpose of participating in the RFP. Gavi may also share Bidder information provided in connection with this RFP with The Global Fund, and relevant partner and government agencies.
Ownership of documents 
Ownership of contents within the successful Proposal remain the property of Gavi or its licensors. However, the selected bidder grants to Gavi a non-exclusive, non-transferable, perpetual licence to retain, use, copy and disclose information contained in the Proposal for any purpose related to the RFP process.
Third-party information 
Each Bidder authorises Gavi to collect additional information, except commercially sensitive pricing information, from any relevant third party (such as a referee or a previous or existing client) and to use that information as part of its evaluation of the Bidder’s Proposal. Each Bidder is to ensure that all referees listed in support of its Proposal agree to provide a reference. To facilitate discussions between Gavi and third parties each Bidder waives any confidentiality obligations that would otherwise apply to information held by a third party, with the exception of commercially sensitive pricing information.
Ethics 
Bidders must not attempt to influence or provide any form of personal inducement, reward or benefit to any representative of Gavi in relation to the RFP. Gavi reserves the right to require additional declarations, or other evidence from a Bidder, or any other person, throughout the RFP process to ensure probity of the RFP process. 
Anti-collusion and bid rigging 
Bidders must not engage in collusive, deceptive or improper conduct in the preparation of their Proposals or other submissions or in any discussions or negotiations with Gavi. Such behaviour will result in the Bidder being disqualified from participating further in the RFP process. In submitting a Proposal, the Bidder warrants that its Proposal has not been prepared in collusion with a competitor. Gavi reserves the right, at its discretion, to report suspected collusive or anti-competitive conduct by Bidders to the appropriate authority, and to give that authority all relevant information, including a Bidder’s Proposal.
No binding legal relations 
Neither the RFP nor the RFP process creates a process contract or any legal relationship between Gavi and any Bidder, except in respect of: 
i. The Bidder’s declaration in its Proposal; 
ii. The Proposal Validity Period; and
iii. The Bidder’s statements, representations and/or warranties in its Proposal and in its correspondence and negotiations with Gavi.
No legal relationship is formed between Gavi and any Bidder unless and until a Contract is entered into between those parties. 
Exclusion
Gavi may exclude a Bidder from participating in the RFP if Gavi has evidence of any of the following, and is considered by Gavi to be material to the RFP: 
i. The Bidder has failed to provide all information requested, or in the correct format, or materially breached a term or condition of the RFP;
ii. The Proposal contains a material error, omission or inaccuracy;
iii. The Bidder is in bankruptcy, receivership or liquidation;
iv. The Bidder has made a false declaration;
v. There is a serious performance issue in a historic or current contract delivered by the Bidder;
vi. The Bidder has been convicted of a serious crime or offence; 
vii. There is professional misconduct or an act or omission on the part of the Respondent which adversely reflects on the integrity of the Bidder;
viii. The Bidder has failed to pay taxes, duties or other levies; 
ix. The Bidder represents a threat to national security or the confidentiality of sensitive government information; and/or 
x. The Bidder is a person or organisation designated as a terrorist by any authority.
Gavi’s additional rights
Despite any other provision in the RFP Gavi may, on giving due notice to Bidders:
i. Amend, suspend, change the closing date or time, cancel or re-issue the RFP, or any part of the RFP without prior notice, explanation or reasoning;
ii. Make any material change to the RFP (including any change to the RFP dates, Gavi’s Requirements or Evaluation and Scoring Approach), while Bidders shall be given a reasonable time within which to respond to the change;
iii. Award a contract on the basis of initial offers received, without discussions or requests for best and final offers;
iv. In exceptional circumstances, accept a late Proposal where it considers that it will not affect the fairness of the RFP process to other Bidders;
v. Accept or reject any non-compliant, non-conforming or alternative Proposal;
vi. At its discretion, not provide a response to any question arising submitted by a bidder;
vii. Waive irregularities or requirements in or during the RFP process where it considers it appropriate and reasonable to do so; 
viii.  Select any individual element/s of the requirements offered in a Proposal that is/are capable of being delivered separately; and/or
ix. Select two or more Bidders to deliver the requirements in the RFP.
Governing Law
The terms of this RFP shall be interpreted and applied in accordance with their true meaning and intended effect independently of any system of national law, whether federal or state law. If a dispute or complaint is submitted to any mode of resolution and there is a need to refer to any law, the relevant Swiss law shall apply. No legal relationship is formed between Gavi and any Bidder unless a contract is entered into with a successful bidder.
Settlement of Disputes
Any Disputes arising out of this RFP shall be settled through a neutral mediator/conciliator in accordance with the conciliation rules adopted by the United Nations Commission of International Trade Law (UNCITRAL Conciliation Rules) presently in force, unless agreed otherwise determined by Gavi. The finding of the mediator/conciliator shall be final. 

Protests and complaints 
A Bidder may, in good faith, raise with Gavi any complaint about the RFP, or the RFP process at any time by email to procurement@gavi.org using the subject line “015-2026-GAVI-RFP– Complaint – [Bidder Name]”.
Gavi will consider and respond promptly to the complaint. Both the Bidder and Gavi shall agree to act in good faith and use their best endeavours to resolve any complaint that may arise in relation to the RFP. The fact that a Bidder has raised an issue or complaint shall not be used by Gavi to unfairly prejudice the Bidder’s ongoing participation in the RFP process or future contract opportunities.
For complaints of serious nature, please refer to the Gavi Alliance Whistleblower Policy
Acceptance
By submitting a Proposal, the Bidder accepts that it is bound by the instructions and rules set out in Part 4 of this RFP.
	This section sets out the rules and requirements for participation in this RFP.Classified as Restricted
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[bookmark: _Toc46500334]Annexes

Annex A: [bookmark: _Toc46500335]Proposed Contract: Terms and Conditions
The terms and conditions for the proposed Contract under 015-2026-GAVI-RFPcan be found here: Gavi Alliance General Terms and Conditions for Contract for Services.
Any feedback on these terms and conditions is to be submitted pursuant to the process set out at Section 5.1 – Bidder Questions, no later than the final date for submitting questions specified in Part 1 – RFP Timeline and Key Dates.
Gavi may, pursuant to Part 4 – Evaluation and Scoring Approach, consider the ease of contracting with a Bidder based on that Bidder’s feedback on the Terms and Conditions (where these do not form part of the weighted criteria) when deciding which Bidder/s to shortlist.
Method of Award of Framework Contracts 
Where a Framework Contract can be established, Gavi will make an award based on the total combined score of the Technical and Financial evaluation. Gavi intends to award the contract to the successful bidder(s); however, it reserves the right to award the contract to the supplier, or combination of suppliers, that provides the best overall effectiveness and value for money based on the outcomes of the RFP. 
Method of Issuing Call-Off Orders
Gavi may issue Call-Off Orders directly to the successful supplier(s) according to their expertise, experience and the specific need or context in which the services will be delivered. Alternatively, Gavi may choose to undertake a short second competitive stage among awarded suppliers to establish the best possible value for money for Gavi. In both cases, a written Terms Of Reference will be issued to the successful supplier and a written proposal will be received and evaluated by Gavi before creating the Call-Off Order and purchase order (PO).
Award of a framework contract does not constitute a guarantee of any minimum number of individual Call-Off Orders or any future assignments. Under the framework, Gavi will have the option, but not the obligation, to place individual Call-Off Orders with the selected bidder(s). The framework will not limit Gavi’s ability to contract other institutions or consultants outside the framework if it so chooses.
	The Proposed Contract sets out the terms and conditions that will apply to any contract arising from this RFP.Classified as Restricted
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Annex B: [bookmark: _Toc46500336]Financial Proposal/Pricing Schedule Template
The financial proposal should be a standalone document (using MS Excel). This should:
· Provide full details of your financial offer, including fixed costs and any variable costs; and
· Indicate the components of your financial offer.

We recommend using the template under this Annex.
	This pricing schedule acts to ensure the comparability of financial bids.Classified as Restricted
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Annex C: [bookmark: _Toc46500337]Submission Checklist

	Document Checklist

	☐	Cover Letter which includes: 
· Name and address of the Service Provider
· Name, title, telephone number, and e-mail address of the person authorised to commit the Service Provider to a contract
· Name, title, telephone number, and e-mail address of the person to be contacted regarding the content of the proposal, if different from above
· A signature of this letter done by a duly authorised representative of your company

	☐	Gavi Supplier Declaration Form
	☐	Financial Proposal

	☐	Technical Proposal
	☐	Financial Stability

	☐	Corporate Social Responsibility
	☐	Reference contracts



	Format Checklist

	☐	Technical proposal separates from commercial proposal (Two-Envelope System).
	☐	All files are of the accepted type (PDF or MS Office applications).

	☐	Separate emails prepared with subject names “015-2026-GAVI-RFP– Technical Proposal - [Bidder Name]” and “015-2026-GAVI-RFP– Financial Proposal – [Bidder Name]”.
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Classified as Internal



Request for Proposals 



Template for Technical proposals 





RFP Code: 015-2026-GAVI-RFP– Legal Counsel HR and employment matters

Name of applying organization: Please Insert

Organization type (e.g. NGO, university, etc): Please Insert

Country of implementation: Please Insert

New or recurrent applicant for Gavi investments New ☐ Recurrent ☐



		Please describe your organization and its activities (Short Introduction)



		









IMPORTANT:

In addition to filling out this technical proposal template, please also fill out the separate budget template embedded in the RFP document and send both templates by email with the subject heading “015-2026-GAVI-RFP – Technical Proposal - [Bidder Name]” and “015-2026-GAVI-RFP – Financial Proposal - [Bidder Name]” to  procurement@gavi.org.  



		Section 1. Technical approach







		a) Detailed proposed work plan and methodology for each section/output of the RFP: Please explain your understanding of the requirements and describe how your approach and expertise are best suited to deliver the expected results.



		









		b) Proposed approach, methodology, and work plan: Please describe how you will use the information provided to deliver best value and reduce risks for Gavi and explain how you have applied similar approaches successfully for organisations comparable to Gavi.



		









		c) Please propose an approach to relationship management for the duration of the contract.



		









		d) Please outline the ways in which you will support Gavi in actively managing assignments to ensure timely and cost‑effective handling of matters.



		











		Section 2. Expertise and qualifications of Bidder personnel



		



		a) Quality of team leader: Please describe the qualifications and experience of the proposed team leader.



		





		



		b) Quality of core team members (if additional team members are included): Are the proposed composition and structure of team, and roles of key personnel suitable for the provision of the necessary services and the successful and timely delivery of the required outputs? 



		





		



		c) Please describe the services, capabilities, or attributes that differentiate you from other service providers in this field.





		





		



		Team Member Names

		Position Levels

		Positions Titles

		Staff / Sub-contractor / Consultant



		

		

		

		



		

		

		

		



		

		

		

		









		Section 3. Experience and capabilities: Please demonstrate your relevant past experience. If you have supported Gavi or another organisation on similar projects, please describe how challenges and lessons learned from previous engagements have informed the design and expected results of this proposed project. Please also provide reference contact details.



		











		Section 4. Sustainability: Please highlight your organization Core Values and send to procurement@gavi.org your corporate reports and policies



		



		a) Economic considerations: Please describe how your organisation integrates economic sustainability into its operations and service delivery.



		







		



		b) Gender considerations: Please explain how your organisation promotes gender equality and incorporates gender responsive practices.



		







		



		c) Social equity considerations: Please outline how your organisation supports social equity and inclusion within its practices and service delivery.



		







		



		d) Environmental considerations: Please describe the environmental policies, practices, or initiatives your organisation implements to reduce its ecological impact.



		







		



		e) Innovation considerations: Please detail any innovative approaches, tools, or practices your organisation uses to advance sustainability and improve outcomes.
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Rates

				Partner Name 



								 Member 

						Key activity details		Senior Partner		Partner		Senior Associate		Associate		Please add others if applicable

						Key activity details 		Please insert hourly rate		Please insert hourly rate		Please insert hourly rate		Please insert hourly rate		Please insert hourly rate





						Rates		$0.00		$0.00		$0.00		$0.00		$0.00





list

		Level		Location

		Level 1		International 

		Level 2		National

		Level 3

		Level 4

		Level 5
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Q&A Template




		Bidder Question and Answer Form
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		Question 2:
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