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Selection process for the Future Earth Permanent Secretariat
Template for submission of full proposals

To be sent by email to contact@futureearth.info with subject ‘secretariat’ 
by Monday 31st of March 2014

Please ensure that you refer to the background document (Process to establish the permanent Secretariat of Future Earth – Call for full bids).
Applicants are reminded that the secretariat is expected to comprise of a headquarters and regional nodes.
Please comply with the page limits. Additional documents which are relevant to the proposal (i.e. letters of support, etc.) may be annexed to this template. Applicants are asked to compile all their documents into one single Adobe pdf file.
The proposals will be communicated to the Selection Committee and Alliance member organisations. They will be examined under strict confidentiality.file_1.png
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Bidding organisations 

1a. Secretariat lead organisation (see background document – requirement a, and provide the name of the lead organisation, contact point and contact details including postal address, phone and email): 

1b. Other bidding organisations

	Headquarters, if additional to the secretariat lead organisation (name of organisation, contact point and contact details including postal address, phone and email)


	Regional nodes (add lines in the table as needed)
Proposed geographical coverage
Organisation(s)
Contact person(s) and contact details (postal address, phone and email)
....
...
...


1c. Proposed location for the headquarters facilities (postal address)

1d. Proposed location for the regional node facilities (postal addresses)


2. Overall proposal

2a. Proposal summary 
(1/2 page For clarity, ‘page’ throughout this template refers to a side of A4 or similar paper.  Text should be minimum font size 11 point (Arial) with margins unchanged from this template. maximum)

2b. Vision for the Future Earth secretariat 
(1 page maximum)

2c. Introduce the role of each organisation in the secretariat 
(2 pages maximum)


3. Delivering the Secretariat role


3a. Specify how the proposed consortium will deliver the secretariat role (specified in annex 2 of the background document)
10 pages maximum

3b. Specify how your consortium brings together experience and demonstrated capability in:
global environmental change and sustainability issues at global and regional levels; 
managing large international research programmes; and networking, fostering and managing integrated research (natural science, social science, engineering, humanities etc) and co-design; 
convening different regional and international stakeholder groups (e.g. researchers, policy-makers, funders, businesses, development donors, intergovernmental organisations, early career researchers and youth, and civil society), from developed, developing and less developed countries to generate effective collaborations;
communicating research effectively to stakeholders; and
establishing new projects, engaging new communities and learning from the experiences of the existing GEC programmes.

3c. Specify how you will address gaps in your proposed regional coverage as the secretariat develops.
3d. Specify any major organisations outside your consortium that you intend to work with as partners to help deliver the role of the secretariat and describe the interactions you have had with them.
8 pages maximum (3b-3d)


4. Organisational model and management plan

4a. Describe the organisational model and management plan for the Secretariat (headquarters and regional nodes). Explain how the Secretariat will be organised including the main functions of each organisation. Explain the major secretariat staff roles and responsibilities, together with an organisational diagram.  Ensure that the management lines are clear, and explain your approach to internal communication in the secretariat.  Explain the proposed legal status of the secretariat, how this might evolve, and how the status (now and in the future) will support the work of the Secretariat.
4 pages maximum


5. Funding strategy and plan


5a. Describe the overall funding strategy and the funding plan for the secretariat.  Explain the general approach to funding the secretariat activities.  The funding plan must set out the proposed annual budget for each of the first five years of operation of the secretariat, and the funding commitments (financial and for in-kind support, clearly stating the organisation making the commitment, annexing letters of commitment) that are in place to meet this budget, and specify any constraints regarding how this funding can be used.  Please also break the annual budget down into major categories of activity (staff, travel, office costs, governance and community meetings etc.).
5b. Describe any additional sources of funding that will be sought, but are currently not committed.
5 pages maximum (5a-5b) 



6. Operating environment

6a. Describe the relationship with the host organisations, and the infrastructure and facilities provided for the Secretariat (see background document – additional assessment factors 4 and 5)? 
2 pages maximum 

6b. Describe the accessibility of the major secretariat office locations (see background document – additional assessment factor 2)? 
1 page maximum

6c. Describe the work and living environments for the secretariat staff and their families at the major secretariat office locations (see background document – additional assessment factors 3 and 6)? 
1 page maximum




7. Administration

7a. Describe the secretariat access to administrative, legal and financial support (see background document – additional assessment factor 7).  Describe how this will be conducive to supporting the running of the secretariat which supports an international research programme, whilst providing the necessary accountability required by funders and sponsors?
 2 pages maximum


8. Environmental footprint


8a. Describe how you are planning to minimise the environmental impacts related to the programme’s operations? 
1 page maximum



9. Transition and early operations

9a. Describe your plan for the first year of operations of the secretariat (starting 1st July 2014).  What resources (including staff, IT, offices) would you have available at the start? How do you wish to work with the interim Secretariat and Science & Technology Alliance for Global Sustainability during this period? When do you expect the secretariat to be fully operational?  
3 pages maximum



10. Risk assessment and mitigation

10a. What are the major risks / uncertainties (including funding, governance, operations, transition with the interim Secretariat, geographical coverage etc.) associated to your plan for delivering a successful distributed Secretariat and how will you mitigate these risks?
5 pages maximum



11. Additional comments

11a. Please provide any additional comments particularly related to the requirements, criteria and additional assessment factors which have not been covered elsewhere.  
2 pages maximum



Annexes

Please list any annexes attached to this template.




