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THE KWAZULU NATAL LIQUOR AUTHORITY




BUSINESS UNIT:  COMMUNICATIONS 


TERMS OF REFERENCE FOR APPOINTMENT OF PUBLIC RELATIONS SERVICE PROVIDER/ AGENCY TO:

· MANAGE THE COMMUNICATIONS OF KZNLA



TERMS OF REFERENCE (TOR)










Prepared by: Ms. Carol Mbhele
1. [bookmark: _Toc523832073][bookmark: _Toc523835244][bookmark: _Toc523837329] Definitions of Acronyms/glossary
	Abbreviation
	Definitions/ Meaning

	KZN	
	KwaZulu-Natal

	KZN Liquor Act
	KwaZulu-Natal Liquor Licensing Act, 2010 (Act No. 6 of 2010)

	KZNLA		
	KwaZulu-Natal Liquor Authority

	MEC		
	Member of Executive Council

	EXCO	
	Executive Management Committee

	SLA	
	Service Level Agreement	

	Comms
	Communications Unit

	EDTEA
	Economic Development, Tourism and Environmental Affairs

	M&E	
	Monitoring and Evaluation


	
2. Background
The KwaZulu-Natal Liquor Authority currently regulates liquor licensing and control of the liquor industry through the provisions of the KwaZulu-Natal, Act 06 of 2010 as amended. Since the enactment of the Constitution of South Africa, (No. 108 of 1996), the mandate to legislate on retail and micro-manufacturing liquor licensing is the exclusive legislative competence of provinces.
The Liquor Authority is registered as a Schedule 3C Public Entity in terms of the Public Finance Management Act. The KZN Liquor Licencing Act 06 of 2010 sets out objectives that the provincial strives to achieve with regards to retail liquor licencing and micro manufacturing.  It also extends beyond the process of licensing and includes objectives of balancing the congruent objectives of providing a stable social environment against promoting the growth of the liquor industry.


3. Purpose of the Terms of Reference
The purpose of this document is to identify and appoint the Public Relations specialist/Agency that will enhance the image of the entity, promote and manage internal and external relations, maintain transparency between the entity and the public and manage and oversee Communications of KZNLA.
4. Contract Objectives
4.1 Specific Objectives
The specific objectives of the contract are as follows:
· Review of Communications Strategy
· Develop and implement communications plans and campaigns and activities as per KZNLA Communications Strategy and Annual Performance Plan and Corporate strategy
· Develop a M&E tracking tool for the KZNLA Communications programmes
· Manage and all internal and external stakeholder relations and activities.
· Conduct and Oversee all KZNLA communications
· Media Liaison 
· To provide editorial support through writing, editing and translation services to all KZNLA initiatives.
· Preparing detailed media activity reports
· Collaborating with the EDTEA communications team
· Identifying media opportunities
· To lead the print and electronic production standards for the organisation.
·  To participate in the website design processes, outlook and management
· Budget optimization


5. Time Frames
[bookmark: _Toc251938480]The duration of the contract is expected to be six 6 months 
6. Requirements
[bookmark: _Toc251938481]7.1 Skills and competencies 
[bookmark: _Toc142112176]It is important that the candidate demonstrates that they have suitable capacity, qualifications, experience and track record to undertake the work. The candidate must demonstrate:
· capacity/expertise in PR, communications, Marketing, project management and monitoring and evaluation (M&E)
·  Understanding and interpretation of relevant Provincial and National legislations and policies in particular KwaZulu-Natal Liquor Licensing Act;
· understanding of the communication requirements of the public sector.
· Stakeholder management
· Excellent communication and writing skills;
· Proven experience in Public Relations projects and campaigns
7. [bookmark: _Toc523832077][bookmark: _Toc523837337][bookmark: _Toc278967446]Tender Requirements
Bidders will be required to submit proposals with technical and financial breakdown.
7.1 Understanding the project context and assignment
Bidders are required to describe in detail their understanding of the brief and TOR.
7.2 Organization and methodology
Bidders should set out the approach, methodology and organization for achieving the contract objectives. It should explain why the approach is appropriate to achieving the TOR.  It should also detail how the bidder will organize to deliver on the TOR.  



[bookmark: _GoBack]
7.3 Personal Profiles
a) Concise and succinct CV with technical qualifications, experience, and competency in relation to achieving the respective contract objectives and associated activities of the work plan, together with traceable references must be provided. 
[bookmark: _Toc361146848][bookmark: _Toc361146932][bookmark: _Toc361147106]ANNEXURE A - EVALUATION GRID FOR FUNCTIONALITY
· Bid for the appointment of the Service Provider will be evaluated on price, functionality and Specific goals 
· The specific goals allocated points in terms of this tender are:
1. BBEE compliance based on Section 10 of the BBBEE Act (Act 53 of 2023 as amended by Act 46 of 2013).
2. Black Women Ownership. 
3. Black Youth Ownership.
4. Disability Ownership
	Evaluation Criteria
	Weight
	Maximum Score 
	Final Assessment

	Proven references and a portfolio of specific experience in developing, implementing, and managing PR and Communications campaigns and projects, both in private and public sectors.
· 1 to 10 references (20)
· 11 to 15 references (30)
· Over 15 references (50)

	
50






	
	

	
	
	
	

	
	
	
	

	Project leader- Degree in Management Science: Public Relations & Communication.
	20
	
	

	Registration with Public Relations Institute of Southern Africa
	15
	
	

	Minimum 3 successful : Public Relations & Communication and campaigns specifically with National or Provincial Public institutions
	15
	
	

	TOTAL
	
	
	



Bidders should score a minimum of 70% in order to considered for further evolution 
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