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DEPARTMENT OF EMPLOYMENT AND LABOUR 
REQUEST FOR QUOTATION FOR A SERVICE PROVIDER TO PROVIDE MEDIA BUYING AND MARKETING AND ADVERTISING SERVICES TO REBRAND AND PROMOTE THE AMPLIFIED MANDATE OF THE DEPARTMENT OF EMPLOYMENT & LABOUR
(ONCE OFF ENGAGEMENT PROJECT- 6 MONTHS)
 





TERMS OF REFERENCE


APPOINTMENT OF A SERVICE PROVIDER FOR MEDIA BUYING AND MARKETING AGENCY FOR THE DEPARTMENT OF EMPLOYMENT AND LABOUR FOR A PERIOD OF 6 MONTHS

CLOSING DATE AND TIME OF QUOTATION:
15 MARCH 2024 AT 11H00

BRIEFING SESSION:
08 MARCH 2024 AT 11:00




BID VALIDITY PERIOD:  90 DAYS
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ACRONYMS / TERMINOLOGY USED
	 Acronym / Terminology
	Explanation

	PFMA
	Public Finance Management Act

	ESSA
	

	NDP
	National Development Plan 

	TR
	Treasury Regulations 

	Department
	Department of Employment and Labour Head Office is located at Pretoria CBD. The Department has 9 provincial offices, 126 Labour Centres, 36 Satellite Offices and 490 Visiting Points across the 9 provinces.

	UIF
	Unemployment Insurance Fund

	CCMA
	

	CD
	Chief Director

	CF
	Compensation Fund

	D
	Director

	DDs
	Deputy Directors

	SEE
	

	PES
	Public Employment Services

	LP & IR
	Labour Policy and International Relations

	IES
	Inspection and Enforcement Services

	LAP
	Labour Activation Programme

	Accounting Officer
	Director-General of the Department of Employment and Labour

	SCM
	Supply Chain Management

	PR
	Public Relations

	GCIS 
	Government Communication and Information Systems

	HR
	Human Resources 

	
	




APPOINTMENT OF A SERVICE PROVIDER FOR MEDIA BUYING AND MARKETING AGENCY FOR THE DEPARTMENT OF EMPLOYMENT AND LABOUR FOR A PERIOD OF 6 MONTHS

1.	INTRODUCTION

	The Department of Employment and Labour seeks to appoint a qualified service provider/ agency to provide media buying and marketing services to the Department for a period of 6 months.

2.	BACKGROUND

2.1	These Terms of Reference describe the objectives, scope of work, deliverables, roles and responsibilities, and time frame/period for this project.

2.2	The government operates in a space that is rapidly changing and adapting to the growing needs of the sector.
	The work of the Department is characterized by various pillars such as Inspection, compliance monitoring and enforcement. Protection of human rights. Provision of Employment Services. Promoting equity, Capacity Building, Human Development, and Protection of the Rights of Workers and International Relations to mention some of the programmes of the department.  

	The Department of Employment and Labour plays a significant role in the country’s labour market and economy. Here are some of its key responsibilities:

	Reducing unemployment, poverty, and inequality: The Department develops policies and programmes in consultation with social partners to improve economic efficiency and productivity, create employment, and alleviate poverty in employment.

	Promoting sound labour relations: It works to foster a productive and competitive labour market through policies and programs that assist job seekers into work, meet employer and industry needs, and promote growth in economic productivity and social well-being.

	Eliminating inequality and discrimination in the workplace: The department strives to create a labour market conducive to investment, economic growth, employment creation, and decent work.
	Protecting human rights and promoting equity: It regulates the South African labour market for a sustainable economy through appropriate legislation and regulations, inspection, compliance monitoring, and enforcement.

	Providing Employment Services and Social and Income Protection: The department provides services to protect income and promote social dialogue.

	Promoting labour standards and fundamental rights at work: The department facilitates and evaluates productivity improvements and their effects on market competitiveness, supports initiatives aimed at preventing job losses, and promotes labour standards and fundamental rights at work.

	In summary, the Department of Employment and Labour plays a pivotal role in shaping the labour market and ensuring the rights and welfare of workers in South Africa. 

	The Department has identified its programmes and entities, PES, IES, UIF, CF, Productivity SA, CCMA and SEE as key contributors to the economy within the context of employment.

	All Media, Marketing and Communication programmes must support these pillars identified above.
	
	The vision of the Department of Employment and Labour strives for a labour market that is conducive to investment, economic growth, employment creation and decent work.
 
	It therefore operates within the following Policy:
·	Improved economic efficiency and productivity
	·Creation of decent employment 
	·Promoting labour standards and fundamental rights at work
	·Providing adequate social safety nets to protect vulnerable workers
	·Sound labour relations
	·Eliminating inequality and discrimination in the workplace
·	Enhancing occupational health and safety awareness and compliance in the workplace.

	Give value to social dialogue in the formulation of sound and responsive legislation and policies to attain labour market flexibility for the competitiveness of enterprises which is balanced with the promotion of decent employment.
. 
	As a result of the AMPLIFIED mandate as it transitioned from being the Department of Labour to The Department of Employment and Labour, it has therefore embarked on a reconfiguration process.  The latter invariably inform the Department’s strategic thrust and focus. This in turn required consolidation of the roles and responsibilities allocated to the Department's core programmes including its entities.

2.3 	PROBLEM STATEMENT
As a result of the expectations of the Department to package itself in a manner that enhances and promotes its amplified mandate to its clientele/stakeholders.   Taking into consideration the size of the Department due to its spread across the nine provinces, with multiple provincial offices, labour centres and satellite offices inclusive of visiting points at very remote areas of the country. 
The current communication structure/organogram is insufficient/limited and it also does not have personnel that provide public relations services, a significant need at this juncture of the reconfirmation of the Departments. As there is a need for the promotion of the amplified mandate which is extremely critical, especially in the context of the expectation for the creation of jobs in the country.  A responsibility bestowed on the Department through its amplified mandate of Employment.   
Communication cannot run with this project with its limited resources.  Also, GCIS does not have an existing contract with Public relations companies as it has been reported to have lapsed recently.   The latter is the reason why this project was not in the procurement plan because the Department could have used the GCIS list of PR companies in the GCIS contract. Therefore, the Department have no choice but to seek the services elsewhere.   
	
2.4		Strategic Objective
· To reposition, strengthen and protect the corporate reputation of the Department and its entities.
· Advocate for seamless media, marketing and communications campaigns, with the elevation of the Department and all its entities' brands as key objectives.
· A call to action to all South Africans to participate in LAP, SA Youth Opportunities Roadshow and Social Cohesion, and register on the ESSA.
· Position the Department’s brand throughout the 6 months of appointment.
· Positioning of the Department and its entities as coordinator of employment and the Labour sector.

2.5  	Chapter 15 of the National Development Plan (NDP Vision 2030) (Where issues of Language and Social Cohesion are pronounced) Government’s Programme of Action  (Department Outcome  focusing on the following outputs):
· Inspection and Enforcement Services: The department is responsible for inspecting workplaces to ensure compliance with labour laws and regulations. The output here would be the number of inspections conducted and enforcement actions taken.

· Public Employment Services: The department provides services to assist job seekers and employers. The output could be the number of people placed in jobs or the number of employers assisted.

· Labour Policy and Industrial Relations: The department develops and implements labour policies and promotes healthy industrial relations. The output could be the number of policies developed or implemented or the number of industrial disputes resolved.

· The specific outcomes and outputs for each year are detailed in the department’s 	Annual Performance Plan. This document outlines the department’s goals for the year, the strategies it will use to achieve these goals, and the indicators it will use to measure its performance. It’s a comprehensive guide to what the department plans to achieve and how it plans to do it.

3.	SCOPE AND EXTENT OF THE TENDER / TASK DIRECTIVE

	The Department of Employment and Labour seeks to appoint the services of a Media Buying and Marketing Service Provider/Agency. The service provider will be expected to develop and implement a communication strategy. To this end, the service provider is expected to execute the following tasks

	
	TASKS		
	YES/NO/ NOTED

	3.1
	SCOPE AND DELIVERABLES
	

	3.1.1
	Liaison
Make contact with CD/D/DDs in the Communication Chief Directorate as delegated by the Department of Employment and Labour officials concerning the planning and implementation of the communication and marketing campaign.
	

	3.1.2




3.1.2.1

	Develop, implement and provide the generic public community awareness campaign for the Department guided by an approved Integrated Communication & Marketing Strategy and implementation plan to achieve such.
Media buying and marketing advertising for promotion of all departmental programmes and projects such as the LAP, Diphetogo, Integrated Contact Centre, etc., solicit publication of articles on print.
· Radio (community and regional) – a minimum of four (04) live broadcasts per month to a maximum of 24 for the duration of six (06) months including educational radio campaigns per month, live crossings from local radio stations 
· 2 outside broadcasts during departmental events, radio awareness campaigns.
· Solicit publication of Departmental written articles (based value for money)
· Translation of radio material for publishing into 11 SA Languages
· Produce and present a media database inclusive of International media related to the Department’s core function
a) Mobilise people to join and follow the official platforms of the Department and its entities (develop and present action plan).
b)  Monthly report provision on media buying and marketing including the reach.

	

	3.2
	MANDATORY REQUIREMENTS
The Department of Employment and Labour would like to contract the services of a media buying and marketing agency to commission the services of the following: For 6 months and the first day of the contract will commence as soon as an SLA has been signed between the parties
	

	
	· It will be expected of the agency to oversee all broadcasts.
· Provide a primary and Secondary contact available to the Department 24 hours a day.
· Portfolio of evidence to be provided and presented.
· Qualified employees with Diploma/Degrees in: - Communication, Media, Marketing, Journalist, Stakeholder Management, Public Relations.


	

	3.3
	MEETINGS
	

	
	· The agency must be available to present the product, updated plan and reports to the Departmental Communication Chief Directorate and EXCO as and when required.
· A schedule of meetings will be agreed upon on appointment as soon as possible.
	

	3.4
	PRODUCTION SCHEDULE
	

	
	· Upon appointment, the service provider should work with the Departmental Communication Chief Directorate on issues of deadlines and other pressures.
	

	3.5
	DELIVERY SCHEDULE
	

	
	· To be discussed upon appointment. It should be as soon as possible.
	

	3.6
	FINANCIAL ARRANGEMENTS-
	

	
	· The service provider must demonstrate in a detailed budget how the total amount was reached.
	

	
	· The service provider should include VAT in the quotation.
	

	
	· The service provider should be aware that the Department only pays after the services have been rendered.  Payment will be through an electronic bank; hence the correct banking details should be provided.
	

	
	· The service provider should be aware that after the appointment, Officials from the Chief Directorate Communication will be delegated to liaise with the respective company regarding all matters concerning the financial arrangements.
	

	
	· Payment will be made by the Department after the service provider has submitted an invoice. No 50% deposit will be paid.
	

	3.7
	INFORMATION TO BE FURNISHED (Mandatory)
	

	3.7.1
	The following information should be included in the application: 
	

	
	· Proof of previous work done in this regard.
	

	
	· A profile of the company including references.
	

	
	· A detailed budget.
	

	
	
	

	
	Registration with an accredited institution such as PRISA 
	

	
	NB: Companies are expected to include value add on their quotes (solicit placement of articles as a value for money add, etc.)
	

	
	The service provider/ agency should at least achieve 70 points of the 80 points
Less than 70 points are disqualified 
	

	3.7.2
	Only South African bidders with South African board directors
	

	3.7.2.1
	All copyright will belong to the Department of Employment and Labour and each publication or product developed will be handed to the department in PDF and open flies- immediately after each activity 
	

	3.7.2.2
	All material, and write-ups, are to be submitted and approved by the Chief Directorate Communication on behalf of the Department before issuing
	

	3.8
	ENQUIRIES
	

	3.8.1
	All enquiries regarding this tender specification should be directed to: Supply Change Management
	

	3.9
	TIME FRAME
	

	
	· The service provider will be appointed for a period of 6 months. 
·  The service provider should attend a meeting at the Department’s HQ within a week after signing of the agreement and should avail himself/herself of progress meetings as per the Department’s request.
	





4.	LEGISLATIVE AND REGULATORY FRAMEWORK- 

4.1	This bid and all contracts emanating from this bid will be subject to the General Conditions of Contract issued in 2010 in accordance with the Treasury Regulations 16A, published in terms of the Public Finance Management Act, 1999 (Act 1 of 1999).  The Special Conditions of Contract are supplementary to that of the General Conditions of Contract of 2010.  Where, however, the Special Conditions of Contract are in conflict with the General Conditions of Contract, the Special Conditions of Contract takes precedence.


	•	The points for this bid are allocated as follows:
	No
	Components
	Points

	1.
	Price
	80

	2.
	Preferential points: Specific Goals
	20

	
	Total
	100



7.	EVALUATION PROCESS

7.1	Prospective bidders will have to score at least 70 out of 100 points allocated 
	for functionality before the company’s proposal will be considered for pricing.

8.	ADMINISTRATIVE REQUIREMENTS
1.1.1 The successful Bidder/s must incorporate researchers or trainee researchers from previously disadvantaged groups. 
1.1.2 [bookmark: _Toc468740593][bookmark: _Toc472611030][bookmark: _Toc152764957]The bidders must be compliant with the POPI ACT. 
1.1.3 The bidder(s) accepting the terms and conditions contained in the General Conditions of Contract as the minimum terms and conditions upon which Department of Employment and Labour is prepared to enter into a contract with the successful bidder (s).
1.1.4 Financial proposals must provide a detailed breakdown of all costs per activity and indicate the hourly rate of each member of the team and their time allocation.
NB: FAILURE TO COMPLY WITH THE ABOVE MAY INVALIDATE YOUR BID 

Technical Enquiries should be addressed to: 
rfq.request@labour.gov.za 
Department of Employment and Labour, 
Laboria House 
215 Francis Baard Street, 
Pretoria
Also note our requirements below:
1. Quotes must be valid for at least for 30 calendar days 
1. Quotes must be on the official company letterhead
1. VAT inclusive
1. CSD Registration Report attached
1. Complete the attached SBD 4
1. Complete the attached SBD 6.1 
1. *NO verbal/telephonic enquiries will be accepted, ALL enquiries must be directed to rfq.request@labour.gov.za ONLY! 
1. *Any non-compliance in this regard will be viewed in a very serious light and may lead to the disqualification of your bid for quotation!!
2. [bookmark: _GoBack]
Specific Goals: 
As per the Preferential Procurement Regulations of 2022 in terms of the 80/20 Points system, the 20 points for Specific goals for the Department are allocated as follows: 
 
1. 100% Women Ownership = 5 points;
1. 100% SMME/ Exempted Micro Enterprise =6 points  
1. 100% owned by HDI =4 points 
1. 100% owned by Disabled individuals =3 points; 
1. Locality (Gauteng Province) = 2 points (Registered address on CSD will serve as proof) 
1. Information from point 1 to 5 will be verified through the company’s CSD report. 
	
9.	EVALUATION CRITERIA

	•	All bids dully lodged will be evaluated by a panel first on functionality and then price.  The evaluation criteria are shown below:

	•	For purposes of comparison and in order to ensure meaningful evaluation, bidders are requested to furnish detailed information in substantiation of compliance with each of the evaluation criteria mentioned below.




10.	EVALUATION CRITERIA

All bids duly lodged will be evaluated by a panel first on functionality and then price. 
The evaluation criteria and weighting for measuring functionality are shown below:

	
	CRITERIA
	WEIGHT
	VALUE
	TOTAL

	1.
	Experience and Track record of delivery in Media Marketing, Communication and Advertising work.
	(10)
	0 years = 2
1 – 2 years = 5 
3 – 5 years = 7 
6 + years = 10
	

	2.
	Ability to produce highly professional written, design and layout for the publications.
	(10)
	1 – 3 Poor
4 – 6 Average 
7 – 10 Good
	

	3.
	Quality and appropriateness of the Media, Marketing and advertising plan proposed
	(10)
	1 – 3 Poor
4 – 6 Average 
7 – 10 Good
	

	4.
	Quality and appropriateness of the Department and its entities' brand plan.
	(10)
	1 – 3 Poor
4 – 6 Average 
7 – 10 Good
	

	5.
	Appropriateness of networking events suggested.
	(10)
	1 – 3 Poor
4 – 6 Average 
7 – 10 Good
	

	6.
	Quality and appropriateness of the media buying plan.
	(10)
	1 – 3 Poor
4 – 6 Average 
7 – 10 Good
	

	7.
	Quality and appropriateness of the marketing plan suggested.
	(10)
	1 – 3 Poor
4 – 6 Average 
7 – 10 Good
	

	8.
	Quality and appropriateness of the videography, photography and advertisement campaigns suggested.
	(10)
	1 – 3 Poor
4 – 6 Average 
7 – 10 Good
	





	9.
	Appropriateness of suggested promotional items.
	(10)
	1 – 2 Poor
5 Average 
3 – 5 Good
	

	10.
	Quality and appropriateness of the CI manual presented.
	(10)
	1 – 2 Poor
5 Average 
3 – 5 Good
	

	
	Total
	100
	
	

	
	
	
	
	




For purposes of comparison and in order to ensure meaningful evaluation, bidders are requested to furnish detailed information in substantiation of compliance with the evaluation criteria mentioned in paragraph 1.2 of the evaluation criteria.

· A bidder that scores less than 70 out of 80 in respect of “functionality” will be regarded as submitting a non-responsive bid and will be disqualified.

· Thereafter, only the qualifying bids will be evaluated in terms of the 80/20 preference points system, where 70 points will be allocated to price only and 20 points will be allocated for specific goals.


11.	CONFIDENTIALITY

11.1	No information or documentation may be used for any other purpose other than providing for a tender proposal to the Department, and no copies of any document may be made, except with prior written approval from the Department.

11.2	The successful bidders and staff will be required to sign a non-disclosure agreement.


12.	INTELLECTUAL PROPERTY AND OWNERSHIP

12.1	Ownership and copyright of all documentation developed during the period of the contract will be vested in the Department of Employment and Labour.

12.2	All intellectual property rights relating to any work produced by the service provider concerning the performance of this contract shall belong to the Department and may not be used for any other purpose by the service provider.  The service provider shall give the Department all assistance in protecting such intellectual property rights. All material, in paper, electronic or any recorded format produced by the service provider in the performance of this contract shall remain the property of the Department of Employment and Labour and must be handed over to the Department on termination of the contract.

12.3	All service providers undertake not to infringe on the intellectual property of third parties.  Should any action or claim be instituted against the Department emanating from an infringement of intellectual property or an alleged infringement of intellectual property, the service providers hereby indemnify the Department against such claims or actions as well as all costs (including legal costs on an attorney and client scale).

13.	CONTRACTUAL ARRANGEMENT

13.1	The service provider is required to enter into a Service Level Agreement with the Department of Employment and Labour to perform all functions as set out in the Project Specification or Terms of Reference and National Treasury General Conditions of Contract of 2010.

14.	FINANCIAL IMPLICATIONS

14.1	All bidders must provide a cost breakdown that should be part of a Business Plan as per Paragraph 3.4 of the Task Directive above.

14.2	No service will be provided to the Department before an official order has been 
	issued to the supplier or service provider.

14.3	The service provider should be aware that the Department only pays after the 
	services have been rendered.

14.4	Payments will be done within 30 days of receipt of an invoice with all
	 required supporting documents as per the Service Level Agreement;

14.5	Payments will be made by the Department after the service provider 

	has submitted an invoice supported by all requisite documents.

15. LEGISLATIVE REQUIREMENTS
	Labour and Employment knowledge
	Communication Research 
	Communication Development knowledge
	Knowledge of the NDP

16. PROPOSAL SUBMISSION REQUIREMENTS
 
	The service provider must furnish the following information as part of their proposals:
a. Resume of the company, indicating:
1. Address of Head office;
1. Main business area;
1. Current commitments of the service provider with regard to other services;
 
b. The financial standing of the company from an approved Financial Institution.
 
c. A Pricing Schedule (inclusive of VAT) must be completed and included as part of the proposal. 
 

17. PRICING SCHEDULE
 
Quotations must provide a detailed breakdown of all costs per activity and indicate the hourly rate of each member of the team and their time allocation.
a. This serves as a guideline for pricing.  Please note that the hourly contract price, including VAT, should also be completed as part of the quotation. 
b. All proposals must contain:
1. A fee structure for the person(s) allocated to the task/audit engagement and his/her capacity.
1. All hourly fees quoted in the proposal must be VAT-inclusive.
 
c. The quoted hourly prices should be in line with the following:
1. Prescripts (amongst others National Treasury Guidelines.)
1. Hourly rates stipulated by the relevant professional bodies, where applicable 
 
d. Disbursement costs will be paid according to the departmental policy, should actual business travel be required. NB! These disbursement costs will NOT apply with the normal daily travel to and from work, i.e. Department of Employment and Labour Head Office in Pretoria.
 
Note: The agency service provider assigned will report to the head office (Department’s  HQ), should there be a need to extend the scope outside the headquarters, the disbursement conditions will be considered.
 
 19.	CLIENT BASE

19.1	The Department of Employment and Labour reserves the right to contact references during the evaluation and adjudication process to obtain information.

20.	COMMUNICATION

20.1	The Department of Employment and Labour may communicate with bidders for, among others, where bid clarity is sought, to obtain information or to extend the validity period.

21.	PRESENTATION

21.1	The Department of Employment and Labour may request presentations and or interviews from short-listed bidders as part of the bid process.

22.	SUPPLIER DUE DILIGENCE

22.1	The State reserves the right to conduct supplier due diligence prior to the final award or at any time during the contract period. Bidders must note that the Department will conduct verification on the information submitted and any misrepresentation will result in an automatic disqualification.

123.	CONFLICT OF INTEREST

23.1	The bidder or bidders group must submit a document (you may include it in your cover letter), stating whether any of its employees have any interest in the Department or whether any of the Department’s personnel have any interest in the bidders or affiliated business.

24.	PACKAGING OF BID

24.1	Bidders to arrange the Standard Bidding Documents (SBDs) in your submission numerically and orderly.





25.	COMPULSORY BRIEFING SESSION
	
	(Bidders failing to attend both the Compulsory Briefing Session and the Compulsory Site Visit will be disqualified automatically and their bids will be regarded as non-responsive)

25.1	Compulsory Briefing Session

	Date:	8 March 2024
	Time:	11:00 am to 12:00 pm (Bidders arriving 30 minutes late will be not allowed into the briefing session.) Teams meeting link will be posted on the e-portal on 8 March 2024
	Venue:	Department of Employment and Labour, Laboria House, 215 Francis Baard Street, Pretoria.
			
26.	SUBMISSION OF PROPOSALS

26.1	 Please note that all quotations should be forwarded to rfq.request@labour.gov.za on or before 15 March 2024 @11h00.

27.	COST OF BIDDING
27.1	The bidder shall bear all costs associated with the preparation and submission of its bid and the Department, will in no case be held responsible or liable for these costs, regardless of the conduct or outcome of the tender process.  The bidder will not be entitled to claim for travel and subsistence expenses.  If such expenses are applicable, these charges must be included in the bid price.

28.	PRICE OR FEES NEGOTIATION

28.1	The Department may negotiate the price or fees with the preferred bidder/s during a competitive bidding process.

29.	LATE BIDS
		
29.1	Bids are received at the address indicated above. Bids received after the closing date and time will not be accepted for consideration and will be returned unopened to the bidder. Bid documents should be submitted before 11:00 on the closing date of the tender.

30.	BID AND TECHNICAL ENQUIRIES / CLARIFICATION OF TENDER DOCUMENTS

30.1	The Department will respond in email to any request for clarification of the tender documents which it receives no later than one (1) week prior to the deadline for submission of bids prescribed by the Department.  All inquiries related to the technical content of the Terms of Reference as well as the bid inquiries may be directed in writing to the officials listed below:
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