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TERMS OF REFERENCE



APPOINTMENT OF A SERVICE PROVIDER TO DEVELOP, IMPLEMENT AND FACILITATE CHANGE MANAGEMENT PROCESS AND ORGANISATIONAL CULTURE REVIEW FOR THE NRCS FOR A PERIOD OF 24 MONTHS (NRCS 008-2020/2021)



[bookmark: _GoBack]NON-COMPULSORY BRIEFING SESSION TO BE HELD ONLINE ON 12 MAY 2021 - BIDDERS WHO ARE INTERESTED IN JOINING THE SESSION SHOULD SEND THEIR EMAIL ADDRESS TO AMBITION.MANABILE@NRCS.ORG.ZA  ON OR BEFORE 11 MAY 2021 FOR LOGISTICS PURPOSES BEFORE THE DATE OF SESSION TO BE HELD
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	Doc No. NRCS No: 009-2020/2021: Panel of Recruiters  for  a period of 36 months




CLOSING DATE: 01 JUNE 2021
1

[bookmark: _Toc371011527]Enquiry:	              Ms. Ofentse Motlogelwa 
Telephone:            012 482 8224
E-mail:	              ofentse.motlogelwa@nrcs.org.za
__________________________________________________________________________________________________________

											ANNEXURE A
[bookmark: _Toc389037695]TERMS OF REFERENCE / SPECIFICATIONS

BACKGROUND
The National Regulator for Compulsory Specification (NRCS) was established on the 1st of September 2008, under the auspices of the National Regulator for Compulsory Specifications Act, 2008 (Act 5 of 2008) hereinafter called the NRCS Act. 
The NRCS is primarily responsible for the administration of three Acts that reside under its jurisdiction, namely the NRCS Act, the Legal Metrology Act, 2014 (Act 9 of 2014) hereinafter called the LM Act, and the National Building Regulations and Building Standards Act, 1977 (Act 103 of 1977) hereinafter NBR Act. The NRCS also administers regulations that fall under the jurisdiction of other governments departments, as per agreements. 
The NRCS is currently undergoing an Organisational review process in order to independently reviewed its structure to ascertain whether it is properly aligned to deliver on the NRCS mandate as envisioned by the Department of Trade and Industry (the dticc). The aim of this process was to also provide the organisation with an opportunity to improve its business process and cement alignment to strategic objectives.  Ultimately, this process will result in greater effectiveness, efficiency and seamless interaction across all levels of the organisation.   It is with this background that the NRCS requires a service provider to facilitate change management plan that will support the organizational review project the NRCS has embarked on. 
OBJECTIVE
The preferred bidder to develop and facilitate the implementation of change management plan that includes culture review in order to support the organizational review project the NRCS has embarked on. 

3	SCOPE OF WORK 
The following deliverables are expected from the suitable service provider:
3.1. PREPARE FOR CHANGE 
a) Identification and appointment of change champions
b) Facilitate the setting of change objectives and targets 
c) Conduct current organisational culture analysis 
d) Facilitate change readiness assessment 
e) Develop comprehensive implementation plan which includes channels of communication, audience, methodology and frequency.
f) Creating Awareness and facilitating stakeholder engagement sessions 
g) Develop and launch change and culture campaign 
h) Identify and analyse the current cultural traits, including strengths and potential challenges that impact the business most 
i) Define the desired culture based on culture diagnostic outcomes
j) Recommend the suitable NRCS culture as per the mandate 
3.2.  MANAGE CHANGE 
a) Manage resistance and develop tools for change resistance 
b) Conduct Climate Survey 
c) Design, implement and facilitate a team dynamics programme
d) Implement initiatives to drive the desired culture
3.3.   REINFORCING CHANGE  
a) Develop and provide measuring tools to track progress 
b) Measure change management outcomes 
c) Activities to celebrate success 
d) Skills Transfer
e) To provide a cost analysis report on implementation of change management programme, and recommend a sustainable methodology.
4              DURATION OF THE PROJECT
The duration of the project is for 24 (Twenty-four) months, subject to both parties agreeing and signing the Service Level Agreement (SLA).
5	SPECIAL CONDITIONS OF TENDER
5.1.	Failure to comply with any condition of this request for proposal will invalidate respective tender proposal.	
5.2.	The preferred bidder must declare any interest it has in an assignment as well as declare any possible conflict of interest with the NRCS in the pursuance of the proposed assignment.
5.3.	Bidders are required to identify and to disclose as soon as possible any conflict of interest or potential conflict of interest to the NRCS. Bidders should contact the NRCS for clarity on whether a conflict of interest actually exists or not. The existence of a conflict of interest or a failure by a bidder to timeously disclose any such conflict or part conflict may result in the bidder’s bid being disqualified.
5.4. 	NRCS Documentation and Information:
5.4.1	All copyright and intellectual property rights that may result as consequences of the assignment to be performed will be become the property of the NRCS.
5.4.2	A recommended bidder must hand over all documents and information in any format, including copies thereof, that it received from the NRCS or that it had access to during the assignment immediately after completion of the assignments to the NRCS.
5.5.      Payments will be made on a milestone basis upon successful completion and approved by the NRCS. 

5.6.      The NRCS reserves the right to negotiate with all or some of the shortlisted bidders.

5.7.      The NRCS reserves the right to cancel this tender at any time.

               5.8.      The NRCS does not take any responsibility for expenses or loss, which may be incurred by any bidder in preparation of this bid.

5.9.      The NRCS reserves the right to reject: -

5.9.1      Incomplete bids

5.9.2       Late bids

5.9.3      Conditional bids

5.9.4      Bids that are non-compliant with the procedural and administrative requirements.

5.10.  Should the resource(s) provided to render the services to the NRCS resigns or any other acts of God, the appointed bidder to provide the same resource(s). The NRCS reserves the right to verify the resources provided at any given time.
5.11.    The NRCS may negotiate with all or some of the bidders in relation to the prices quoted. NRCS reserves the right not to appoint any bidder whose prices are not market related. 
5.12. Travelling costs will be at the expense of the appointed preferred bidder of which reimbursements shall be in line with the NRCS Travel Policy. 
5.13. Travelling costs and time spent or incurred between the service provider offices and the NRCS or home and office of the consultant including their staff shall not be for the account of the NRCS. 
5.14. Supporting documents for all disbursement incurred must be submitted to the NRCS together with the invoices.
5.15. The NRCS will not award the bid to any prospective bidder who has not registered on the Central Database Supplier as regulated.
5.16. All bidders should initial every page of the bid document, including the GCC. 
5.17. All SBD forms to be fully completed and singed failure to do will lead to a disqualification as the forms are mandatory compliance forms. 
5.18. In terms where the preferred bidder tax matters are not in order 7 (seven) days will be given to the bidder to rectify their tax matters failure to do the bidder will be disqualified from the bid process as indicated in the National Treasury Prescript No 9 of 2017/2018. 
6     Procurement policies and procedures
[bookmark: _Toc389037696]6. 1. The General Conditions of Contract will be applicable to this tender.
6.2.    Bidders are expected to have the following in place should they be interested in being part of the non-compulsory briefing session: 
6.2.1. The bidder’s company to have a solid WIFI connection in place, which will enable seamless ease of use on your PC, Laptop, Tablet or Smartphone.

7      MANADATORY REQUIREMENTS
7.1	 Bidders are required to furnish NRCS with the following: 
  a. Proof that supplier is registered on the Central Supplier Database (CSD),
 - The following key information will be accessed and verified on CSD, namely
i. Business registration, including details of directorship and membership.
 b. 	Completed and signed SBD forms; SBD 1, SBD 3.3, SBD 4, SBD 6.1, SBD 8 and SBD 9
Please note that failure to adhere to the following requirements may lead to an immediate disqualification
7.2 Late Submissions will not be accepted 

[bookmark: _Toc389037697]8   EVALUATION CRITERIA 

For the purpose of comparison and in order to ensure a meaningful evaluation, bidders must submit detailed information in substantiation of compliance to the evaluation criteria mentioned. Minimum Required Score for functionality is: 65 points out of 100 points and any bidder scoring less than 65 points will not be considered for further evaluation. Service Providers that qualified pre-evaluation in terms of the functionality cut-off points of 65 points will then be evaluated in terms of price and preference points.
	No.
	FUNCTIONALITY 
	WEIGHT

	1
	Company Experience 
The bidder must demonstrate that they have the capacity to render the required services, with a minimum of 5 years of demonstrable experience in Change Management field by attaching three reference letters on the clients’ letterhead from previous projects
	20

	2
	  Project Manager Experience 
	20

	
		The Project Manager must have at least five years experienced in the area of Change Management (ideal in this areas Organizational Review, Re-structuring etc.), be professionally registered with the relevant bodies or certified (SABPP, CCMP and/or Prosci Certified) 



	

	3
	Team qualifications and experience 
The bidder to provide a multi-disciplinary team (change manager, culture professionals, change agents) by providing their Curriculum Vitae detailing qualifications, skills, experience and applicable professional body registration where applicable 
	15

	4
	Methodology
	30

	
	Bidders to provide methodology in line with the scope of work as outlined in paragraphs 3 (showing how the services will be rendered i.e. project plan, turn-around times etc. )
	

	

	5
	Skill Transfer Plan
A detailed skills transfer plan regarding training approach and risk assessments. The skills transfer plan must include but not limited to the following elements e.g. identification of gaps, training plan to address identified gaps, Quarterly reporting on Change Management interventions and final report on skills transferred etc. 
	15

	
	
	

	Minimum threshold for Functionality
	             65

	Total                                                                                                                                                                                                              100


      

      The bids will be evaluated on a scale of 0-5. Each panel member will rate individual criterion on the score sheet using the following scale
	Value
	Description

	5 – Excellent
	Meets and exceed the functionality requirements

	4 – Very Good
	Above average compliance to the requirements

	3 – Good
	Satisfactory and should be adequate for stated element

	2 – Average
	Compliance to the requirements

	1 – Poor
	Unacceptable, does not meet set criteria

	0 
	Non-Submission 



The value scored for each criterion will be multiplied with the specified weighting for the relevant criterion to obtain the marks scored for each criterion. Theses marks will be added and expressed as a fraction of the best possible score for all criteria. Bidder/s that meets the minimum required percentage or minimum points, will be evaluated in terms of price and preference as per the PPPFA Act, No.5 of 2000 and its associated Regulations issued by the National Treasury.

NOTE: For the purpose of comparison and in order to ensure a meaningful evaluation, bidders must submit detailed information in substantiation of compliance to the evaluation criteria mentioned.
Bid will be evaluated on the basis of the PPPFA 80/20-point system as presented in the Preferential Procurement Regulations 2017, for this purpose SBD 6.1 form should be scrutinized, completed and submitted together with your quotation. The 80/20-point system will be as follows:
	Price Assessment
	80 Points

	TOTAL
	80

	

	Preferential Elements
	20 Points 

	B-BBEE Status Level of Contributor
	Number of Points (80/20 system)

	1
	20

	2
	18

	3
	14

	4
	12

	5
	8

	6
	6

	7
	4

	8
	2

	Non-compliant contributor
	0




9 PRICING SCHEDULE

9.1. The accompanying information must be used for the formulation of proposals.
9.2. Bidders are required to indicate a ceiling price based on the total estimated time for completion of all phases and including all
                   expenses inclusive of all applicable VAT for the project. R……….…………………………………………………...
9.3. Persons who will be involved in the project and rates applicable.
9.4. PHASES ACCORDING TO WHICH THE PROJECT WILL BE COMPLETED, COST PER PHASE AND MAN-DAYS TO BE SPENT

          	9.4.1. Project inception	R------------------------------	-------------------------- days

                   9.4.2. Diagnostic phase (Prepare for change) 	R------------------------------	-------------------------- days
          
9.4.3. Manage Change                        	R------------------------------	-------------------------- days

   9.4.4. Reinforcing Change 	 R------------------------------	-------------------------- days

9.4.5. Closed-out Report	 R------------------------------
         
                   9.4.6. Other 	 R------------------------------	-------------------------- days


9.5.   Period required for commencement with project after
                   acceptance of bid	……………………………………………………………….

9.6.   Estimated man-days for completion of project	……………………………………………………………….

9.7.   Are the rates quoted firm for the full period of contract?				*YES/NO
	 	
          9.8.   If not firm for the full period, provide details of the basis on which
                     adjustments will be applied for, for example consumer price index	……………………………………………………………….
		
		……………………………………………………………….
		………………………………………………………………
		.
** “all applicable taxes” includes value- added tax, pay as you earn, income tax, unemployment insurance fund contributions and skills development levies.



10.   SUBMISSION OF DISC/CD OR USB FLASH DRIVE  
        The above must contain an electronic version and a true copy of the Technical proposals. 

11.    PACKING OF BID DOCUMENTS

Description: Appointment of a service provider to develop, implement and facilitate change management process and organizational culture review for the NRCS for a period of 24 months (NRCS 008-2020/2021)


Bid closing date and time: 01 June 2021 at 11H00 (Submission of late bids will not be accepted)

The bid proposal envelope shall contain one original hard copy document, clearly marked “original”, and three (3) hard copies, clearly marked “Copy”.
The bids are to be delivered at the following address: SABS Campus 1 Dr Lategan Road, Groenkloof, Pretoria NRCS tender box.

Sealed documents individually marked the above reference and description, must be placed in the Tender box marked NRCS situated at ground floor, SABS Campus by the closing date and time. All Suppliers are encouraged to make their submission before the closing date and time. Bids will be publicly opened at the SABS Campus 1 Dr Lategan Road, Groenkloof, Pretoria. 
No tenders will be accepted after the closing time. No tender per facsimile, posted or e-mailed will be accepted. 
Bidders can courier the bid proposal, the onus is on the bidder to ensure that their bid proposal is received by the due date and     time by the NRCS. 

12. [bookmark: _Toc380580230]BRIEFING SESSION 

There will be will a non-compulsory briefing session for this bid, bidders are still encouraged to enquire or seek clarity to any aspect of the bid no later than 72 hours before closing date using SCM@nrcs.org.za/ ambition.manabile@nrcs.org.za .

13. BID DOCUMENT CHECKLIST

A completed and signed bid document must be submitted in a file. The bid/tender documentation must be placed into a file with dividers between every schedule. The schedule must be numbered as follows:
	Schedule
	Description
	Submitted (Yes/No) ( include page numbers)

	Schedule 1
	Executive summary , Company Profile , signed  Joint  venture ( JV)  agreements  ( where bidders are in JV)
	

	Schedule 2
	Latest company registration certificate from the Companies and Intellectual Property Commission (CIPC) / Proof of company registration and Proof of CSD registration
	

	Schedule 3
	Certified ID copies of the directors / trustees / shareholders and their shareholding percentages
	

	Schedule 4
	Valid Proof of B-BBEE status levels verification certificate or a certified copy thereof, substantiating your B-BBEE rating
	

	Schedule 5
	Documentation substantiating the Evaluation Criteria
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