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ANNEXURE A


TERMS OF REFERENCE

APPOINTMENT OF A PANEL OF SERVICE PROVIDERS TO RENDER SPECIALISED COMMUNICATION SUPPORT, PUBLIC RELATIONS, MARKETING AND EVENT SERVICES FOR THE NATIONAL REGULATOR FOR COMPULSORY FOR A PERIOD OF 36 (THIRTY-SIX) MONTHS (NRCS 010-2020/2021)



CLOSING DATE: 20 JANUARY 2021 @ 11:00






	
	




[bookmark: _Toc371011527]Contact Person:  Mirriam Moswaane 

Tel Number:        012 482 8826

E-mail address:   mirriam.moswaane@nrcs.org.za
____________________________________________________________________________________________________							ANNEXURE A	

1. BACKGROUND
The National Regulator for Compulsory Specification (NRCS) was established on 1 of September 2008, under the auspices of the National Regulator for Compulsory Specifications Act (NRCS Act), Act 5 of 2008.
The NRCS is primarily responsible for the administration of three Acts that reside under its jurisdiction, namely the NRCS Act 5 of 2008, the Legal Metrology Act No 9 of 2014 and the National Building Regulations and Building Standards Act 103 of 1977. The NRCS also administers regulations that fall under the jurisdiction of other governments departments, as per agreements. 
The NRCS as the regulator consist of the following Business Units namely: Automotive; Chemicals, Mechanical and Materials, Electrotechnical, National Building Regulations, Legal Metrology as well as Food and Associated Industries.
The NRCS currently employed 320 of employees however the required services will only be rendered at the NRCS Offices as provided in the table below: 
Table 1: NRCS various offices and staff complement
	SITE
	Number of Users

	Cape Town
	60

	Durban
	20

	Port Elizabeth
	15

	Bloemfontein
	7

	Gauteng
	212



2. OBJECTIVES
The primary objective of this TOR is to appoint a panel of suitably qualified and experienced service providers to render PR and media, communications support, marketing, and event services in order to:
(a) Raise awareness of the NRCS and its mandate to the stakeholders;
(b) Improve recognition of the NRCS brand;
(c) Enhance media presence and relations;
(d) Positively influence all NRCS stakeholders.
3.      DURATION
	The duration of the project is 36 (thirty-six) months subject to the signing of a Service Level Agreement (SLA) between parties.  
 
4. SCOPE OF WORK
4.1 Marketing (Including branding and advertising) 
4.1.1. Media buying (below, above and through the line advertising) 
4.1.2. Brand activations 
4.1.3. Conceptualisation and production of advertising material (for television, radio, print, outdoor and online) 
4.1.4. Photography and videography
4.1.5. Promotional material: 
4.1.5.1.	Creative development of concepts
4.1.5.2. Branding and graphic design 
4.1.5.3. Copywriting and editing 
4.1.5.4. Production and printing
4.2. Event Services 
4.2.1. Corporate functions 

4.2.2. Large scale national and community events 
4.2.3. Event design, coordination and management 
4.2.4. Technical production 
4.2.5. Strategic event marketing 
4.2.6. National roadshows 
4.3. Public Relations (PR) Services 
4.3.1. PR strategy
4.3.2. Media relations, briefings and interviews
4.3.3. Digital strategy and implementation
4.3.4. Crisis and Reputation Management PR support. 
4.3.5. Social media management: 
4.3.5.1. Content development 
4.3.5.2. Response handling
4.3.5.3. Advertising 
4.3.6. News dissemination (through all media) 
4.3.7. Press photography
4.3.8. Integration and coordination of PR activities with other marketing functions. 
4.4.  Communication Services 
4.4.1. Corporate Communication Plan 
4.4.2. Development of corporate communication channels 
4.4.3. Content development for corporate communication channels
4.4.4. Communication support 

4.5. Reporting 
4.5.1. The service provider will provide periodical report for each service rendered as and when required by the NRCS. 

5.	SPECIAL CONDITIONS 
Below are the special conditions to this bid:
5.1 All intellectual proprietary rights emanating from this project will vest with the NRCS.
5.2 The service providers will be selected from the panel on quotation basis and rotated to ensure a fair opportunity to all as and when a service is required.
5.3 The NRCS reserve the right to negotiate prices quoted.
5.4 All working paper files (e.g. video, photograph, design and layout etc.) shall become the property of NRCS, and must be delivered to NRCS on conclusion of the project.
5.5 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. 
5.6 Any travel that might occur shall be in line and reimbursed in accordance with the NRCS Travel Policy. 
5.7  Supporting documents for all disbursement incurred must be submitted to the NRCS together with the invoices.
5.8 Payment will be strictly based on approved deliverables and time spent on the actual projects, not on engagements with the NRCS.
5.9 The NRCS reserves the right to award the bid in part or as a whole.
5.10 The service provider must not bill the NRCS for any unproductive or duplicated time spent on any assignment, for any reason, including as a result of staff changes.
5.11 . NRCS reserves the right not   to appoint any bidders whose prices are not market related. 
5.12 The NRCS reserves the right:
5.12.1 To cancel award at any time;
5.12.2 Not to accept any bids;
5.12.3 To 
5.12.4 To contact any bidder during evaluation period, to clarify information only, without informing any other bidder.
5.13 Confidentiality 
5.13.1 Bids submitted will not be revealed to any other bidders. 
5.13.2 All information pertaining to the NRCS obtained by the bidder as a result of participation in this bid is confidential and must not be disclosed without written authorization from the NRCS.
5.14 Should the resource provided by the preferred bidder to render services to the NRCS resign etc. the appointed bidder shall be expected to replace the resource with similar skills. 
5.15 The General Conditions of Contract (GCC) must be signed or initial on each page by the bidder as included in the bid document.
5.16 The NRCS will not award the bid to any prospective bidder who has not registered on the Central Database Supplier (CSD) as regulated until they are registered on the CSD.
5.17 The NRCS reserves the right not to accept any bids, which does not comply with the specifications, and conditions set out in the bid documents. 
5.18 In cases where a bidder will be sub-contracting, proof of documentation for the subcontractor should be submitted as well i.e. BBBEE, company registration documents sub-contracted company. 
6.  PROCUREMENT POLICIES AND PROCEDURE
6.1    The general conditions of the tender, the National Treasury General Conditions of Contract (GCC), Service Level Agreement will be applicable to this tender.
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;
ii. Tax compliance status
 b. 	Completed and signed SBD forms; SBD 1, 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.

8. FUNCTIONALITY CRITERIA 

a) The bidder should select and focus on an area of specialty from the scope of work mentioned on 4.1 - 4.4 to which it complies.
b) In table 2 below, the bidder should indicate a “Yes” to a criterion /requirement where they comply and “No” where they do not, and “N/A “where the area is not an area of specialty as per the scope of work.
c) Proof will be required to supplement requirements of criteria as mentioned on Table 2 below.
d) An independent Evaluation Team will be established to verify and evaluate bidders ’proposals therefore bidders will not evaluate their own proposals.
e) A bidder that indicates a “No” in the area or field of specialty will be automatically disqualified and not be included in the panel, therefore, a bidder must comply to ALL the requirements of the chosen field/s.
Table 2: Evaluation criteria

	No
	Criteria
	Comply / Do Not comply  
	Comment
	Page Reference on the Bid document  

	1
	Does the bidder have a minimum of 5 years in any of the field of communications and marketing as stated below? Indicate n/a where a field is not an area of speciality of the bidder
	
	
	

	a)
	Marketing services including among others: Branding and advertising 
Media buying (advertising) 
Brand activations 
Conceptualisation and production of advertising material (for television, radio, print, out-of-home and online) 
Photography and videography
Promotional material: 
· Creative development of concepts 
· Branding and graphic design 
· Copywriting and editing 
· Production and printing

	
	
	

	b)
	Event Services including amongst others:

Corporate functions 
Large scale national events 
Event design, coordination and management 
Technical production 
Strategic event marketing 
National roadshows 

	
	
	

	c)
	PR Services including amongst others:

PR Strategy
Media Relations, briefings and interviews
Digital strategy and implementation 
Crisis and reputation management PR support 
Social Media management:
· Content development 
· Response handling
· Advertising 
News dissemination (through all media)
Press photography
Integration and coordination of PR activities with other marketing activities 

	
	
	

	d)
	Communication Services including amongst others:

Corporate Communication Plan 
Development of corporate communication channels 
Content development for corporate communication channels
Communication support 

	
	
	

	2 
	 The bidder must demonstrate that they have the capacity to render the required services, with a minimum of 5 years of demonstrable experience in each of the fields were the bidder wish to be considered as listed in the scope.
Attach a list of five projects undertaken in each of the fields as per the scope of work were the bidder wish to be considered. All submitted projects must be accompanied by signed reference letters from Companies on a letterhead for which work was done

. 
	
	
	

	3
	Bidders must submit qualifications of project leader/s in any of selected fields with a minimum of five (5) years of relevant work experience attach CV’s.
( A less than  five (5) years’ experience for the project leader will automatically Not comply””  a bidder for this criteria and thus lead to disqualification)
	
	
	




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

10.    PACKING OF BID DOCUMENTS
[bookmark: _GoBack]   Description: Appointment of a panel of service providers to render specialized communication support, public relations, marketing and event services for the National Regulator for Compulsory Specifications for a period of 36 (thirty-six) months (NRCS 010-2020/2021)

Bid closing date and time: 20 January 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”. A soft copy of the proposal to be loaded on the memory stick which is to be submitted as well with the hard copies of the proposal.
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. 

11. [bookmark: _Toc380580230]BRIEFING SESSION 

There will be no briefing session for this bid but bidders are 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. 

12. 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 No.
	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
	






	Schedule No.
	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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