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TERMS OF REFERENCE 



SECTION 1
TENDERERS ARE HEREBY INVITED FROM EXPERIENCED INSURANCE BROKER TO RENDER SHORT TERM INSURANCE SERVICES TO RANDWEST CITY LOCAL MUNICIPALITY FOR A PERIOD OF THREE (3) YEARS.
1. PURPOSE
The purpose of the report is to provide the scope of work for the insurance broker to render short-term insurance services to Rand west City Local Municipality. The services to be rendered by the insurance broker over a period of three (3) years and should include general services related to the maintenance and administration of the insurance portfolio.
2. BACKGROUND
The Municipality holds the responsibility of safeguarding its assets from potential risks, including damage and theft, by ensuring that all assets are appropriately insured. This proactive approach helps mitigate the financial impact of unforeseen incidents and ensures continuity of operations.
3. SCOPE OF WORK

The scope of work includes the following but not limited to:

	Insurance Covers
	Brief Description

	3.1	Building Combined
	All building structures but not limited to fixtures and fittings, substations and mini substations, transformers, switchgear and cables.

	3.2     Business Interruption
	The insurer shall indemnify the municipality for financial losses resulting from the interruption or disruption of municipal operations following insured damage to municipal property

	3.3	Office Contents
	Contents in the office.




2



	Insurance Covers
	Brief Description

	3.4	Theft/Burglary/Vandalism
	Loss of assets due to theft/burglary/robbery/vandalism.

	3.5	Money
	Covers cash in safe, cash in transit, and losses due to robbery or employee dishonesty (related to this cover).

	3.6	Fidelity Guarantee
	Losses sustained by the employer because of an act of forgery, fraud or dishonesty from an employee.

	3.7 Transit all Risk
	Goods/assets in transit.

	3.8 Electronic Equipment and Accidental Damage to Assets
	Electronic equipment, including but not limited to, laptops, portable computers.

	3.9 Employment Practices Liability
	refers to an employer's legal responsibility for claims arising from employment-related decisions or workplace conduct. Businesses often manage this risk by purchasing Employment Practices Liability Insurance (EPLI), which helps cover legal defense costs, settlements, and judgments for certain employee claims.

	3.10 Municipal Management Liability
	Municipality is being sued for making a wrong decision by officials.

	3.11 Public & 3rd Party Liability
	Municipality being sued due to, including but not limited to, pothole damages, manhole damages, household items due to municipal fault e.t.c

	3.12 Umbrella Liability
	Gap cover. (insurance product that pays the shortfall (gap) between what the primary insurer & the actual cost incurred by the insured)

	3.13 Contractors All Risk
	Construction work by employees and contractors appointed by the Municipality e.g., material on site (M.O.S of the municipality).

	3.14 South Africa Special Risk Insurance Association
(SASRIA)
	· Municipal Property to the maximum amount of R1,5 million when damaged during the riots.
· Municipal Motor vehicles to the maximum amount of R750 000.00
· 69 Councillors, primary residence and motor vehicle.

	3.15 SASRIA Non-motor
	Municipal Assets during the riots but not limited to infrastructure networks.





	Insurance Covers
	Brief Description

	3.16 SASRIA Motor
	Motor vehicles belonging to the Municipality.

	3.17 Motor
	Motor vehicles belonging to the municipality.

	3.18 Glass
	All fixed internal & external glass at the premises

	3.19 Stated benefits – 24 hours
	Accidental death and disability to all employees, Cllrs & Ward officials @ 24-hour cover whilst busy with council activities

	3.20 Machinery breakdown
	Unforeseen breakdown of specific machinery

	3.21 Motor liability 
	Municipality being sued due to motor vehicle accident with a third party.



4. CLAIMS ADMINISTRATION

4.1 Administration of claims reported to the bidder:

4.1.1 The Bidder will acknowledge receipt of claims forms and confirm all claims in writing to the client in 72 hours after receipt of the notification of the incident.
4.1.2 Where applicable the loss adjuster/assessor is to be appointed within seven (7) working days after the acknowledgement of receipt being sent by the broker to the Municipality.
4.1.3 If the claim is accepted by the Insurer an Agreement of Loss will be generated and forwarded to the Municipality within seven (7) working days after receipt of all the applicable documentation and claim has been accepted by the Insurer.
4.1.4 In cases where no Agreement of Loss is applicable, final invoice will be submitted by the insured within thirty (30) working days.
4.1.5 In case there is Agreement of Loss, then the invoice will be issued within thirty
(30) working days of Award/Mediation/Ruling by Ombudsman/Court Order.
4.1.6 The Bidder will assist the Municipality with the administration of claims to finalize all outstanding claims i.e., obtaining reports, invoices, quotations etc.
4.1.7 The bidder will provide progress report on all the claims detailing the progress with an indication of outstanding information to finalize all claims on the 7th of every month.

5. DELIVERABLES

The appointed service provider will be required to:

5.1 Submit comprehensive quarterly report on risk exposure and measures to mitigate the risks, and
5.2 Submit monthly report on the status of approved and rejected claims with reasons.



6 CLAIMS HISTORY (VAT INCLUSIVE)
6.1 The table below indicates claims made in the previous two financial years. This information is provided for the purpose of giving indications of historic claims and must be treated and remain highly confidential.

	
	1/11/2023 to 30/10/2024
	01/11/2024 to 28/02/2026

	
	
	

Amount
	
	

Amount

	Approximate amount
	
	R 7,167,114.95
	
	R 8 408 547.71
 




6.2 Carrying amount of the Municipal assets is approximately R5 billion.
6.3 The Municipality will make the following documents available to bidders who attended the Compulsory Briefing Session:
6.3.1 The Municipality’s asset registers to help in determining the premiums.
6.3.2 Current sums insured.
6.3.3 3 years claim history.

7 SPECIAL CONDITIONS OF CONTRACT:

7.1 Scheduling and coordinating claims meetings.
7.1.1 The parties will schedule and coordinate claims meetings as and when required and shall be attended by the Project Manager allocated to the Municipality.
7.1.2 The purpose of the meeting will be to discuss all claims as per the applicable Insurance Policies and to monitor the progress of all insurance claims reported to and authorized by the Bidder.
7.1.3 Any other matters relating to this project.

Premiums will be fixed for the (36) months of this contract.

The premiums and excess payments must be shown separately as specified in the Price Schedule. 


	
7.2 The premiums must be shown separately as specified in the specified in the price schedule and a 
separate document to show the full excess structure.

7.3 The contract will be for a period of three (3) years from the date of acceptance.

7.4 Any claim that is rejected must be supported by motivation by the Bidder based on legal grounds. The Municipality reserves the right to reconsider any opinion received, to refer it back to the bidder for another opinion or recommendation.

The Municipality will under no circumstances communicate directly with the insurers regarding any aspect of the claim.

7.5 Request for quotations shall be issued for any additional acquired assets by the Municipality during the duration of the contract.

7.6 SASRIA – The Service Provider shall provide quotation for SASRIA

7.7 The fees for servicing Rand west City Local Municipality’s portfolio must be shown clearly, and no
	 hidden cost will be accepted.

7.8 As and when the need arises, the broker will meet with relevant municipal officials to discuss and advice on any additional cover that maybe required to ensure that the Municipality’s risk is minimized.

7.9 The Service Provider, after appointment, must be in possession of Professional Indemnity Cover or Guarantee of a minimum of R20 million.
















		SECTION 2


CYBER INSURANCE COVER

1. Purpose
The Municipality requires Cyber Insurance Cover as part of its comprehensive insurance programme to protect against financial, operational, legal, regulatory and reputational losses arising from cyber incidents, cybercrime, data breaches, privacy violations, ransomware attacks and other information security events affecting municipal operations. The cover must complement the Municipality's ICT security, risk management and business continuity arrangements. 

2. Scope of Cover
The policy shall provide coverage for:
	Category
	Coverage Includes

	First-Party Losses
	Incident response, forensic investigations, data/system recovery, cyber extortion/ransomware, crisis management, breach notification, credit monitoring, and legal advisory services.

	Business Interruption
	Loss of income from IT system downtime, increased cost of working, service delivery disruptions, and dependent business interruption from third-party incidents.

	Third-Party Liability
	Privacy liability, data protection breaches, network security liability, claims by citizens/employees/suppliers, and liability from unauthorised information disclosure.

	Regulatory & Investigation Costs
	Regulatory investigations, defence costs, legal expenses, and compliance response activities.

	Cyber Crime & Social Engineering
	Business Email Compromise (BEC), funds transfer fraud, social engineering attacks, phishing-related losses, and unauthorised electronic transactions.










3. Incident Response Services
The insurer shall provide 24/7 access to specialist services, including:
· Digital forensic investigators
· Cybersecurity specialists
· Legal advisers
· Breach response consultants
· Crisis communication specialists

4. Policy Requirements
The bidder must specify:
· Policy limits per section of cover
· Sub-limits, deductibles, and excesses
· All exclusions
· Waiting periods for business interruption claims
· Insurer-approved incident response providers
· Claims management and escalation process

5. Minimum Technical & Governance Requirements
The insurer must acknowledge the Municipality's existing cybersecurity controls, including MFA, EDR/XDR, security monitoring, vulnerability management, patching, backup/DR, incident response and business continuity plans, POPIA compliance, and ICT governance structures.

6. Claims & Reporting
The insurer shall provide a dedicated claims management function, emergency 24/7 reporting channels, annual claims analysis and trend reports, claims preparation assistance, and annual renewal recommendations.











	


8. PRICING SCHEDULE

APPOINTMENT OF AN EXPERIENCED INSURANCE BROKER TO RENDER SHORT TERM INSURANCE SERVICES AND CYBER INSURANCE COVER TO RANDWEST CITY LOCAL MUNICIPALITY FOR A PERIOD OF THREE (3) YEARS.

	ITEM NO.
	INSURANCE COVERS
	BRIEF DESCRIPTION
	PREMIUMS (VAT EXCL.)
	EXCESS
PAYABLE (VAT EXCL.)
	PREMIUMS (VAT INCL)
	EXCESS
PAYABLE (VAT INCL.)

	1.
	Building Combined
	All building structures including but not limited to fixtures and fittings, substations and mini substations, transformers, switchgear, and cables.
	
R
	
R
	
R
	
R

	2.
	
Business Interruption
	
The insurer shall indemnify the municipality for financial losses resulting from the interruption or disruption of municipal operations following insured damage to municipal property
	R
	R
	R
	R

	3.
	
Office Contents
	
Contents in the office.
	
R
	
R
	
R
	
R

	4.
	Theft/Burglary/Vandalism
	Loss of assets due to theft/burglary/robbery/vandalism.
	R
	R
	R
	R

	5.
	Money
	In respect of money lost including negligence of third
parties and service provider contracted to the municipality.
	
R
	
R
	
R
	
R

	6.
	Fidelity Guarantee
	Losses sustained by the employer because of an act of forgery, fraud or dishonesty from an employee.
	R
	R
	R
	R

	7.
	Transit all Risk
	Goods/assets in transit.
	R
	R
	R
	R

	8.
	Electronic Equipment and Accidental Damage to Assets
	Electronic equipment, including but not limited to, laptops, portable computers.
	R
	R
	R
	R

	9.
	Employment Practices Liability
	Action against Municipality by employees relating to employment practices.
	R
	R
	R
	R

	10.
	Municipal Management Liability
	Municipal being sued for making a wrong decision by officials.
	R
	R
	R
	R

	11.
	Public & 3rd Party Liability
	Municipality being sued due to, including but not limited to, pothole damages, manhole damages.
	R
	R
	R
	R

	12.
	Umbrella Liability
	Gap cover.
	R
	R
	R
	R

	13.
	Contractors All Risk
	Construction work by employees and contractors appointed by the Municipality e.g., material on site.
	
R
	
R
	
R
	
R

	14.
	South Africa Special Risk Insurance Association (SASRIA)
	Property of the Municipality and 69 councilors damaged during the riots.
	R
	R
	R
	R

	15.
	Non-motor
	Including but not limited to infrastructure networks.
	R
	R
	R
	R

	16.
	Motor
	Motor vehicles belonging to the Municipality.
	R
	R
	R
	R

	17.
	Cyber Crime
	Loss due to cyber-crime.
	R
	R
	R
	R

	18.
	Glass
	
	R
	R
	R
	R

	
19.
	
 Stated benefits – 24 hours


	
	R
	R
	R
	R

	20.
	Machinery breakdown
	
	R
	R
	R
	R

	21.
	Motor liability
	
	R
	R
	R
	R

	
	
	SECTION: 2 CYBER INSURANCE.
	
	
	
	

	22.
	Cyber Insurance Cover
	
	R
	R
	R
	R

	23.
	Incident Response Services
	
	R
	R
	R
	R

	24.
	Business Interruption Cover
	
	R
	R
	R
	R

	25.
	Cyber Extortion Cover
	
	R
	R
	R
	R

	26.
	Social Engineering Cover
	
	R
	R
	R
	R

	27.
	Regulatory Response Cover
	
	R
	R
	R
	R

	28
	Additional Optional Cover
	
	R
	R
	R
	R

	
	TOTAL ESTIMATE PREMIUMS

R
	
	
	
	






Premiums will be fixed for the (36) months of this contract.
· The fees for servicing Rand west City Local Municipality’s portfolio must be shown clearly, and no hidden cost
will be accepted. Broker’s fees to be in line with applicable legislation.
· The asset registers of the Municipality will be made available to the bidders who attend the compulsory briefing
 to help in determining the premiums.
9.1 PENALTIES FOR POOR PERFORMANCE
The following penalties may be imposed at the sole discretion of the Municipality in the event of continued poor performance in any Key Performance Area:
· A penalty levy of 2.5%, in accordance with the Service Level Agreement (SLA)
· Issuance of a credit note
· Withholding payment on submitted invoices until such time as performance improves to an acceptable standard
· Reporting on the Service Provider to the National Treasury for potential grey-listing
· Termination of the agreement.



8 TECHNICAL EVALUATION CRITERIA

8.1 The above-mentioned criterion regarding functionality is required for responsiveness and therefore eligibility for the next stage of evaluation. This is being done to determine the ability of each service provider to successfully execute the contract according to specification.

8.2 Non-compliant service providers will be rejected after this phase and not continue to price scoring. These criteria shall only determine whether a tender will further be evaluated and will not influence the points scored on price.

8.3 Failure to score a minimum of 80 points out of 100 points will lead to non-compliance and the service provider will be disqualified after this phase and not continue for price scoring.

8.4 If any total minimum score for any criteria is zero, the tender will be disqualified, even if the required minimum 80 points out of 100 points are achieved.

8.5 Scoring zero (0) points on any of the criteria/sub-criteria will lead to disqualification of a service provider.

8.6 The purpose of the comparison is to ensure a meaningful evaluation; bidders are requested to furnish detailed information of substantiation of compliance to the evaluation criteria. Service providers should at least score a    minimum of 80 points out of the 100 points in order to be evaluated on price and on specific goals.

8.7 All information and particulars necessary to properly evaluate the tender must be furnished on submission.   Incomplete particulars and documents required substantiating or insufficient documentary proof thereof will be 
construed to mean that the service provider/s is forfeiting the evaluation points in that regard.
















Functionality Evaluation Criteria
Failure to score the total minimum 80 of points out of 100 points will also lead to non – compliance and bidders will
 be rejected after this phase and not continue for price scoring. 

Compulsory documentation (all certificates must be certified and valid. Failure to submit any of the following documents will result in disqualification):

· FSCA membership certificate 
· FIA membership certificate 

	
	
Points


	SUB-CRITERIA A: Qualified Personnel. CVs and certified qualification (certificates) for each team member to be attached. 
	Points

	Maximum
Points


	Item 
	Personnel
	
	

	1
	Project Leader - Minimum 10 years’ experience in Risk and Insurance sector (10)
 with a degree or higher in Insurance and Risk Management (10) 
with an Associate of the Insurance Institute of South Africa (5)
. 
	25
	


60

	2
	 Project Coordinator – Minimum 5 years’ experience in Risk and Insurance sector (10)
 with an NQF level 5 Equivalent, higher in insurance or risk management (5)
 with a regulatory exam 5 for representative (5)
	20
	

	3
	Administrator - Minimum 5 years’ experience in Assets management (5) 
with minimum NQF level 5 Certificate in insurance, risk, Finance or business admin (5) 
with Regulatory Exam 5 cert. (5) 
	15
	

	SUB-CRITERIA B: Previous Experience. - Similar project experience (Provision of Insurance Broker Services to Local government) completed in the past years. *Certified copies of Appointment Letters with corresponding Reference Letters 
	Points
	

    Maximum
      Points


	R 1 billion – R 1.499 billion
	25
	

40

	R 1.5 billion – R 1.999 billion
	35
	

	R 2 billion & More 
	40

	

	TOTAL
	
	100
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