
TERMS OF REFERENCE FOR A QUALIFIED PROFESSIONAL TO DEVELOP AND IMPLEMENT A BIODIVERSITY COMMUNICATIONS PLAN FOR THE CITY OF CAPE TOWN

Suitably qualified professionals are invited to assist with the preparation and implementation of a comprehensive communications plan for the City of Cape Town’s Biodiversity Strategy and Integrated Metropolitan Environmental Policy (IMEP) 

1. Project Background 

The City of Cape Town encompasses world-class biodiversity and is an urban biodiversity hotspot without parallel. It is located within the Cape Floral Kingdom, the smallest of only six floral kingdoms of the world. The Cape Floral Kingdom has a high proportion of unique and endangered species, and as a result is considered a global biodiversity hotspot, placing an international responsibility on the City, Provincial Government and National Government to ensure its adequate conservation.

Our biodiversity is however disappearing as the city grows at an alarming pace. The City of Cape Town has set aside 24 nature reserves towards protecting this rich biodiversity and is in the process of finalising a Biodiversity Network of sites, which are the minimum needed to conserve a representative sample of the City’s unique biodiversity and thus promote sustainable development.
We need to conserve biodiversity, not only for its own sake and for future generations, but because intact natural habitats offer many benefits to humankind, including an improved quality of life and health through the many ecosystem services they provide. Well-managed natural areas may offer recreational and educational as well as sustainable harvesting and nature-based tourism opportunities, and are known to enhance adjacent property values. 

The overarching goal for the City’s Biodiversity Management Branch is that biodiversity in Cape Town is conserved and restored where appropriate, and has resulted in significant involvement, and delivered benefits to its present and future citizens, in a way that is endorsed by the City.

In order to achieve this, it is essential to develop and implement a comprehensive and integrated Biodiversity Communications Plan. To date, many of the communications interventions have been ad hoc and uncoordinated, and not integrated under an over-arching campaign with central messages.  

2. Primary Responsibilities and Deliverables

The primary responsibilities of the appointed professional will include:

Developing and implementing a Biodiversity Communications Plan for the Environmental Resource Management (ERM) Department, working within the ERM Department’s Environmental Communications and Advocacy Unit, together with the Biodiversity Management Branch, and in partnership with the City’s Corporate Communications Department. This will be achieved by:

· Becoming familiar with the scope of work of the Biodiversity Management Branch, the Biodiversity Strategy and the Branch’s Business Plan

· Developing a Biodiversity Communications Plan, working closely with all role players

· Developing and ensuring effective delivery of agreed on communications campaigns around specific biodiversity issues

· Liaising with staff in the Biodiversity Management Branch around communications issues, as well as with other City Departments and partners

· Liaising with external partners such as CAPE and Cape Nature around large communications initiatives and events

· Writing and editing text for various requirements, including articles, media releases, speeches and press releases
· Preparing submissions to various internal and external newsletters, as well as facilitating the preparation and placement of adverts/advertorials and articles
· Liaising with the media

· Providing content for pages on the Environmental Resource Management Department’s website relating to Biodiversity Management 

· Providing content for pages in the Enviroworks Newsletter

· Facilitating the sourcing of quotes from the Corporate Communications Department or, via procurement, from appropriate vendors

· Developing agreed upon appropriate printed and electronic resources, publications, promotional materials and presentations

· Working with writers, editors, photographers, designers and printers to manage the entire production process

· Proofreading documents
· Managing the efficient dissemination of appropriate printed and electronic resources, publications and promotional material

· Developing agreed upon exhibition materials and displays

· Overseeing the organisation of events, exhibitions and displays

· Ensuring all resources are of a high quality

· Ensuring alignment to the City of Cape Town Corporate Branding Guidelines

· Liaising with the person responsible for the ERM Department’s image library 

· Taking on ad hoc communications and marketing and related tasks as and when required in the interests of effective service delivery

As a minimum, the following should be delivered:

1. A comprehensive and integrated Biodiversity Communications Plan within the first 3 months. The plan should include operational measurables, which will determine the type, amount and deadlines for deliverables, but the following is included as a guide: 

2. Three publications/resources

3. Three events/exhibitions

4. Inputs into two issues of the Enviroworks newsletter

5. Ten articles/media releases

The professional will be expected to work full time on this project, as part of the Environmental Communications and Biodiversity Management teams, and attend all necessary meetings. Travel between the ERM head office at 44 Wale Street, Biodiversity Management offices in Maitland and the various Nature Reserves within Cape Town will be required and the professional will need to provide his/her own vehicle and cover his/her travel and parking costs.

3. Time Frames

The professional must be able to commence work as soon as possible and no later than 4 May 2009.  The duration of the project is 10 months from time of commencement. 

4. Reporting and Management

This process will be managed by Michelle Preen, or her appointed representative from the Environmental Communications and Advocacy Unit, Environmental Resource Management Department, City of Cape Town, in conjunction with Cliff Dorse from the Biodiversity Management Branch, Environmental Resource Management Department, City of Cape Town.

5. Applications
Applications must include:

1. A copy of your CV (including qualifications and previous experience in work of a similar nature).

2. Any special input or expertise that you may offer (to include in your CV).

The following will be an advantage

· Previous experience in environmental communications

· Excellent English oral and written communication 

· High computer literacy 

· Excellent organisational skills and attention to detail

· Ability to work to tight deadlines 

· Ability to work independently and as part of a team 

3. An example of a media release or article written on an environmental issue, preferably biodiversity.

4. Examples of publications or resources which you have produced.
5. A total cost for the project, based on a monthly fee for a total of 10 months. Please note that all costs for communications materials and resources will be covered by the City. The appointed professional needs to provide his/her own vehicle and cover his/her own travel costs.

Applicants may be required to attend a meeting prior to the contract being awarded. 

Evaluation of proposals will be based on cost and proven ability to deliver on projects of a similar nature. 
Please complete the form below and attach with your application.
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DUE AT 09h00
ON 25 MARCH 2009
REFERENCE: R030900451
BOX NUMBER : 126
APPOINTMENT OF A PROFESSIONAL (PREFERABLY AN INDIVIDUAL WHO CAN WORK SIDE BY SIDE WITH THE ENVIRONMENTAL RESOURCE MANAGEMENT DEPARTMENT TEAM IN OUR OFFICES ON A DAILY BASIS): THE DEVELOPMENT AND IMPLEMENTATION OF A BIODIVERSITY COMMUNICATIONS PLAN FOR THE CITY OF CAPE TOWN
	NAME OF RESPONDENT
	

	STREET ADDRESS OF RESPONDENT
	

	POSTAL ADDRESS OF RESPONDENT
	

	WESTERN CAPE SUPPLIER DATABASE (TRADEWORLD) REGISTRATION NUMBER
	

	SIGNATURE OF RESPONDENT

(IF THE PROPOSAL IS NOT SIGNED IT WILL BE INVALID)
	

	NAME IN BLOCK LETTERS
	

	CONTACT PERSON
	

	TELEPHONE NUMBER
	

	FACSIMILE NUMBER
	

	CELLULAR NUMBER
	

	EMAIL ADDRESS
	

	VAT REGISTRATION NUMBER
	

	COMPANY REGISTRATION NUMBER
	

	DATE
	


THE PROPOSAL CALL FOR THE ABOVEMENTIONED, SIGNED BY THE RESPONDENT, MUST BE ENCLOSED IN A SEALED ENVELOPE. THE ENVELOPE MUST BE LODGED IN THE APPROPIATE TENDER BOX WHICH MUST BE ENDORSED WITH THE APPROPIATE REFERENCE NUMBER:  R030900451, AT THE PROCUREMENT OFFICES, 5th FLOOR, CAPE TOWN CIVIC CENTRE, and 12 HERTZOG BOULEVARD, CAPE TOWN BEFORE 09H00 ON 25 MARCH 2009
	Description
	Total price inc vat

	THE DEVELOPMENT AND IMPLEMENTATION OF A BIODIVERSITY COMMUNICATIONS PLAN FOR THE CITY OF CAPE TOWN
	

	It is a condition that only Fixed Prices will be considered.


It must be noted that this proposal is subject to the City of Cape Town’s Conditions of Tender as attached to this document as it is the Council’s intention to award a contract based on the proposals received. 

For further enquiries contact 
Shona Young
Environmental Resource Management Department

Tel: 021 487 2864
Fax: 021 487 2255

7th floor, 44 Wale Street, Cape Town, 8001

PO Box 16548, Vlaeberg, 8018

shona.young@capetown.gov.za
www.capetown.gov.za/environment
The proposal submitted shall remain valid, irrevocable and open for written acceptance for a period of 90 days from the closing date.

The Council reserves the right to accept all, some, or none of the proposals submitted – either wholly or in part – and it is not obligated to accept the lowest offer/s.

The Council will not be held responsible for any expenses incurred by respondents in preparing and submitting their proposals.

Individuals/ suppliers must be registered with the Council in order to become an accredited supplier to Council and quote the registration number on the cover page of the proposal document.  Suppliers must be registered and verified before the closing date of this proposal to qualify for preference points. Contracts will not be awarded to individuals/ firms who are not registered and verified.

Suppliers/ individuals who are not registered on the Western Cape Supplier Database (Tradeworld) may collect registration forms from the 5th Floor, Tender Board Office, Civic Centre, or from the Tradeworld offices – Tel No. (021) 680 4666. Alternatively individuals/ suppliers may call (021) 400 3216 to obtain registration forms.
In the case where a joint venture has been entered into, the Joint Venture Agreement must be submitted with the proposal document detailing the split of responsibilities in terms of the proposal specifications, i.e.: percentage of work to be performed by each partner.  All parties to the Joint Venture Agreement must be registered and verified on the Western Cape Supplier Database.  
4.
TAX CLEARANCE
Should Council not be in possession of this certificate at the award stage, the offer will be considered non-responsive.  Furthermore, a copy of an updated Tax Clearance Certificate of successful suppliers must be submitted should the current certificate expire during the tenure of the contract.
5.
SETTLEMENT OF ACCOUNTS
Standard Payment Terms

All invoices received for goods and services or engineering and construction works whereby the invoices are dated on or before the 20th of a particular month, will be paid between the 23rd and 26th of the ensuing month.

Payments to SMME / HDI Contractors

All invoices received by the City or its Agents whereby the invoices are dated between the 25th of the previous month and the 10th of the current month will be paid between the 23rd and the 26th of the current month.

All invoices received by the City or its Agents whereby the invoices are dated between the 10th and the 25th of a particular month, will be paid between the 10th and 13th of the ensuing month.  

6.
TRANSPARENCY AND DISCLOSURE
If there is any known potential conflict of interests or if any owner, partner or member of the respondent is an official, an employee or a councillor of the City of Cape Town, or is related to an official, an employee or a councillor of the City of Cape Town, that relationship must be placed on record here:

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

This is intended to guide the adjudication process with reference to the relevant sections of the Municipal Systems Act and the Municipal Finance Management Act. It should be noted that failure to provide complete information may render any contract awarded on the basis of this tender subject to invalidation.
Should you be aware of any corrupt or fraudulent transactions relating to the process of the City of Cape Town, please contact the following: 
Fraudmail@capetown.gov.za    or

The Gobodo external audit hotline at    0800 32 31 30    (toll free)

Information submitted will need to be substantiated, but sources will be regarded as confidential.
EVALUATION OF APPLICATION AND AWARD OF CONTRACT 
The proposals will be evaluated using the following formulae:

Price





20 Points

HDI Status




20 Points
Functionality




60 Points

Functionality will be divided into the following categories:

Expertise




20 Points 

Previous Experience / Suitability

20 Points

Interpretation of Brief


20 Points
PLEASE NOTE THAT ONLY INDIVIDUALS/ COMPANIES THAT SCORE A MINIMUM OF 60% FOR FUNCTIONALITY WILL BE CONSIDERED FOR THE FINAL ADJUDICATION 

8.
VALIDITY OF PROPOSAL
Respondents must note that the proposal will only be eligible for consideration if it bears the signature of the respondent or of some person duly and lawfully authorised to sign it for and on behalf of the respondent.

SIGNATURE OF RESPONDENT ………………………………DATE………………..
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