Request for Proposals
Full Service Agency
June 2018

REQUEST FOR PROPOSALS (RFP)
SELECTION AND APPOINTMENT OF A
FULL SERVICE ADVERTISING AGENCY

Tender Number MTC25/18/0

CLOSING DATE: 06 July 2018 AT 14:30

All documents submitted as part of this Tender process will be subject to the terms and conditions set
out in this RFP. Agencies must ensure completeness and accuracy of all submissions throughout the
process.
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Request for Proposals
Full Service Agency
June 2018

SECTION 1: TENDER INFORMATION

1. BACKGROUND

MTC is a mobile telecommunications company in Namibia providing cellular access. It is the largest
mobile operator in Namibia with over two million active subscribers. MTC was established in 1995 and
was the only cellular provider in Namibia at that time. Today its competitors in Namibia are TN Mobile,
MTN Namibia and Paratus Telecom. MTC is still the most renowned company of the four Namibian
operators.

MTC hereby invites suitable communications agencies to tender for the following portfolio:

Full Service Advertising Agency

1.1 The agency will be responsible for the following services and should have strong credentials in this
regard:

e Communication, campaign and brand strategies

o Creative Design (staff newsletters, etc.)

e Above the line creative and production management (excludes Out of home production) for
brand and retail advertising

o Below the line creative and production management, including extensive collateral for retail
outlets

o Digital marketing creative and development (excludes web development but includes web
content and design and layout of online advertising)
Social media (content development, community management, online relationship
management)

e Media planning and buying (traditional and digital media)

e Brand activations

1.2 Expenditure:

The expenditure for this portfolio is approximately N$15m — N$35m per year and is based on MTC’s
estimated annual marketing budget. The budget includes all agency fees, media, production, digital
development and implementation costs. These figures should be used as an indication only and MTC
makes no guarantee of future spend and offers this information only to assist in preparation of a
submission.

2. CONTRACT DURATION

MTC intends to enter into a contract for a period of three (3) years during which time there will be a series
of agency performance reviews. An unsatisfactory performance review may result in the contract being
terminated during the term.
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3. TENDER PROCESS

MTC’s Tender process consists of the following stages:
3.1. Invitation to submit proposals
3.2. Clarification briefing
3.3. Submission of RFP responses
3.4. Evaluation of RFP submissions
3.5. Selection of shortlisted agencies
3.6. Briefing of shortlisted agencies
3.7. Pitch presentations
3.8. Contract negotiations
3.9. Selection of successful agency

4. PURPOSE

The purpose of this tender process is to:

4.1 Allow interested agencies an opportunity to submit required information to MTC,;

4.2 Evaluate information submitted by agencies and create a shortlist of a maximum of five (5)
agencies;

4.3 Invite shortlisted agencies to the next stage of the Tender process that will commence with a
detailed briefing session and pitch presentations.

5. IMPORTANT DATES

= 22 June 2018 Clarification briefing (10h00)
= 29 June 2018 Deadline for questions relating to RFP (10h00)
= 06 July 2018 Deadline for submission of RFP responses (14:30)

MTC reserves the right to change or alter any date and/or time as the situation may dictate without prior
consultation with any agency. Tenderers are encouraged to submit questions in writing and in advance
so that the answers can be provided at the clarification meeting.

6. RFP SUBMISSION

6.1 Response Format

Your RFP submission must consist of one original, one identical paper copy and one electronic copy.
The paper copy must be clearly marked COPY. The electronic device on which the electronic copy
is stored must be clearly marked with your agency’s name. In the event that there are material
discrepancies in information contained in the various documents and/or copy submitted by the
agency, the agency’s submission may be disqualified without further notification. However, in the
event that the submission is not disqualified, and in the event that discrepancies exist between the
original documents and the copy, the original will be used.
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Agencies must ensure that their submission is strictly in accordance with the requirements and
format indicated in this RFP. Any agency failing to make submission in the required format or making
submission of documents not requested in the RFP, may be disqualified.

6.2 Lodging of RFP Submissions and Closing Date

All RFP submissions must be delivered by hand in a sealed envelope. The following information
must appear on the outside of the sealed envelope:

e MTC

e Tender number MTC25/18/0

e Agency Name

e Attention: Effaishe Nghiidipaa

The RFP submission must be deposited in MTC’s Tender Box located in the main reception of the
MTC Head Office at cnr Mose Tjitendero & Hamutenya Wanehepo Ndadi Street, Olympia, Windhoek,
Namibia on or before 06 July 2018 at 14h30.

The tender box will be accessible from 08h00 — 17h00, Mondays - Fridays.
Please Note:

Incomplete RFP submissions may be rejected and MTC will not accept late proposals. All RFP
submissions delivered to MTC will become the property of MTC and will not be returned to the agency.
RFP submissions of unsuccessful agencies will be destroyed and the agency, by making a submission,
consents to this destruction. MTC will not be obliged to provide a certificate of destruction.

7. CONFIDENTIALITY

Confidential Information means any information or data of any nature, tangible or intangible, oral or in
writing and in any format or medium, which by its nature or content is or ought reasonably to be
identifiable as confidential and/or proprietary to the disclosing party or which is provided or disclosed in
confidence, and which the disclosing party or any person acting on behalf of the disclosing party may
disclose or provide to the receiving party or which may come to the knowledge of the receiving party by
whatsoever means.

Confidential Information may not be disclosed by any receiving party to any third party (excluding
partners, directors, officers, employees, agents, consultants, contractors and professionals actively
involved in the tender process), except with the express consent of the disclosing party, which must be
granted in writing prior to such disclosure.

The agency shall not directly or indirectly disclose to any publishing or news media (including but not
limited to newspapers, magazines, radio or television) any Confidential Information or any information
of any nature whatsoever in relation to this Tender, which has not already been made known to the
public at large, without the prior written consent of MTC.
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8. INFORMATION REQUIRED

The agency’s RFP submission must include the following minimum information to be considered valid
and acceptable to MTC:

8.1 Agency Declarations

A covering letter on the agency's official letterhead, confirming the following:

8.1.1

8.1.2
8.1.3

That no conflict of interest exists. The agency or agency group must state whether any of
its employees have any interest in MTC or whether any of MTC’s personnel have any
interest in the agency or affiliated business;

That the agency accepts the guidelines, terms and conditions of this Tender;

That the agency declares that the RFP submission is correct.

8.2 Shortlisting Questionnaire

The questionnaire contained in Annexure A of this RFP must be completed by each agency.

8.3 RFP Documents

In addition to the above, agencies must submit the following:

8.3.1 Valid Certificate of good standing from the Ministry of Finance (must be valid until at least

8.3.2

8.3.3

September 2018). If the certificate expires prior to September 2018 and the agency
progresses to the RFP Stage of the Tender, the agency will be required to submit a new
certificate on expiry of the old certificate;

Valid BEE rating certificate (must be valid until at least September 2018). If the BEE
Certificate expires prior to September 2018 and the agency progresses to the RFP Stage
of the Tender, the agency will be required to submit a new valid BEE Certificate on expiry
of the old certificate;

Audited annual financial statements for the 3 (three) previous financial years. These must
include income statements, balance sheets, directors’ reports, auditor’s reports and cash
flow statements. Where audited annual financial statements are not available for any of the
3 (three) most recent financial year ends, draft annual financial statements (first priority), or
management accounts summarised in annual financial statement format, are to be
provided.

9. EVALUATION CRITERIA

The RFP Stage comprises a 3-phase evaluation process:
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Only agencies that comply with the RFP Compliance and Gatekeeper Evaluation will participate in the
Technical Shortlisting Evaluation.

The following evaluation criteria will be applied in this Tender:

9.1 RFP Compliance

The following documents must be submitted. Agencies that fail to submit all the required documents
may be disqualified.

9.1.1
9.1.2
9.1.3
9.14
9.15

Agency declarations (refer to 8.1)

Annexure A: Shortlisting Questionnaire

Valid Certificate of good standing (refer to 8.3.1)

Valid BEE rating certificate (refer to 8.3.2)

Audited annual financial statements for the 3 (three) previous financial years (refer to
8.3.3)

9.2 Gatekeeper Evaluation

9.2.1

9.2.2
9.2.3

9.24

Agencies that service competitor accounts and who are not willing to resign the
competitor accounts will be disqualified.

Only agencies that are registered in Namibia and based in Namibia will be considered.

MTC will assess the financial health of the agency. If MTC, in its sole discretion, is of
the opinion that the agency is not in good financial standing and/or will not be in a
financial position to manage an account of this size, MTC reserves the right to disqualify
the agency from further participation in this Tender.

MTC will consider any disclosed conflicts of interest. If MTC, in its sole discretion,
determines the conflict of interest to be material, MTC reserves the right to disqualify
the agency from further participation in this Tender.

9.3 Technical Shortlisting Evaluation

RFP submissions will be evaluated and ranked using a weighted scoring system. The assignment of
points by MTC is final and will under no circumstances be open to appeal or protest by the agencies.
It is the responsibility of each agency to understand the scoring system and to factor that system into
the organization and content of its RFP submission.

The following criteria will be applied to evaluate RFP submissions

9.3.1
9.3.2
9.3.3
9.3.4
9.3.5
9.3.6

Page 6 of 23

Agency Profile (20%)

Client Profile (10%)

Services and Skills (20%)

Resources (20%)

General Service and retail experience (10%)
Telecommunications Industry Experience (20%)



Request for Proposals
Full Service Agency
June 2018

10. RFP TERMS AND CONDITIONS

This Tender is subject to MTC’s Tender Guidelines that have been included as Section 2 of this
document.
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SECTION 2: TENDER GUIDELINES

11. CLARIFICATION REQUIRED BY MTC

MTC may request additional information, clarifications and/or validation of information contained in the
Tender submissions. The agency should endeavor to respond to the clarification request within two (2)
working days.

To assist in the evaluation and comparison of the Tender submissions, MTC may also seek the
attendance of the agency at clarification meetings to be held at MTC’s offices. During the evaluation

process, no change in the content of the Tender submissions shall be sought, offered or permitted.

Should there be a difference of interpretation between the agency and MTC, MTC reserves the right to
make a final ruling on such interpretation.

12. MODIFICATION OR SUBSTITUTION OF TENDER INFORMATION

Once Tender submissions have been made by the agency, MTC will not accept or allow any substitution
and/or modification of the information contained in the Tender submissions unless agreed during
negotiations.

13. NOTIFICATION

13.1 Shortlisted agencies

MTC shall inform, in writing, the agencies that have been shortlisted. It is the intention of MTC to
keep the RFP submissions and any other further Tender submissions of these agencies open until
such time as MTC has executed an agreement for the required services with one or more of the
shortlisted agencies.

13.2 Unsuccessful Agencies

Upon selection of the shortlisted agencies, MTC will notify each of the unsuccessful agencies and
inform them that they have not been shortlisted.

Please Note: MTC’s decision on the selection of shortlisted agencies is final and MTC will not enter
into any further correspondence and/or negotiations with any unsuccessful agency.
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14. QUERIES

All questions or queries on this RFP must be communicated by e-mail to enghiidipaa@mtc.com.na or
tenders@mtc.com.na. All questions and queries received will be answered by email.

Please Note: The questions and responses will be sent to all agencies. Please bear this in mind when
asking questions. The name of the agency asking the question will not be mentioned. The deadline for
guestions relating to the RFP is 29 June 2018 at 10h00.

15. COST OF TENDERING

The agency shall bear all costs and expenses associated with the preparation and submission of the
RFP submission and MTC shall under no circumstances be responsible or liable for any such costs,
regardless of, without limitation to the conduct or outcome of the Tender, evaluation, and/ or selection
process.

16. VALIDITY

The RFP submissions provided to MTC in terms of this Tender must be valid for a period of 120 days
from the date of submission.

17. NEGOTIATIONS

MTC will enter into negotiations to agree and finalise price, scope of work, scope of services and other
salient commercial terms with the preferred agency. Failing to reach agreement with the preferred agency
during negotiations, MTC reserves the right to suspend negotiations with such agency and to enter into
negotiations with the next preferred agency.

18. COMPLETENESS OF THE SOLUTION

The agency must complete all documents in full and submit these with the RFP submission. Failure to
comply with these requirements may invalidate the agency and disqualify the RFP submission.

Notwithstanding any possible shortcomings and/or inconsistencies in the Tender submissions, the
agency must ensure that the solution offered will form a complete, cost effective and functional proposal.

19. CONTRACTUAL IMPLICATIONS

After awarding the Tender and successfully concluding negotiations, the RFP submission and the
agency’s response to the RFP Stage, together with an applicable contract to be compiled in line with this
completed document and terms agreed during negotiations, will constitute a binding agreement between
MTC and the successful agency. The agency will assume total responsibility and accountability,
regardless of any third party or sub-contracting agreements it may enter into.
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20. CONTRACTUAL DETAILS

20.1 Awarding of the contract

Proven relevant experience and success, as well as the ability to deliver reliable and effective service
will be important considerations.

By delivery of a RFP submission, each agency warrants that they are highly skilled, professional,
competent and experienced in the area for which they are tendering. Any work performed by a
successful agency will be evaluated against these criteria.

RFP submissions that are qualified by an agency’s own conditions may be rejected as being invalid,
and failure by the agency to renounce such conditions when called upon to do so may invalidate the
RFP submission.

20.2 Terms of contract

The contract will be in terms of MTC’s standard terms of services and procurement, which terms will
be shared with the shortlisted agencies in draft format.

21. EXECUTION OF CONTRACT

Upon completion of negotiations between the preferred agency and MTC, a contract will be given to the
preferred agency for signature. The preferred agency will be allocated a time period of a maximum of
(ten) 10 working days for signature and for the commencement of work on the account. Failing this, MTC
reserves the right to disqualify the agency and enter into negotiations with any of the other shortlisted
agencies.

22. DISQUALIFICATION

Any effort by an agency or agency representative to influence MTC in the process of clarification,
determination of compliance, evaluation of RFP submissions, or in decisions concerning the award of the
Tender, will result in the disqualification of the respective agency from the process.

23. MTC’S DISCRETION

Notwithstanding contrary information contained in this RFP, MTC reserves the right to:

23.1 Accept or reject and/or disqualify any Tender submissions that:
23.1.1 Fail to follow the letter and spirit of the Tender;
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23.1.2 Fail to submit all information and documents required by the Tender;
23.1.3 Substantially deviate from the terms and conditions of this Tender;
23.1.4 Fail to commit to the key deliverables needed for this Tender;
23.1.5 Fail to submit the correct number of copies and in the correct format;
23.1.6 Contain any information that is found to be incorrect or misleading in any way;
23.1.7 Contain more information than is requested to be submitted.
23.2 Reject all Tender submissions;
23.3 Consider any Tender submission that may not conform fully with any aspect of the Tender;
23.4 Request further clarification from any agency after the closing date;
23.5 Shortlist one or more agencies;
23.6 Increasel/decrease the number of shortlisted agencies invited to the RFP Stage of this tender;
23.7 Not disclose the budget for this account;
23.8 Award this Tender or any part thereof to any shortlisted agency;
23.9 Award this Tender or any part thereof to more than one shortlisted agency;
23.10 Not appoint the highest scoring agency;

23.11 Failing to reach agreement with the preferred agency during negotiations, to suspend
negotiations with such agency and enter into negotiations with the next preferred shortlisted
agency.

24. DISCLAIMER

The information presented in this Tender is furnished solely for the purpose of assisting agencies in
making their own evaluation of the Tender and does not purport to be all-inclusive or to contain all the
information that agencies may require.
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Annexure A: Technical Shortlisting Questionnaire

ACCOUNT DETAILS

Client e MTC

Services required e Communication, campaign and brand strategies

o Creative Design (staff newsletters, etc.)

o Above the line creative and production management (excludes Out of home production) for brand and retail advertising

e Below the line creative and production management, including extensive collateral for retail outlets

o Digital marketing creative and development (excludes web development but includes web content and design and
layout of online advertising)
Social media (content development, community management, online relationship management)

e Media planning and buying (traditional and digital media)

e Brand activations

Account size e Approximately N$15-million — N$35-million per year, inclusive of agency fees, production, media, digital development and
implementation.
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IMPORTANT INFORMATION

Gatekeeper criteria

Agency structure

Completing this
questionnaire

Definitions
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Agencies that service competitor accounts and who are not willing to resign the competitor accounts will be disqualified.
Only agencies that are registered in Namibia and based in Namibia will be considered.

MTC will assess the financial health of the agency. If MTC, in its sole discretion, is of the opinion that the agency is not
in good financial standing and/or will not be in a financial position to manage an account of this size, MTC reserves the
right to disqualify the agency from further participation in this Tender.

MTC ideally wants to contract with one agency for the provision of all required services e.g. a Full Service Advertising
Agency that provides all required services through specialist divisions/departments.

It is important that the information provided in your response is accurate.

Do not assume that the people evaluating your submission should know certain information about your agency.

Your agency will be marked down on any information not provided.

When answering commercial questions, be sure to check if it is billing or revenue information that is being asked for.
Where your agency is prevented from disclosing certain commercial information about clients, please provide an
indicative range to provide a guideline for evaluation of your submission.

Only provide the information requested in this document. No additional information such as creative credentials/case
studies will be evaluated, unless these have been requested.

Only provide the attachments requested in the questionnaire.

You must adhere to the word count limits.

Full Service Agency: A single agency comprising various specialist divisions/departments — no separate P&L accounts.




GATEKEEPER CRITERIA

1 Trading name 7 VAT number
2 Namlblan company 8 Inception date
registration number

3 Postal address 9 Main contact person

4 Physical address 10 | Designation

5 Web address 11 | Mobile number

6 Telephone (w) 12 | E-mail address

13 | Where in Namibia does the agency have offices?

14 | Disclose all the Telecommunication Services clients serviced by the agency (add rows if needed):
What is the nature of the | Main service the agency L , .

Competitor client Telecommunication Services | provides to this client (e.g. ATL, Is this _cllent one of MTC’s key Is_the agency prepared to resign

) . competitors? (Yes/No) this account? (Yes/No)

provided? BTL, Digital)
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AGENCY PROFILE

15 Please provide the agency’s billing information for the past 12 months. NOTE: If you are not permitted to disclose this information, please provide arange,
e.g. N$20m-N$25m. Keep the range within N$5m. DO NOT leave this blank.

Breakdown / Split Amount

i Total agency remuneration

' (including all retainers, resource charges, commissions and mark-ups)

i Total production billings

' (excluding all agency remuneration)
i Total media billings
' (if your agency is not responsible for media billings, state this fact and disclose total ATL production billings excluding agency remuneration)

All-inclusive total (total of i, ii & iii)

iv. | (if your agency is not permitted to provide detailed information, please provide an all-inclusive total and indicate which of the three categories
above are included in the total)

16 qu many fulltime staff does the agency employ in each of its Namibian Office: # staff Office: # staff
offices?

17 | How many retainer clients does the agency service?

18 | What is the agency’s BEE level (attach certificate) 1 2 3 4 5 >5 Not rated

19 | List all new accounts the agency has won in the last 12 months

Company / Brand Sector When was it won (month/year) Approximate annual revenue gain

i.

.

iii.
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20 | List all accounts the agency lost in the last 12 months

Company / Brand

Reason for loss

When was it lost (month/year)

Approximate annual revenue loss

21 | Is the agency a member of an international network and if so which network? YES NO

22 | What is the nature of the relationship between the international network and the agency?

The network owns
equity in the agency

What % equity is
owned by the network? | No formal relationship

23

Does the network own any other agencies in Africa that service Telecommunication
Services clients? If YES, provide information on these.

YES

NO

Country

Name of agency

Name of Telecommunication Services client

24

Provide information on the significant creative and/or effectiveness awards the agency (or the agency’s ECD) has won in the past 24 months for ATL/BTL creative work
e.g. Loerie, Cannes, One Show, etc. (only list awards for which gold, silver, bronze or grand prix status were achieved)

Year

Award

Client

Short description of campaign (50 words each)

Agency or ECD?
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25 Provide information on your agency’s systems:

Type of System

Name of System

Is it proprietary to
your agency or ‘off-
the-shelf'?

Is it ISO compliant?
(yes/no)

If yes, please
attach certificate

How long have you
been using the
system? (years)

Benefits to the client?

Invoicing System

Cost Estimation (CE)
System

Timesheet System

Workflow/ Traffic / Project
Management System

Media Planning System

Asset Management /
Archiving / Storage

Material Distribution /
Dispatch

Back-ups / Recovery

Other: (please add)
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CLIENT PROFILE

26 | Provide information on the agency’s current top 10 clients.
Client (company and brand) (tlliizvxtl’?ng TR W7 (SEEH €Y Approximate annual revenue ?:Ytga(t;:f?ﬁ;ﬁi;ﬁg@géﬁ%gi" Ererz?/lt?r?(;’l?) S, (e8| SReEt
i.
i.
iii.
iv.
V.
Vi.
Vil.
viii.
iX.
X.
With billings of approximately N$15m where will MTC rank on the agency’s client list? Largest 2-3 4-5 6-7 >7
27 | With billings of approximately N$25m where will MTC rank on the agency’s client list? Largest 2-3 4-5 6-7 >7
With billings of approximately N$35m where will MTC rank on the agency’s client list? Largest 2-3 4-5 6-7 >7
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SERVICES AND SKILLS

28 | Indicate which services the agency is able to provide using in-house resources. If outsourced, please provide the name of the outsourced partner in the box.

Provided through (tick): Provide the name, designation and a short CV (50 words), of the person who heads up this portfolio
Service In-house Outsourced in the_ agency. The CV must focus on the experience the person has relevant to the portfolio in
resources partner question.

Strategy Services

Brand Strategy

Communication/campaign Strategy

Creative Services

ATL Creative

BTL Creative

Digital Creative

Design

Production Services

ATL Production

BTL Production

Digital Services

Digital Development

Social Media
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Service

Provided through (tick):

In-house
resources

Outsourced
partner

Provide the name, designation and a short CV (50 words), of the person who heads up this portfolio
in the agency. The CV must focus on the experience the person has relevant to the portfolio in
guestion.

Media Services

Media Planning (traditional media)

Media Buying (traditional media)

Media Planning (digital media)

Media Buying (digital media)

PR Services

Copywriting/content development

Event Management Services

Brand Activation
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RESOURCES

29 | How many staff does the agency employ in the following categories? Please don’t double count staff.

Management

Windhoek | Other Windhoek | Other Windhoek | Other Windhoek | Other
office offices office offices office offices office offices
. Account . .
Strategists Managers Art Directors Copywriters
Designers Digital Somql Med|a Media Planners
Developers Specialists
Production Brand Activation
Media Buyers Public Relations & Event
Managers

30 | Provide information on the copywrite

rs based in the agency’s Windhoek office and indicate their language proficiency.

Name

Seniority level (junior, mid, senior)

Home language

In what other languages can this person

write copy?

31 What percentage of his/her time is the agency’s MD able to dedicate to the MTC account? What will their role and responsibilities be and what value will they add to
the client? (max 50 words)

32 | Provide information on the agency’s access to freelance creative staff, number and quality of freelancers, nature of relationship, frequency used, etc. (max 80 words)
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33 Provide information on the Business Unit Director, the Account Director and the Account Manager, based in the agency’s Windhoek office, who will be assigned to the
MTC account.

Category | Name Short CV (50 words) that includes information on previous positions and companies.

BUD

AD

AM
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EXPERIENCE

34 | Provide information on the experience the agency has in the following areas (please don't list experience older than 24 months)

Working on clients in the Services industry

Working on Retail accounts

35 | Provide information on the experience the agency has in the telecommunications industry (please don't list experience older than 24 months)

Working on clients in the telco industry

Working on clients in the telco related industry
i.e. ICT, Communications etc.

Thank You

_ _ ) _ | Name and Designation: Signature:
I hereby declare that all the information provided in response to this

shortlisting questionnaire is correct at the time of submission.
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