
 
 

 
 

TERMS OF REFERENCE – CREATIVE AGENCY FOR NORED  
 
 

1. PURPOSE OF EXPRESSION OF INTEREST  
 
NORED invites bids from experienced and qualified creative advertising agency to provide 
advertising and related services to NORED as and when required by NORED, initially for a 
period of 1 year extendable for a maximum period of another one year at the discretion of 
NORED.  

 
2. SCOPE OF WORK  

 
2.1 Creative Production  

 
The scope will involve tasks as mentioned under, but may be expanded during the 
course of the contract. 

 
2.1.1. Concept development, production and execution of marketing campaigns 

content in various forms (print, radio, video, social media, SMS, etc.) 
 

2.1.2. Review and update of Brand Manual  
 

2.1.3. Media planning (Print and Electronic Media). 
 
2.1.4. Design and printing of information and educational marketing material.  

 
2.1.5. Production (Design, Layout and Print) of quarterly newsletter. 

 
2.1.6. Account management including project management and administration. 
 
2.1.7. Promotional mechanics (concepts) for trade shows, career exhibitions including 

promotional items. 
 
2.1.8. Any ad-hoc marketing, branding and promotional related activities. 
 
2.1.9. Brand activation activities. 
 
2.1.10. Assist with brand reputation management.  

 
 
Potential activities not outlined above that agency foresee as additional or wishes to comment 
on the anticipated effectiveness (both in terms of outcomes and value-for-money) of the 
potential activities, they are invited to do so. 
 

 
 

 



 
 

2.2. Social Media Management 
 
2.2.1  Manage content, creative and communication done across Social Media 

 Platforms from the official accounts of NORED.  
2.2.2 Ensure that there is uniform communication across all the Digital Platforms and 

if required will sync/replicate the Offline Communication and Campaigns on 
the Digital Media. 

2.2.3 Social media content creation and presence on a weekly basis, two to three post 
weekly as well as responsive activities. 

 
2.3. Tracking and Assessment 

 
2.3.1 Track and assess the outcome of activities and utilize that information to refine 

strategy and enhance subsequent campaigns, incorporating the insights in 
campaign materials and activities. 

2.3.2 Assessment reports will be required at the end of campaigns to measure the 
success of the campaign through digital and other mechanisms for tracking.   

 
 
3. NORED’S RESPONSILITIES 

 
3.1.1. NORED will provide all necessary information and support. 

 
3.1.2. Provide initial briefing of campaigns and projects. 
 
3.1.3. Provide input to the creative concept. 

 
3.1.4. Approve final work before publication or printing. 
 
3.1.5. Pay invoices within 30 days after delivery of services.  

 
 

 
4. INFORMATION REQUIRED 
 

4.1.1. Interested parties are required to submit the following information in support of 
their application:  

 
1.4.1 The company profile indicating ownership.  
1.4.2 References of three (3) previous clients services provided. 
1.4.3 A list of key personnel who will be involved the project and their brief CV’s/ 

Qualifications. (The CV’s must be limited to relevant qualifications and 
experience of Marketing and PR)  

1.4.4 List of current clients. (Provide description of services offered relevant to the 
scope of work).  

1.4.5 Recent achievements. 
1.4.6 Proposed rates card for various agency fees. 
 
 
 
 

 



 
 

5. SPECIFICATION OF ADVERTISING SERVICE REQUIRED  
 

5.1 Material to be produced mainly in English and translation to the four vernacular 
languages in NORED’s area of operation, namely Oshiherero, Oshiwambo, 
Rukangwali and Silozi. 

 
5.1.1 The Agency will maintain a repository of both editable and final production versions of 

creative content, which NORED must have provided. 
 

5.1.2 High quality for the marketing/adverting audio and visual material are  
 
5.1.3 The video should also be compatible to other communication formats such websites, 

YouTube, Facebook, Instagram, flickers, etc. 
 
5.1.4 Only qualified voice over actors should be used in all television and radio material. 
 
5.1.5 Graphic design material to be compatible to various publications such as print, website, 

social media. 
 
5.1.6 All designed material to be compatible with windows operating system. 
 
5.1.7 All graphic design should be designed preferably using any of the ADOBE CC 

programmes. 
 
5.2 EXPERTISE REQUIRED AND PREQUALIFICATION 

 
5.2.1 Well proven and demonstrated capacity and experience in the field of advertising. 

 
5.2.2 Agency must ideally have a presence in the North of Namibia, specifically in the Oshana 

Region.  
 
5.2.3 Well proven and demonstrated creativity and highly engaging advertising approach.  
 
5.2.4 The agency should demonstrate an existing track record for at least (5) years, and have 

undertaken prior comprehensive campaigns.  
 

5.2.5 The agency must have a well-resourced team that has capacity to design and come up 
with the robust advertising concepts, design and material that can deliver stunning 
visuals and a strong brand message that reaches target market at the local, regional 
and international audience.   
 

5.2.6 The firm should provide evidence that they have the general experience required as well 
as specific experience in Branding, Marketing or Promotion. 
 

5.2.7 Be highly regarded, ideally evidenced by winning a major local or regional industry 
award given by an acclaimed awarding body.  
 

 
 
 
 
 



 
 

5.3 PROPOSAL CONTENT 
 

5.3.1 Methodology for producing a comprehensive advertising campaign. The content 
should include a story board for a generic 30 seconds television advertisement on 
electricity safety 
 

5.3.2 Artwork design of a print advert.  
 

5.3.3 Methodology for producing the NORED newsletter. The content should include 
planning and coordination. 
 

5.3.4 Methodology for producing exhibition concept. The content should include design of 
exhibition stand. 
 

5.3.5 The Agency rate card for standard activities as identified herein, that indicates the 
creative or operational activity. 
 

5.3.6 The Agency commission rate on media purchases, by media form (radio, TV, print, 
social media).  
 

5.3.7 Professional retainer fee (e.g. monthly) for social media management. 
 

5.4 MANDATORY DOCUMENTS  
 
In addition, the proposals should include the following supporting documentation: 
 

5.4.1 Original Tax clearance certificates 
5.4.2 Employment Equity/affirmation action compliance 
5.4.3 Company Registration documents 
 
 


