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TERMS OF REFERENCE
1. Introduction
ZEP-RE (PTA Reinsurance Company) invites proposals from qualified boutique communications agencies to
provide strategic communications and stakeholder engagement services.

ZEP-RE seeks a strategic communications partner to sharpen how the institution is seen, understood, trusted,
and heard by priority stakeholders as it advances its role in Growing Africa’s Resilience.

We are seeking a senior-led boutique agency with strong judgement, sharp writing, relevant media relationships,
institutional sensitivity, digital and audiovisual production capability, and the ability to translate complex work
into clear, credible, audience-focused communication.

2. Background

ZEP-RE is a leading pan-African reinsurer and specialised institution of COMESA established in 1990 with a
mandate to develop the (re)insurance industry, build capacity, mobilize investments and deepen financial
inclusion. It has operations in over 45 African countries with headquarters in Nairobi, Kenya and eight
country/regional offices spread across Sub-Saharan Africa in Céte d’lvoire, D.R. Congo, Ethiopia, Sudan,
Uganda, Zambia, and Zimbabwe. ZEP-RE’s subsidiary ACRE Africa focuses on resilience and credit access for
small-holder farmers through technology and insurance with 6 offices across Africa. It is the second best rated
African reinsurer on the continent by A.M. Best with a credit rating of B++ (Financial Strength)/bbb+ (Issuer
Credit).

As ZEP-RE’s mandate, partnerships, visibility, and influence continue to grow, the company seeks to
communicate with greater clarity, consistency, credibility, and strategic intent across its external and internal
audiences.

3. Purpose and Expected Outcomes

The purpose of this assignment is to engage a boutique communications agency to provide strategic advisory,
stakeholder positioning, media relations, executive communications, digital
storytelling, audiovisual production, reputation support, and robust internal communications.

In year one, ZEP-RE’s primary priority is compelling storytelling around its flagship initiatives bringing this work
to life for priority audiences across pan-African business and development platforms. Strengthening ZEP-REs
internal communications is the secondary priority. Media visibility and the remaining workstreams support
these goals, and the engagement is expected to grow over time into a broader suite of communications, public
relations, and brand services.

By the end of the assighment, ZEP-RE expects:
1. Avreviewed brand story that serves as the authoritative narrative foundation for ZEP-RE's internal and

external communications, from which all messaging, stakeholder positioning, and channel content is
derived

2. Compelling, well-told stories of ZEP-RE’s flagship initiatives and programmes that land with priority
audiences, alongside clearer institutional positioning.

3. Stronger and more relevant media visibility across pan-African and sector-specific outlets.

4. Robust, consistent internal communications that keep staff informed, engaged, and connected to ZEP-
RE’s mission, alongside more consistent external communication.

5. Apractical podcast that advances ZEP-RE’s thought leadership and stakeholder engagement.

The primary measure of success at the end of year one will be stakeholder perception: key audiences including
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staff, member state representatives, development partners, clients, and media can articulate what ZEP-RE
does, why it matters, and what distinguishes it in the African reinsurance and risk financing landscape.

4. Current Communications Context

ZEP-RE has a smallin-house communications team that manages day-to-day content, digital channels, internal
communications, and event-related production. The selected agency will work alongside this team as a
strategic partner.

The agency is expected to bring senior counsel, external perspective, media relationships, and specialist
capability that complement and elevate the work of the in-house function. Strong collaboration, cultural fit, and
responsiveness to a small institutional team are therefore as important as technical communications
capability.

5. Scope of Services

The selected agency will provide services across the following areas:

The agency will help ZEP-RE sharpen its institutional narrative and communicate its role more clearly to priority
audiences.

This will include existing communication strategies for major priorities, partnerships, events, reports,
announcements, institutional milestones, and reputation-sensitive issues. It will also include stakeholder
mapping, briefs, FAQs, and communication packs for audiences such as shareholders, member states,
regulators, clients, development partners, media, staff, and strategic partners.

The agency will help ZEP-RE build relevant and credible media visibility. This work supports the year-one priority
of telling the story of ZEP-RE’s flagship initiatives.

This will include a targeted media engagement plan, relevant media database, media opportunity mapping,
journalist engagement, interview and opinion-piece pitching, spokesperson preparation, interview briefs, and
media monitoring.

The agency should have credible relationships with media covering business, finance, insurance, development,
climate, agriculture, trade, and pan-African affairs.

The agency will support ZEP-RE’s digital and content priorities, especially digital media, website content,
campaigns, event coverage, report launches, podcast promotion, and selected internal communications.

This may include content calendars, website stories, campaign messages, internal announcements, newsletter
content, and repackaging reports, speeches, events, podcast episodes, and technical materials into accessible
communication products.

Internal communications are a priority workstream in this engagement. The agency will help ZEP-RE build a
robust internal communications capability including regular staff updates, leadership and change messaging,
internal campaigns, and channels that help staff understand key institutional developments and connect
external achievements to ZEP-RE’s mission, culture, and values.

Over time, ZEP-RE expects this engagement to grow into a broader suite of communications, public relations,
and brand services. The agency should be able to scale and extend its support into additional areas such as
brand development, campaign management, crisis and reputation management, and integrated marketing
communications as the partnership matures.

6. Core and On-Demand Deliverables

The following deliverables are sequenced to build from foundation to execution. The agency will begin with the
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brand story and message house before moving to channel-level content and media work.

Expected deliverables may include:
e Brand story and message house;afinalised institutional narrative and supporting message

architecture, developed in the first 30 days, that informs all subsequent communications across internal
and external audiences.

¢ Communication strategies for selected priorities, events, campaigns, reports, partnerships, and
announcements.

Storytelling packages for ZEP-RE’s flagship initiatives and programmes across written, digital, and
audiovisual formats.

Internal communications plans, channels, and content including staff updates, leadership messaging, and
internal campaigns to build a robust internal communications function.

o Stakeholder engagement framework and priority message houses.

o Media engagement strategy and targeted media database.

o Podcast editorial plan, episode structure, production calendar, interview guides, episode notes, and
promotional content.

o Press releases, media advisories, opinion pieces, speeches, talking points, website
stories, digital content, stakeholder briefs, FAQs, internal announcements, newsletter content, and
event communication packs.

o Media pitch notes, interview opportunities, media monitoring summaries, media coverage reports, and
reputation response materials where required.

o Monthly progress reports, quarterly performance reports, and an end-of-assignment report with
analysis, lessons, risks, and recommendations.

7. Duration and Engagement Model
The assignment will be for an initial period of 12 months, renewable based on performance, business need, and
availability of budget.

Bidders should propose an engagement model that maximises value and senior involvement within this
envelope.

Bidders may propose a monthly retainer, task-order arrangement, or hybrid model. The proposal should clearly
show what is included, what is excluded, the level of senior involvement, and how value for money will be
achieved.

Bidders should state who will provide strategic counsel, who will lead writing and editorial quality, who will
manage media engagement, who will oversee audiovisual production, and who will be accountable for delivery.
8. Required Agency Profile
Interested agencies must demonstrate:
e Proven experience in strategic communications, public relations, media relations, and stakeholder
engagement.

o Experience advising senior executives and institutional brands.

o Excellent writing, editing, and message development capability.
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e Experience developing thought leadership content across written, digital, media, and
audiovisual formats.

e Experience working with financial, development, insurance, reinsurance, regional, or similarly
complex organisations.

e Demonstrable familiarity with African multilateral and regional institutions, or comparable bodies.
e Understanding of African media and stakeholder landscapes.

e Strong project management, responsiveness, quality assurance, and confidentiality.

e Experience working alongside in-house communications teams in institutional settings.

9. Proposal Requirements
Bidders should submit a single combined proposal covering both technical and financial components.
The technical section should include:

6. Understanding of the assighment.

7. Strategic view on ZEP-RE’s positioning opportunity, with specific reference to year one media visibility
priorities.

8. Proposed approach to stakeholder engagement, media relations, digital, podcast, and internal
communications.

9. Proposed team structure, level of effort, and senior involvement.

10. Relevant experience and case studies, including examples of work with multilateral, regional, or
institutional clients in Africa.

11. Quality assurance and risk management approach.
12. Writing, digital, media, and audiovisual samples.
13. Client references.

The financial section should include:
e Proposed retainer or engagement model, with clear statement of what is included and excluded.

e Team cost breakdown and level of effort by role.
e Audiovisual and podcast production costs, where applicable.

o Rates for additional work, reimbursable costs, taxes, and applicable charges.
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10. Evaluation Criteria

Understanding of ZEP-RE’s context and assignment 15%
Strategic approach and methodology 20%
Relevant experience and sector understanding, including15%
familiarity with African multilateral and regional institutions

Quality and seniority of proposed team 15%
Writing, editing, message development, and storytelling capability 15%
Media relations, stakeholder engagement, and podcast capability 10%
Financial proposal and value for money 10%
Total 100%

11. Reporting, Confidentiality and Submission
The selected agency will report to ZEP-RE’s Corporate Communications function or any other designated focal
point and participate in regular planning, review, and rapid response meetings as required.

All information shared with the selected agency shall be treated as confidential. Bidders must disclose any
actual, potential, or perceived conflict of interest.

Submissions should include technical and financial proposal, company profile, team profiles, case studies,
writing samples, digital or media samples, audiovisual samples, client references, registration documents, tax
compliance documents, and any other required procurement documents.
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