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CREATIVE NEW ZEALAND

REQUEST FOR EXPRESSIONS OF INTEREST
Distribution Skills Capability Course
EXPRESSIONS OF INTEREST MUST BE DELIVERED TO CREATIVE NEW ZEALAND’S WELLINGTON OFFICE BY

5 PM Friday 18 December 2009
This document is available until the closing date.

Further information regarding this Request for Expressions of Interest may be obtained from:

John McDavitt
Strategy Advisor
Creative New Zealand

P O Box 3806

WELLINGTON 6140
DD. +64 4 498 0736
E mail: john.mcdavitt@creativenz.govt.nz
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Disclaimer
Although relevant information is contained in this Request for Expression of Interest (‘REI’), interested parties must make their own independent assessment and investigations in respect of the REI’s subject matter.  Neither Creative New Zealand (CNZ) nor any of their employees, consultants nor agents:

· makes any representations or warranties as to the accuracy, reliability or completeness of the information; nor

· has any liability under the law, or otherwise, arising from the information, the Request for Expressions of Interest and selection process, or any associated activities.

PART 1: COURSE DESCRIPTION
Overview

CNZ is established under the Arts Council of New Zealand Toi Aotearoa Act 1994. Its funding comes from the Government through Vote Arts, Culture and Heritage and the New Zealand Lottery Grants Board.  CNZ’s purpose is:  

To encourage, promote and support the arts in New Zealand for the benefit of all New Zealanders.  

In order to support the development of more skilled arts practitioners CNZ is looking for a suitably qualified training provider to plan and provide a short course for up to 22 arts practitioners.  
The course is to provide arts practitioners with opportunities to gain knowledge and develop the skills required to successfully organise the touring of performing art works and writers within New Zealand.   
CNZ is also interested in hearing from suitably qualified and experienced New Zealand arts practitioners interested in contributing to such a course as a tutor or mentor.

Course Description
The course is to offer an integrated programme that responds to the training needs of arts practitioners who have had some experience of producing and presenting New Zealand performing art works and/or the touring of writers. 

Performing art works means the presentation of performances before a live audience and includes theatre, dance and music performances. 

The training will:

· develop the skills and knowledge required for successful touring within New Zealand

· take account of the cultural needs and perspectives of practitioners with a focus on touring works by Maori and New Zealand Pacific artists
· involve a training workshop as well as opportunities for a tutor to mentor participants during a specific project and

· use arts sector expertise and knowledge of touring within New Zealand.
Course Participants

Arts practitioners undertaking the training provided by the Course (Course Participants) will be identified and selected by CNZ.
CNZ would liaise with and discuss the names of the Course Participants with a contracted training provider prior to inviting individuals to participate in the course. 

Course Participants may be drawn from throughout New Zealand and may need to travel to, and be accommodated in, the centre where specific course work is undertaken.  Travel and accommodation of the arts practitioners receiving the training (the Course Participants) would be met by CNZ and such costs would be additional to the fee referred to under Budget (below).
Any travel or accommodation costs required or incurred by the staff of a training provider or by a Course tutor, mentor or other training course personnel would be the responsibility of the training provider.
Course Duration and Timing

It is envisaged the course would comprise:

· a four day period during which course content is delivered with all course participants
· a six week period during which participants will have opportunities to be in contact with course tutor(s) regarding application of the course content to practical projects and
· an identified period during which course content and participant experiences are reviewed and feedback is given by course participants, the training provider, tutors and CNZ. 

The course structure described above may be revised if a training provider believes a different structure would be more effective. However, CNZ has an expectation that course participants will, for a defined period, be able to directly access tutor expertise and advice with regard to a practical project of the participant.
Ideally the course would commence by no later than Monday 3 May 2010.

Course Content
The Course is to provide Course Participants with the necessary skills and understanding required to:

· plan and administer a tour (administrative capability and financial and management planning skills) 

· manage a complex project (project management skills)

· manage people (relationship management skills)

At the end of the course a Course participant will be expected to be able to apply the knowledge gained in each of the above three skill areas to the specific circumstances required by organising and managing the touring of performing arts works and/or writers within New Zealand.  

The Course will provide Course participants with the skills and knowledge needed to be able to:

· Decide and apply criteria for what makes a production tour-capable and tour-ready;
· Plan a tour including the tour’s itinerary, budget, negotiate rights and royalties agreements, contract performers and book venues, accommodation, transport, and freight,;
· Sell a production through touring networks and contacts and at markets; to negotiate with venues, make a risk management plan and propose a profit share agreement; 

· Plan and manage a tour’s marketing and promotion including audience profiling, identify community support sources, book appropriate publicity, and plan and execute necessary sponsorship and fundraising activities;
· Execute a tour, including dealing with foreseen and unforeseen circumstances;
· Finish a tour well through the timely completion of required tasks; and
· Decide on appropriate organisational structures  and operational procedures for a touring company. 
Course content will need to take account of the cultural needs and perspectives of practitioners with a focus on touring works by Maori and New Zealand Pacific artists.
Course Evaluation:
Following the course CNZ and the contracted training provider would jointly evaluate the success and challenges of the course to identify any lessons applicable for future capability building programmes or courses that CNZ may choose to offer.

PART 2: EXPRESSION OF INTEREST PROCESS
Process
CNZ is calling for expressions of interest from:

· training providers interested in planning and providing the required course; and/or 
· suitably qualified and experienced New Zealand arts practitioners interested in contributing to such a course as a tutor or mentor.
Identifying a training provider will involve the following steps: 

· By Friday 18 December 2009 – Interested parties provide CNZ with a written Expression of Interest outlining required information;
· By Wednesday 20 January, 2010 – CNZ informs all those who have provided an eligible Expression of Interest of CNZ’s decisions;
· By Monday 15 February 2010 – CNZ contracts the preferred training provider(s) to plan and provide a course within an agreed timeline, course content, personnel, budget and payment schedule;
· By Thursday 1 April – CNZ has informed the preferred provider(s) of the names, address and contact details of course participants;
· By Monday 3 May 2010 – course commences;
· By Monday 5 July – course completed;
· By Friday 20 August 2010 – course evaluation completed. 

CNZ reserves the right to cancel or postpone this process at any time.
Please note that CNZ reserves the right to inform the preferred training provider of the name, contact details and area of expertise of suitably qualified persons who submit to CNZ an expression of interest in being a course tutor or mentor.
The retention of personnel to teach the course or to act as a mentor for course participants will be undertaken by a contracted training provider only after consultation with CNZ.
Key Stakeholders, Roles and Responsibilities

	Stakeholder
	Role/ Responsibility

	Cath Cardiff, Manager: 


	Accountable Senior CNZ Manager. 
Manager: Arts Development

	Muriwai Ihakara, Manager: Maori Arts Services 
	CNZ Senior Manager

	John McDavitt, Strategy Advisor
	Project team leader, day to day contact.

CNZ staff member nominated to provide information to prospective trainers.

	Te Waka Toi

Pacific Arts Committee

Arts Board
	CNZ bodies providing funding in support of the project. CNZ staff to provide accountability reports to each of these bodies.




PART 3: STATEMENT OF REQUIREMENTS
Purpose of Request for Expressions of Interest
The purpose of this REI is to invite suitably qualified and experienced training providers and prospective tutors to register their interest in planning and/or providing the skills development course described in Part 1 Course Description.
Expression of Interest Contents
Expressions of Interest from a training provider should outline:

a. The name and contact details for the responsible person who CNZ may liaise with regarding the expression of interest;
b. The background and experience of the training provider;
c. Training facilities that would be available through the provider;
d. The structure of the course that the provider believes would best provide the required training;
e. A detailed breakdown of the contents of the provider’s proposed course;
f. The names and experience of any teachers or tutors whom the provider would retain or employ for the course;
g. The ability to deliver content suitable for Maori and New Zealand Pacific arts practitioners;
h. How opportunities would be made available for course participants throughout the country to contact course tutor(s) regarding the application of the course’s content to practical projects;
i. If successful completion of the course might count as part of any qualification or certification process;
j. A course time line;
k. A quote for undertaking this project together with a detailed breakdown of the budget for the proposed course; and
l. The names and contact details for two referees who CNZ may contact to discuss the training provider’s experience and ability to plan and provide the described course.

Expressions of Interest from prospective tutors should outline:

a. The name and contact details for the person CNZ or a training provider may liaise with regarding the expression of interest;
b. The background and experience of the prospective tutor with regard to the touring of performing arts or the touring of writers within New Zealand;
c. Any specialised area(s) of touring skills and expertise that the prospective tutor would be able to contribute to the course;
d. Any previous experience or qualifications as a trainer or educator;
e. The prospective tutor’s availability in May-July 2010; 

f. How opportunities would be made available for course participants to contact the prospective tutor regarding the application of the course’s content to practical projects;
g. The prospective tutor’s anticipated rate of remuneration and any required additional considerations (for example travel);  and 

h. The names and contact details for two referees who CNZ may contact to discuss the prospective tutor’s qualifications, experience and suitability for the course.

Key considerations
Budget

Training providers should note that it is expected this project will be undertaken within a $66,000 budget (GST exclusive).
This fee is to meet all the costs a training provider incurs to develop and deliver the course. Such costs may include, but are not limited to:

· any fees or allowances for training personnel, 

· any costs associated with hiring a suitable facility for the presentation of the short course and 

· any costs associated with providing opportunities would be made available for course participants throughout the country to contact course tutor(s) regarding the application of the course’s content to practical projects

Terms 

CNZ shall use the Expressions of Interest to identify a preferred training provider. CNZ will then negotiate with the preferred training provider to establish mutually agreed terms for a contract for services to deliver an agreed course.  
The preferred training provider will be required to enter into a contract for services with CNZ covering the work to be undertaken and accountability, including financial accountability for the use of public funds. 
CNZ shall have the right to pass on to a preferred training provider copies of expressions of interest received from suitably qualified and experienced New Zealand arts practitioners interested in contributing to such a course as a tutor or mentor.
CNZ reserves the right to negotiate the final approach to undertaking this project.
Reporting and Payments

CNZ will require progress reporting from a preferred training provider during the contract period.  As a minimum, a contracted training provider will be required to report against the following milestones.  Payment for services will be linked to these milestones:
· By 15 February 2010 – contract signed
· By 20 April 2010 – course participants and tutors confirmed
· By Monday 3 May 2010 – course commenced
· By Monday 5 July – course completed

· By Friday 20 August 2010 – course evaluation completed. 

It is anticipated that payment will be in three installments as follows:

· 40% of the fee on signing of contract (February 2010)

· 20% on completion of the four-day intensive (By 3 May 2010)

· 40% on completion of a satisfactory evaluation report (By Friday 20 August).

PART 4: SELECTION

General

The objective of the REI process is to identify the training provider or providers that will best meet CNZ’s requirements and represent the best value for money.  CNZ and associated parties will act fairly and be consistent in its dealings with all prospective training providers.

Expressions of Interest will be evaluated to determine that the requirements set out in this REI are satisfied.  Expressions of Interest that do not meet all requirements may be excluded from further consideration.

CNZ reserves the right to seek information from any source on any organisation submitting an Expression of Interest.

CNZ may invite prospective training providers to give a short presentation or presentations to a selection panel to clarify and expand on Expression of Interest details.

Selection
In evaluating Expressions of Interest CNZ may consider elements such as financial viability of a prospective training provider and overall compliance with CNZ policies in advance of other criteria.

In preparing an Expression of Interest, a training provider shall address each of the criteria listed below.  Each proposal will be assessed against criteria that include but are not necessarily limited to the points set out below (which are not necessarily listed in order of importance):

· has the training provider articulated a clear methodology for the proposed course? 

· the extent to which the methodology articulated will achieve the purposes of the course
· the degree of relevance and appropriateness of the expertise, qualifications and experience of the personnel proposed to teach the course
· demonstrated capacity and ability to manage and deliver training courses
· the ability to complete the project within the stated time frame
· the total cost and value for money, and
· overall compliance with the expression of interest process and time line. 

CNZ reserves the right to attach weightings to these criteria. 

Specified Personnel

Prospective training providers must provide the names, expertise, qualifications, experience and proposed roles of all proposed course personnel.  In particular, the following details are to be provided about the specified personnel:

· knowledge of and experience in the touring environment for New Zealand performing arts and the touring of writers
· knowledge of and experience in the touring of performing art works created and presented by Māori and/or New Zealand Pacific Artists for Māori and/or Pacific audiences; and 
· knowledge of, and experience in arts training and education

Examples of previous comparable work should be provided where possible with an outline of the methodology applied.

Additional Considerations

In assessing proposals, consideration will also be given to:

a) Referees’ comments;

b) Potential conflicts of interest;

c) Adherence to all standards of conduct as indicated by the relevant professional association (as applicable);

d) Overall compliance with the terms of this REI;

Timetable

It is proposed that the following timetable shall apply.

	Stage
	Task
	Estimated completion date

	1.
	· Invite Expressions of Interest
	Friday 13 November  2009

	2.
	· Lodgment deadline 
	5 pm Friday 18 December

	3.
	· Acknowledge receipt of Expressions of Interest
	23 December

	4.
	· Identify CNZ’s preferred training provider
	21 December – 14 January 2010

	5.
	· Notification of CNZ decisions
	 20 January 2010


General Conditions
CNZ is not bound to accept the lowest or any Expression of Interest.

CNZ reserves the right to select one, some, or none of the training providers at its sole discretion.

CNZ reserves the right to suspend or cancel this REI process at any stage.

CNZ reserves the right to liaise or negotiate without restriction with training providers or any other person at any time on any matter contained in an Expression of Interest, without disclosing this to, or involving any other training provider or person.  

No Expression of Interest will be considered to have been successful unless and until a letter of offer has been dispatched and accepted in writing, following which a contract between CNZ and selected training provider(s) will be executed.

All training providers and trainers who submit an Expression of Interest will be informed in writing of the outcome at the conclusion of the process.

The CNZ Standard Conditions of Contract will be the basis for the final contract. In accepting the offer of assignment a training provider will be taken to have agreed with the terms and conditions of CNZ’s Standard Conditions of Contract.  
CNZ reserves the right to make changes to the draft conditions of contract and the agreed contract will contain the entire agreement between the parties.

Nothing in this REI shall oblige CNZ to discuss, justify or give reasons for any of its decisions or action relating to this REI or oblige CNZ to discuss, justify or give reasons for any of its decisions or actions to any training provider or trainer who submits an Expression of Interest.
CNZ shall have no liability for any cost or loss to a training provider or trainer if they are unsuccessful, or this Expression of Interest process is cancelled, suspended or changed.

CNZ shall have the right to pass on to the preferred training provider copies of the Expressions of Interest received from suitably qualified and experienced New Zealand arts practitioners interested in contributing to the course as a tutor or mentor.
PART 5: LODGEMENT OF AN EXPRESSION OF INTEREST
Packaging and identification

An Expression of Interest must be enclosed in a sealed envelope or other sealed container.  The envelope or container must be clearly marked: 

‘Expression of Interest: Distribution Skills Capability Course’

and addressed in accordance with the Conditions of Lodgement below.
Supplementary material

An Expression of Interest may have additional or explanatory information attached as ‘Supplementary Information’, should a training provider or prospective tutor deem this necessary.

Supplementary material is material additional to the Expression of Interest which elaborates or clarifies the formal Expression of Interest but which does not alter it in any material aspect. 
Packages containing supplementary material must be clearly labeled ‘Supplementary Material’.

Supplementary material must be provided by the deadline set for lodgement unless specifically requested by CNZ subsequent to that date.

Clarity of Response

CNZ will not accept responsibility for any misunderstanding arising from the failure by a training provider or prospective tutor to comply with Part 4 of this document, or arising from any ambiguity contained in this REI or an Expression of Interest.
Information contained with an Expression of Interest
All Expressions of Interest documents become the property of CNZ on submission.

CNZ may make confidential copies of Expression of Interest documents for any internal CNZ purpose related to this REI.
All information provided in response to this REI will be:

· retained by CNZ for the purposes of the selection process, and can be destroyed by it thereafter;

· available for use by CNZ and its advisers and consultants for any purpose connected with the REI process; and

· is not returnable to the training provider or prospective tutor.
Where a training provider or prospective tutor believes that information provided in response to this REI:

· is, or should be, confidential; or

· disclosure of this information would unreasonably affect the prospective tutor’s personal privacy; or

· disclosure of this information would unreasonably affect the training provider’s business affairs

then notice is to be given within the Expression of Interest by clearly marking the Expression of Interest as ‘confidential’ or ‘commercial-in-confidence’.  CNZ will give effect to the training provider’s or prospective tutor’s stated wishes in so far as its obligations under the law permit.  CNZ cannot, however, guarantee that information marked as such can be protected if CNZ receives a request for disclosure under the Official Information Act.   CNZ reserves the right to use any information provided in response to this REI for the financial monitoring of successful organisations and for any reviews and/or investigations that it may subsequently undertake.

Use of Subcontractors

A training provider must indicate if they intend to use subcontractors to perform any obligations arising from this project and must provide the names and addresses of those subcontractors. 
Prices, Fees and Allowances

Budget and costings
All budgets, cost estimates and prices shall be in New Zealand Currency. 
Expressions of Interest must clearly identify all costs, fees, allowances and charges against each service being offered to CNZ and those prices shall be firm for the period of the contract. 

Travel and Accommodation

If travel forms part of the contract deliverables, or if a training provider or prospective tutor believes travel would form part of the execution of a contract, then all travel costs associated with the proposed costing should be clearly detailed as a separate item in the Expression of Interest.

Goods and Services Tax

A selected training provider must comply with the provisions in the Standard Conditions of Contract that pertain to GST and any other relevant requirements of Inland Revenue.

Further Information prior to the deadline

All requests for further information regarding this REI must be directed to CNZ’s nominated contact person for this REI:
John McDavitt 
Phone (04) 498 0736 
Email at john.mcdavitt@creativenz.govt.nz
If required by CNZ, requests for further information must be put in writing and sent to the CNZ contact person.

Further Information after the deadline

Answers to requests for further information may be given orally or by written notice from CNZ at its sole discretion.  If considered necessary by CNZ, an interview may be arranged to discuss an inquiry.

Where, in the opinion of CNZ, further information provided to one training provider or prospective tutor should be provided to all training providers or prospective tutors, such information will be given the same distribution as the original REI.

Requests on the Status of the Evaluation Process

CNZ will not accept or respond to requests for information on the status and progress of the REI evaluation process.

All training providers and prospective tutors who lodge an REI will be informed in writing of the outcome of the REI process at its conclusion.

Requests from CNZ for Further Information

Each training provider and prospective tutor shall nominate a person to answer queries that may arise during the selection process.  The name, title, address, telephone and facsimile numbers, and e-mail address of that person must be included in the Expression of Interest.

Suspension, Termination or Abandonment by Creative New Zealand

CNZ may suspend, terminate or abandon this REI at any time if the services will not be required or if the requirement for such services is significantly reduced or varied due to changes in policy, administration, or for any other reason.  In that event, prospective tutors and training providers who have submitted an Expression of Interest will be notified in writing by CNZ.

Contract

No Binding Agreement

There is no binding agreement, express or implied, between CNZ and any training provider or prospective tutor who submits an Expression of Interest for the provision of the services requested.
Conditions of Lodgement

ALL EXPRESSIONS OF INTEREST MUST BE ADDRESSED TO:

John McDavitt

Strategy Advisor
Creative New Zealand

P O Box 3806

WELLINGTON 6140

or

Level 2

Old Public Trust Building
131-135 Lambton Quay
WELLINGTON 6011
AND MUST BE MARKED:

Attention:  Expression of Interest: Distribution Skills Capability Course
AND RECEIVED BY: 5pm, Friday 11 December 2009 (the closing date)
Creative New Zealand accepts no responsibility for Expressions of Interest not received by the deadline or addressed to the wrong location.

Expressions of Interest submitted by facsimile or email will not be accepted, nor will Expressions of Interest mailed on or before, but not received by, the closing date.

Any Expression of Interest received at any location other than the place of lodgement or lodged after the deadline will be treated as a late tender.

Creative New Zealand will decide whether to consider a late Expression of Interest, but will do so only in exceptional circumstances considered to be beyond a training provider’s or trainer’s control.

Number of copies
Four copies of the Expression of Interest and four copies of any supplementary material must be submitted so that they will be received at the lodgement location by the deadline.  The original is to be marked ‘Original’ and remaining copies to be marked ‘Copy No 1’and so on respectively.  In the event of any discrepancy between the copies and the original, the original will prevail.

Lodgement Form

Attached

Lodgement Form
Contact Details

Please complete this form and submit with your Expression of Interest
I wish to express my interest in being a:

Training Provider  


OR 



Prospective Tutor
(please circle as appropriate)

Company Name:

or

If Partnership, the Trading Name (if any) and full names of the Partners:

or

If Sole Trader, Trading name (if any) and the full name of the Trader:

or

Other, and the full name of the organisation:

Contact for Liaison and Notices:

Mr/Mrs/Ms/Dr
Postal Address:

Telephone:

Facsimile:

E-mail:
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