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RFP Response Form – Community Vibrancy (Appendix A)
Instructions for Respondents
Use this form to respond to the Community Vibrancy RFP before completing the form, particularly section 2 (Our requirements), section 4 (Evaluation) and section 6 (RFP Terms) 
Documents to submit
· This completed and signed RFP Response Form (Appendix A)
· A completed Budget Template (Appendix B)
· Any relevant supporting information expressly requested in this form
Preparing the Proposal
· Answer every mandatory question directly and in the order provided
· Do not delete or rename sections
· Where a question is not applicable, state “Not applicable” and briefly explain why
· Keep within any stated response-length guidance 
· SWDC may choose not to consider material substantially beyond the guidance
· Use only relevant extracts from supporting documents
· Clearly label and cross-reference every attachment
· Identify information you consider commercially sensitive
· SWDC cannot guarantee that information will be withheld where disclosure is required by law
· Do not rely on external links for information required to evaluate te Proposal
· Optional video links may be included, but evaluators are not required to view them

Submit by email to Communitycontracts@southwaikato.govt.nz  by the deadline in RFP section 1.2.
The total email size must not exceed 50MB

1. Everything written in PURPLE in this document is information for the Respondent (you). Delete these PURPLE parts before sending the Response Form. Everything shaded in BLUE is customisable by you. When you have completed these areas please un-shade them.
2. Remember to make a note of the Deadline for Questions. 
3. Check the Q & A section on SWDCs website or feel free to ask us anything if it is unclear communitycontracts@southwaikato.govt.nz 










Checklist for Respondents
	Have you:
	Yes/No

	1.
	Filled out all sections of the Response Form.
	Yes/No

	2.
	Removed all the purple ‘Supplier Tip’ boxes from this form.
	Yes/No

	3.
	Deleted the purple instructions in this form.
	Yes/No

	4.
	Un-shaded the blue highlighting where you fill out your answer.
	Yes/No

	5.
	File size: Your email attachment should be no greater than 50MB
	Yes/No

	6.
	Arranged for the declaration to be signed. If this is a joint or consortium Proposal make sure the consortium members sign separate declarations. 
	Yes/No

	7.
	Prepare your Proposal
a) Each section is filled in. 
b) The budget is completed and attached as appendix B. 
c) All other appendices are included, and the document is saved as a single PDF file
	Yes/No

	8.
	Arranged for the Proposal to be submitted via email before the Deadline for Proposals
	Yes/No



Details of the Community Vibrancy Investment 
	Community Health

	Council strategy
	This project aligns to several key aspects of the SWDC Long Term Plan 2024-34. Our overall vision is: 
“A thriving community and robust economy that outpaces the rest of New Zealand”
Our stated definition of a thriving community is:
“Our diverse people are healthy and well, with ample opportunities to support their quality of life”
A goal within the Long-Term Plan is that:
“More people participate in community activities and events than ever before”
Some articulated details that sit behind this are:
“Community wellbeing measures include community events, and it is widely recognised that communities with opportunities to contribute and help one another are better connected and therefore more resilient”

	Target group
	All South Waikato residents, but with a particular focus on identified communities such as Māori, Pasifika, rural, youth, etc. 

	Rationale
	Well run events that attract large numbers are a visible and effective way to create thriving, connected communities. This area has direct links to SWDCs vision and goals. 

	What we are buying
	We invite proposals that can, at a minimum, provide the following services to SWDC and the community.
Leadership: The Respondent will act as the lead in organising and delivering an event in the South Waikato.
New or Improved events: The Respondent will develop and run a successful event that strengthen bonds and foster community pride. 
Efficiency: The proposal should demonstrate how the Respondent will deliver a key event of a high quality, at a low cost to ratepayers. 
Synergy: The Respondent will, where appropriate, steer community events to council owned venues like the South Waikato Sport and Event Centre, Plaza Theatre Putaruru, Tirau War Memorial Hall, etc. 
Capability: The Respondent demonstrates ability to plan and deliver an event that will make a significant contribution to SWDC vision and goals.
Funding: The Respondent can secure additional funding from outside sources to support and grow South Waikato events. 
Marketing: The respondent will provide effective marketing, promotion and communication campaigns to make people aware of the event and promote the South Waikato as a great place where great things happen. The SWDC logo can be used, with prior permission, on approved marketing materials. 























Insert your name and logo here.




RFP Response Form – Community Vibrancy
In Response to the Request for Proposals
By: South Waikato District Council 
For: Community Engagement and Investment – Community Vibrancy
Reference: [procurement reference number – SWDC Admin]


Date of this Proposal: Insert the date of this document












1. About the Respondent 
	
	         RESPONDENT TIP
i

· This section give the Procurement Lead basic information about your organisation and identifies your Point of Contact for the RFP process. 
· If and item is not applicable, e.g. you do not have a registered office, complete the box by stating ‘not applicable’. 
· If you are submitting a joint or consortium Proposal, complete an ‘Our profile’ table for each member of the consortium. Cut and past the table as appropriate. Provide only one Point of Contact for your joint/consortium Proposal. 
	



1.1 Our profile 
Choose one of these statements to complete, and delete the others
This is a Proposal by insert the name of your organisation (the Respondent)
OR This is a joint/consortium Proposal, by insert the name of your organisation and insert the name of the other organisation/s (together the Respondents). 
	Item
	Detail

	Full legal name:
	

	Trading name (if different):
	

	Physical address:
	

	Registered office:
	

	Business website:
	

	Type of entity (legal status):
	

	Incorporation number, NZBN number or Charities number:
	

	Country of residence:
	

	GST registration number:
	

	
	


1.2. Our Point of Contact 
	Item
	Detail

	Contact person:
	

	Position:
	

	Mobile number:
	

	Email address:
	



2. Response to the Requirements 
	         RESPONDENT TIP
i

· Carefully read RFP Section 2 (Our Requirements) and Section 4 (Evaluation) then provide your responses demonstrating your organisations’ ability to meet the criteria.
· Please mark any information that is ‘commercially sensitive’ or ‘confidential information’ to your business so that the Procurement Lead knows. You cannot make the whole document confidential unless this is truly the case. 
· Note the page limit for some questions. If you exceed the page limit on any section, the Tender Evaluation Team may not read or consider this material.
· Keep it simple. If an answer is another document e.g. a marketing brochure, just cut and paste the relevant part into this form. Do not show the whole document unless necessary – the Procurement Lead may not read it all. 
· Any video or separate documents should be uploaded and the link attached to the emailed Proposal. b
· You may include extra information in you Proposal but only if it adds value and is relevant. 

	



2.1. Pre-conditions
	         RESPONDENT TIP
i

· You must be able to answer “yes” to each of these pre-conditions. Make sure you can verify this. 
· “Yes’, means you currently meet the pre-conditions. If you cannot answer “yes” to all, your Proposal will not be evaluated further. 

	



	
	Pre-condition
	Meets

	1.
	Have a formal legal structure, or in the case of an umbrella organisation, identify a lead organisation with a formal legal structure.
	Yes/No

	2.
	Hold no less than $1million of public liability insurance.
	Yes/No

	3.
	Applications must be made in the specified timeframe, through the supplied email address, with all sections of the application completed.
	Yes/No


SWDC may include investigations into your responses as a part of our due diligence process. 


2.2. [bookmark: _Hlk183081252]Covering Letter
[bookmark: _Hlk183083039]Please provide an introductory overview of your Proposal.  [Limit: 1 Page]
	
	         RESPONDENT TIP
i

· This should summarise your entire response in a page. Keep it simple.
· Your competitors may all have similar skills, tools and methods. Know what sets you apart and clearly communicate it in your response.
	



[Your response]





























3. Evaluation Criteria
	
	         RESPONDENT TIP
i

· These are questions relating to the evaluation criteria (see Section 4.2 of the RFP). Your Proposal will be scored against your answers to these criteria. Aim to give answers that are relevant, concise and comprehensive.
· Consider the % weighting for each criterion. The higher the weighting the more important it is. Take the weightings into account in deciding how much detail to include.
· Please take note of the guidance on the recommended length of each response. Note that responses that are significantly more than the guidance may be excluded from consideration at the discretion of the TET. 
· If you have made any assumption about the Requirements or delivery, clearly state the assumption.
· There may be several questions that relate to one criterion. If these questions are not individually weighted assume that they are of equal importance.
	



3.1 [bookmark: _Hlk183083681]Governance and Leadership (15%)
1a.  Describe the governance structure of your organisation. [Recommend Length: 1 - Pages]
Outline the structure of your governance function. Include the following details
· How do you refer to your governance structure, (board/committee/individual/collective)?
· Is it a volunteer group, or is there some type of payment/honorarium?
· What are the primary functions of the group?
· What is the structure and frequency of meetings?

1b.  Describe the planning that is in place for your organisation, e.g. Strategic and operational planning. 
Attach any planning documentation as an appendix. 

[Your response]




2. Describe how your organisation aligns to Governance best practice as defined in the Community Governance Good Governance Code. [Recommended Length: 1 Page]
[Your response]




3. Using the table below, detail up to five key personnel (staff or volunteers) who will be actively involved in the project. [Recommended Length: 1 Page per person] 
Copy the Tender Response Table below for each key person.

	Item
	Tenderer Response

	Name
	 [Persons full name]
	

	Nominated Position
	 [Job title and role within the project]
	

	FTE Commitment
	 [Estimated percentage of time they will commit to the project]
	

	Back-Up Plan
	[If this person became unavailable, what is the plan to ensure the event can continue as planned]
	

	Qualifications and training
	 [List any formal qualifications and relevant training and/or experience]

	Role & Responsibility
	[What will their specific role be within the project. Outline any specific challenges or qualities that you anticipate will be needed in their role]

	Suitability for role
	[What is it within the person’s qualifications, training and experience that makes them a good match for this role, include any specific examples of achievements or good outcomes relevant to the event.]

	Referee
	Name:
Company:
Phone:
Email:
Relationship:













3.2. Relevant Experience (20%)
1. [bookmark: _Hlk183087070]Provide an overview of your organisations experience relevant to the project, including proven ways of doing things that have worked for you and any successful outcomes achieved. [Recommended Length: 1 Page]

[Your response]


























2. Outline one example or relevant case study that highlights your history of successful delivery, innovation and overcoming challenges. 
	Case Study for

	Contract/Project Name and Location:

	[Name of the Project/Contract/Work Steam and Location]

	Stakeholders:
	[Who were the key groups and people involved, i.e. funders, clients, delivery partners, advisors]

	Project Period:

	[From when to when did this take place]

	Contract/Project Description:
	[Describe the contract or project]


	Challenges:
	[What challenges did you face, and how did you overcome them]

	Innovation:
	[What did you do differently that led to a great outcome] 

	Performance:
	[What was the outcome]

	Learnings:
	[What did you learn that has improved how your operate]

	Referee:
	Name: 
Company: 
Phone: 
Email: 
Relationship to personnel/contract:






3.3. Outcomes and Methodology (30%)
Please provide an overview of how you will deliver the services required. [Recommended Length: 4 pages]
	
	         RESPONDENT TIP
i

· For this section, we have provided some templates and prompting questions to assist, however – if you wish, you can present the information in a different way.
· Note the recommendation to keep your overall response to 4 pages or less. 
· Keep in mind this section is worth 30% of your total score. 
· Refer to the information in the RFP to understand the outcomes Council wants to achieve.  
	


What measures or Key Performance Indicators (KPIs) will you use to track your success on this project?
[Your response]
	Item
	Detail

	KPI 1
	

	KPI 2
	

	KPI 3
	

	KPI 4
	

	KPI 5
	



How will you fulfil the leadership function required for this event?
[Your response]
Outline your processes and systems to effectively and efficiently manage a community event.
[Your response]
How will you encourage and facilitate collaboration amongst stakeholders?
[Your response]
Describe what approach you will take in marketing key community events.
[Your response]
How will you measure a great return on investment for SWDC and ratepayers?
[Your response]
How will the event align with SWDC goals and LTP?
[Your response]
How will you make the event accessible to people with limited mobility?
[Your response]




3.4. Robust Financials and Viable Economic Budget (20%)
1. Please attach as an appendix, the last three years of audited or reviewed financial statements for your organisation. 
2. Use the budget template to provide an indicative budget that aligns with the proposal and satisfies key project objectives. Attach the budget as Appendix B. 
3. Outline how you will leverage SWDC investment to secure additional funding to enhance the project and amplify your work
[Your response]










3.5. Alignment with key themes (15%)
Please describe how your proposal will align the with identified key themes of the SWDC Community investment as detailed below: [Recommended Length: 2 Pages]
1. Aligning vision and goals and enabling stronger collaboration
[Your response]
2. Targeting the wider population
[Your response]
3. Te Ao Māori and Te Ao Pasifika approaches
[Your response]
4. Enabling local leadership and empowerment
[Your response]
5. Alignment with Council vision and goals
[Your response]








4. Declaration
	
	         RESPONDENT TIP
i

· Here you are asked to make a formal declaration. Select 'agree' or 'disagree' at the end of each row. If you don't, you will be deemed to have agreed.
· Have the declaration signed by someone who is authorised to sign and able to verify the declaration, e.g. chief executive or a senior manager.
· If you are submitting a joint or consortium Proposal each party involved in the joint or consortium Proposal must complete a separate declaration.
	



	Respondent’s Declaration

	Topic
	Declaration
	Respondent’s declaration

	RFP-Terms:
	I/we have read and fully understand this RFP, including the RFP-Terms.  I/we confirm that the Respondent agrees to be bound by them.
	[agree / disagree]

	Collection of further information:
	The Respondent authorises the Procurement Lead to:
· collect any information about the Respondent, except commercially sensitive pricing information, from any relevant third party, including a referee, or previous or existing client;
· use such information in the evaluation of this Proposal. The Respondent agrees that all such information will be confidential to the Procurement Lead.
	[agree / disagree]

	Requirements:
	I/we have read and fully understand the nature and extent of the Procurement Requirements as described in Section 2 of the RFP.  I/we confirm that the Respondent has the necessary capacity and capability to fully meet or exceed the Requirements and will be available to deliver throughout the relevant Contract period.
	[agree / disagree]

	Ethics:
	By submitting this Proposal, the Respondent warrants that it:
· has not entered into any improper, illegal, collusive or anti-competitive arrangements with any Competitor;
· has not directly or indirectly approached any representative of the Procurement Team (other than the Point of Contact) to lobby or solicit information in relation to the RFP;
· has not attempted to influence, or provide any form of personal inducement, reward or benefit to any representative of the Procurement Team.
	[agree / disagree]

	Conflict of Interest declaration:
	The Respondent warrants that it has no actual, potential or perceived Conflict of Interest in submitting this Proposal or entering into a Contract to deliver the Requirements.
Where a Conflict of Interest arises during the RFP process the Respondent will report it immediately to the Procurement Lead’s Point of Contact.
	[agree / disagree]

	Details of conflict of interest:
	[If you think you may have a conflict of interest briefly describe the conflict and how you propose to manage it or write ‘not applicable’].



DECLARATION BY THE RESPONDENT
I/we declare that in submitting the Proposal and this declaration:
· the information provided is true, accurate and complete and not misleading in any material respect;
· [bookmark: _Int_FcsTDm2Q]the Proposal does not contain any material that will infringe a third party’s intellectual property rights;
· I/we have secured all appropriate authorisations to submit this Proposal; to make the statements and to provide the information in the Proposal and I/we am/are not aware of any impediments to enter into a Contract to deliver the Requirements.
I/we understand that the falsification of information, supplying misleading information or the suppression of material information in this declaration and the Proposal may result in the Proposal being eliminated from further participation in the RFP process and may be grounds for termination of any Contract awarded as a result of the RFP.
By signing this declaration the signatory below represents, warrants and agrees that they have been authorised by the Respondent to make this declaration on its/their behalf.

Signature:	

Full name:	
Title/position:	
Name of organisation: 	
Date: 	
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