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INTRODUCTION

The Prequalification Scheme: Advertising and Communications Services (the Scheme)
replaces the panel arrangement for Advertising Services which has expired. The Scheme is
approved for a 4 year period and will be managed by the Strategic Communications (SC)
branch in the Department of Premier and Cabinet.

The Scheme will provide the NSW Government with access to a wide range of skills, expertise
and experience covering creative advertising and digital communications categories.

SC is also responsible for the coordination and monitoring of advertising undertaken by NSW
Government. This role includes:

e Developing policies and procedures for government advertising;

e Providing general advice to government on the development and planning of all
advertising activity;

e Providing advice to the Ministers and government on all advertising matters.

SC does not develop advertising campaigns on behalf of Customers.

Government advertising activities must comply with the Government Advertising Act 2011
(http://www.legislation.nsw.gov.au/sessionalview/sessional/act/2011-35.pdf), NSW
Government Advertising Guidelines (http://advertising.nsw.gov.au/advertising/advertising-
guidelines) and other relevant state and federal privacy, electoral, advertising, broadcasting
and media laws.

Key provisions of the Government Advertising Act 2011 (‘the Act’) include:

e Advertising that is designed to influence support for a political party is prohibited;

e Heads of Departments must certify that advertising complies with the Act, is accurate,
necessary and cost effective, before it may commence;

e Advertising must not be carried out after 26 January in the year of a State Election (i.e.
2 month quarantine period), with some limited exceptions; and

e Requirement for Peer Review of advertising $50,000 or greater and cost benefit
analysis for advertising $1M or greater.

What Advertising and Communications Services are covered by the Scheme?
Rather than a broad-based scheme that includes all streams of known communications and

advertising activity, the Scheme will encompass the activities common across Customers that
represent the majority of government’s marketing services spend.

Guidelines for Users — Advertising and Communications Services
March 2013 Page 2 of 10



The 2 categories targeted by this Advertising and Communications Services Scheme are:

a) Creative Advertising services
b) Digital services

Whilst availability of traditional advertising agency creative services are still critical to some
Customers, the delivery of government information through new and cost efficient digital
channels is increasing in importance and thus Government requires access to expertise in this
area.

Digital services may include development and implementation of holistic digital strategies,
building websites, and the utilisation of emergent new media channels. These services are in
some cases supplied through creative agencies but also through specialist service providers.

The Scheme shall be available for use by Customers for any of their communication activities.
It is expected that the bulk of work through the Scheme will relate to Public Awareness
advertising activities.

Public Awareness advertising refers to advertising that generally runs over a sustained period
to raise awareness of key issues or encourage behaviour change and participation.
Please refer to the Scheme Scope of Services document for further information.

Optional Related Services

Other related services may be requested by Customers, at their discretion, to assist in the
delivery and implementation of Customer’'s campaigns. These Services will not be pre-
qualified by this Scheme. Related campaign services may include (but not be limited to):

e Research

e Public Relations

e Direct Marketing

e Event Management

e Experiential Marketing

Are there any exclusions to the Scheme — out of scope services?

The NSW Government Media Agency Services agreement is currently being prepared for
renewal. The media agencies contracted under that agreement will plan and buy media for all
advertising activities and therefore media planning and buying services are excluded from this
Scheme.
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Service Providers engaged by Customers under this Scheme will be required to work
cooperatively with the successful media agencies appointed under the proposed Media
Agency Services agreement.

How can Customers obtain the services from prequalified Service Providers?

The list of prequalified Service Providers will be published on SC’s website. However, the
head hourly rates of Service Providers will only be released to authorised officers from
Customers seeking Creative Advertising and/or Digital services.

Customers must engage Service Providers from this Scheme for all engagements where the
total budget is in excess of $50,000. Customers can choose to engage a Service Provider
outside of the Scheme where their total budget is less than $50,000 provided it is in
accordance with other NSW Government procurement legislation and policies.

Customers will determine their own selection or shortlist of Service Providers and will obtain
quotes for work, as required by the Scheme thresholds based on the total Campaign or
Program budget. Total campaign or program budget is inclusive of all research, media,
creative and production costs.

The following quote thresholds will apply to this Scheme:

GST Inclusive >$50K <$150K >$150K
Number of quotes required 1 quote obtained 3 quotes obtained
Method of quote required Written Written

Although SC has created the above thresholds for the Scheme, Customers are still required to
comply with their respective purchasing legislative obligations and policies.

Customers may engage a Service Provider for work on a single Campaign, a Program, or for
work on multiple separate Campaigns provided the scale and term of the engagement,
including extension options is identified as part of the initial Brief and request for quote.

The Scheme will run for four years. Successful service providers will be pre-qualified for an
initial period of two years. Customers can engage a Service Provider for a maximum period of
up to two years or until the two year phase of the Scheme expires, which ever date is earlier
e.g. if a Service Provider is engaged two months prior to the expiry of the panel then the
maximum engagement period is 2 months. Where possible, Customers should aim for work
by Service Providers to be completed prior to expiry of the panel. Where this is not possible,
work with the Service Provider is to be completed as soon as practicable.
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The cost associated with preparing pitches will be borne by the Service Provider unless
otherwise specified by a Customer in its pitch documentation.

How do Customers choose which Service Provider/s to invite for a request for quote?

Customers are responsible for selecting a sufficient number of suitable Service Providers to
ensure probity, fairness and value in keeping with section 149 of the Public Sector
Employment and Management Act 2002.

Customers may use their own discretion when selecting Service Providers to invite to quote
and are not obliged to seek quotations from every Service Provider.

To assist in identifying suitable Service Providers to invite to quote, Customers may try any of
the following preliminary investigations:

¢ Review Service Provider’'s information;

e Check company website;

o Contact the Service Provider for an informal discussion about your requirement;

e Conduct an informal preliminary Expression of Interest (EOI) or Request for
Information (RFI) by emailing a brief description of your requirement to Service
Providers within the applicable category and ask if they have the willingness, capacity
and capability to perform the works. Suitable Service Providers that respond can then
be invited to submit a formal request for quotation.

What is the minimum time frame prequalified Service Providers will be given to respond
to RFQs under the Scheme?

The open period for all request for quotations run under the Scheme will have an application
period of no less than 30 days in accordance with the Australia-United States Free Trade
Agreement Chapter 15 http://www.dfat.gov.au/fta/ausfta/final-text/chapter 15.html .

Can a Customer engage creative advertising and/or digital services outside of the
Scheme?

No. The Scheme will be mandated for use by all Customers. Customers will be required to
engage Service Providers from this Scheme for all Campaigns where the total budget is in
excess of $50,000.
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Benefits of the Scheme for Customers:

e Streamline and expedite the appointment process, by prequalifying successful
applicants with a demonstrated track record and expertise;

e Enhance probity standards by formalising scheme membership in a transparent and
auditable manner;

e Provide quality assurance and performance management, with appropriate reporting
and service level standards driven by Customer feedback;

e Incorporate improved performance management of successful applicants and build
better understanding by Service Providers of Customer’s requirements;

e Facilitate aggregation of government communications spend and to ensure value for
money is being achieved;

e Obtain standard head hour rate information for key positions from applicants so
Customers shall have indicative costs to use as consideration when short listing
successful applicants to quote for campaigns.

On what terms are service providers from the Scheme engaged?

For each individual engagement for which the Service Provider is selected, the engagement
will be on the terms and conditions of the Standard Form of Agreement in the form of
Schedule 2 in the Scheme Conditions subject to the details of the particular work to be done
as set out by the Customer.

What is a Brief?

A Brief refers to Campaign or Program specifications issued to potential Service Providers for
a request for quote. It is to be completed by the Customer responsible for the Campaign
and/or Program with the appropriate delegated authority. Please refer to Attachment A of this
guide or Schedule 4 of the Scheme Conditions as a guide for preparing a Brief.

It is recommended Customers request relevant case studies from the Service Provider at the
request for quote stage and also examples of where the Service Provider can offer added
value.

Customers should also detail any customer specific conditions they might have which the
Service Provider should be made aware of, for example declaring any potential conflict of
interests or if an increased level of public liability insurance is required.
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Are the head hourly rates under the Scheme fixed and to be published?

Head hourly rates will be fixed for a two (2) year period from the date that they become
prequalified.

The list of prequalified Service Providers will be published on SC’s website. However, the
provided head hourly rates of Service Providers will only be released to authorised officers
from Customers seeking Creative Advertising and/or Digital services.

Will information about engagements under this Scheme be made public?

Information relating to engagements under this Scheme may be disclosed in accordance with
the Government Information (Public Access) Act (“GIPA Act”), Premier's Memorandum 2007-
01 and the NSW Government Tendering Guidelines, available at:
http://www.procurepoint.nsw.gov.au/policies/nsw-government-procurement-information .

How is performance managed and reported?

Performance reporting is the responsibility of all parties i.e. project outcomes can equally
reflect the Customers’ performance in terms of articulating the requirements of the project and
managing timelines.

SC will manage the performance of Service Providers by:

a) monitoring performance on any Government wide procurement policies, service
performance and outputs and outcomes;

b) revoking a Service Provider's membership to the Scheme, following due
consideration of the circumstances, where performance is unsatisfactory; and

c) providing the opportunity for a Service Provider to request a review of the
decisions referred in paragraphs (b) and (c) above.

What are Feedback Forms?

The intent of the feedback forms is to give Customers access to objective assessments of
past performance by Service Providers.
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There are 2 types of feedback forms:

e The Service Provider Selection feedback form is a form to provide feedback on the
Service Provider's response to the Customer's request for quote.

e The Service Provider Engagement feedback form is a form to provide feedback on the
Service Provider's performance in relation to the engagement.

Customers will be responsible for the preparation of feedback forms. At the completion of a
request for quotation process, Customers will be required to:

(@ Complete a Selection Feedback form for each Service Provider that
completes a request for quote;

(b) Provide a copy of the completed Service Provider Selection Feedback
Form to the relevant Service Provider subject of the feedback;

(c) Provide a copy to the Director of Advertising & Policy, Strategic
Communications.

At the completion or termination of an engagement, Customers will be required to:
(&) Complete an Engagement Feedback form for those they contract with;

(b) Provide a copy of the Engagement Feedback Form to the relevant
Service Provider subject of the engagement feedback; and

(c) Provide a copy to the Director of Advertising & Policy, Strategic
Communications.

This information will be reviewed and monitored by SC and raised with the Service Provider as
appropriate for their response and action. The feedback forms will cover the Service
Provider's understanding and response to requirements, costs, availability and response of
nominated personnel and account issues. The Feedback forms are set out at Schedule 3 of
the Scheme Conditions. Information in the feedback forms must be treated in accordance
with applicable NSW Government policies, guidelines, and Standards.

Will review meetings be held?

It is anticipated SC will hold meetings bi-annually with Service Providers to provide feedback
and discuss current government policies and processes for advertising and communications.
The aim of the meetings is to assist the Service Providers in working with Customers.
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What will happen with incomplete projects for Advertising Services that have
completion dates beyond this Scheme commencement date?

Work on these projects will be completed under the existing service arrangements with the
respective Service Providers. The application process and the subsequent implementation of
the new Scheme is not expected to create any transitional issues.

How long will the Scheme operate for?

The Scheme will run for four (4) years. Successful service providers will be pre-qualified for
an initial period of two (2) years. After the initial two (2) year period, new applications will be
sought and assessed. A new panel will be established following the assessment of those
applications.

Who can | contact regarding the Scheme?

Please refer any application queries relating to the Advertising and Communications Services
Scheme to the NSW Procurement Client Support Centre on 1800 679 289 or by email to
nswp@services.nsw.gov.au .
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Attachment A - Brief Template

The purpose of this template is to provide a basic guide that will assist Customers in preparing a Brief. Every Brief
will vary but Customers should aim to include the below at the very least:

CUSTOMER (GOVERNMENT DEPARTMENT)

Include contact details, key personnel etc.

CAMPAIGN/PROGRAM NAME

POTENTIAL DURATION OF CAMPAIGN OR PROGRAM (Maximum: 2yrs)

A campaign refers to communications activity undertaken typically within one (1) financial year for one (1) topic.
A program may comprise of a number of similar campaigns relating to the same topic and may extend beyond one
(1) financial year.

TOTAL CAMPAIGN OR PROGRAM BUDGET
$

BACKGROUND/CAMPAIGN NEED

Why does the campaign need to take place? Include data and research findings that inform & support the need.

ISSUE TO BE ADDRESSED

What is the specific issue to be addressed through the campaign, the size and scope of it, why it exists?

OBJECTIVES

Should be SMART (specific, measurable, attainable, relevant, time-bound) - include benchmarks & targets.

TARGET AUDIENCE

Include any audience insights, location details etc.

PROPOSITION

What do you need to say to address the issue?

DESIRED AUDIENCE RESPONSE

What do you want the audience to do?

MANDATORY INCLUSIONS
Branding/URL/CTA etc.

TIMELINES

Any critical timelines? Expected time to be in market etc.
EVALUATION

How will the campaign be measured? Measurement indicators, methodology, criteria etc.
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