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REQUEST FOR PROPOSALS

PROFESSIONAL WRITING 
services are required for the production of a
report
ENVIRONMENTAL PERFORMANCE OF THE AGRICULTURAL SECTOR IN NOVA SCOTIA

A copy of written submissions must be received not later than
 4:00 p.m. AST Wednesday, December 3, 2008 
and clearly marked
“RFP – PROFESSIONAL WRITING SERVICES”

Address submissions to:

Phyllis Collier, Director of Operations & Projects

novaknowledge
Suite 201, 1660 Hollis Street

Halifax, Nova Scotia B3J 1V7
Phone:  902.494.1510 ext. 12

Fax:  902.494.8002

E-Mail:  pcollier@novaknowledge.ns.ca
1.
WHAT IS novaknowledge?
novaknowledge is a non-profit, non-partisan organization that has promoted the knowledge economy in Nova Scotia since 1993.

One of the most undervalued and ignored resources companies and organizations have is their “know-how” or knowledge.  novaknowledge helps organizations to understand knowledge as a tangible and valued resource.  By bringing people together and having them explain issues and share ideas, we influence attitudes and lead change, creating economic growth.  

	Vision
	As the forum for collaborative action in Atlantic Canada, novaknowledge leads a network of members, volunteers and participants who advocate for a strong, sustainable, and competitive knowledge-driven economy in the region.

	Mission


	Our mission is to stimulate action across the region by bringing together leaders in government, business, and education to achieve our vision.

	Approach
	novaknowledge serves as a hub, bringing together stakeholders to build a common vision for Atlantic Canada's knowledge economy.

A unique combination of neutrality, broad membership, diverse stakeholders, region-wide mandate, and focus on innovation and ingenuity, has made novaknowledge the only organization of its kind in Atlantic Canada.

Publications, events, and projects raise awareness, foster discussion, provoke policy debate, and build collaboration as we move toward a more knowledge-driven economy.


2.
WHAT IS A novaknowledge REPORT CARD?
A novaknowledge Report Card is a publication that defines and monitors the progress of some facet of Nova Scotia’s knowledge economy.  Many individuals and organizations, representing a broad constituency of stakeholders, contribute to the creation of a Report Card through a steering committee.  novaknowledge and its partners distribute Report Card results widely across the province, to leaders in the private and public sector and other stakeholders interested in Nova Scotia’s knowledge economy.

3.
THE PROJECT
novaknowledge will produce a Nova Scotia Report Card evaluating sustainable agricultural practices for the NS Federation of Agriculture.  The Report Card will serve as a means of presenting and evaluating the efforts of the agricultural industry to integrate environmental sustainability into agricultural practices since 1992.  It will also provide the local industry with a guide for the agricultural sector on how to meet targets set by the province’s Environmental Goals and Sustainable Prosperity Act (EGSPA).

3.1

Background

Farmers in Nova Scotia have actively participated in improving farm practices through numerous initiatives including the highly successful Environmental Farm Plan Initiative, the Nutrient Management Planning Initiative, an Integrated Approach to Watershed Management, a Research Chair in Waste Water and Manure Management and the on-going development of guidelines and beneficial management practices.

The farm community has been supported in their efforts by federal and provincial government departments, the Nova Scotia Federation of Agriculture and the Nova Scotia Agricultural College. There has been a significant investment of financial resources over the past fifteen years by both government and farm businesses to identify and implement the measures necessary to improve farm infrastructure and practices in the interest of sustainable development.

In April of 2007, the government of Nova Scotia passed the Environmental Goals and Sustainable Prosperity Act (EGSPA).  The EGSPA sets the long-term environmental and economic objective of the Province as fully integrating environmental sustainability and economic prosperity agenda.  The EGSPA identifies a number of goals to be achieved over the next twelve years in order to make Nova Scotia one of the most sustainable environments in the world by 2020.  Many of the goals set out in the EGSPA relate either directly or indirectly to agriculture and a guide for the agricultural industry in how to meet the 2020 targets will also be contained in the Report Card.

4.
Project Scope
novaknowledge seeks the services of a professional writer for the development of a 20-24 page print document, supporting collateral material, and presentations.  The report card is usually 12,000 words with approximately 8 pages of graphs (10-16 graphs or tables), while the media relations material consists of 2-5 pages.
The report card should relate to previous issues of the novaknowledge report card, which was originally based on the report card section in the magazine The Economist.  Previous report cards can be seen at www.novaknowledge.ns.ca under the publications section.
4.1

What will this require of the vendor
· Prepare for and attend 10-12 two-hour committee or sub-committee meetings.

· Write 20-24-page document that includes 10-16 graphs or tables based on ten Environmental Indicators and a Guide to meet EGSPA targets
· Prepare public relations and media materials
4.2

The vendor must be willing and able to:

· Work under the direction and guidance of a volunteer editorial committee, which has overall responsibility for the delivery of a high-quality document.

· Attend ten to twelve two-hour committee or sub-committee meetings.
· Undertake research and analysis under the direction and guidance of the editorial committee.  This will not include statistical analysis or the creation of graphs and tables.

· Report to the editorial committee, which will have overall responsibility for editorial decisions and content, with day-to-day contact with novaknowledge staff and/or other contracted professionals.

· Cooperate with the designer and economist/analyst to adapt the graphic design to the text and graphics of the document, and vice versa.
4.3

And, in cooperation with novaknowledge staff

· To ensure that the content of the Report Card is of consistently high quality and reflects novaknowledge’s impartial and objective stance;

· To oversee the content of the whole document and ensure that it is coherent and well organized, builds upon previous Report Card work, and reflects the consensus of the Editorial Committee

4.4

novaknowledge will:

· Arrange any meetings and invite participants;

· Prepare and distribute material for discussion at meetings; and

· Document the results of each meeting with summary notes.

· Organize and run the Communications Sub-committee and dealing with the aspects that they are responsible for, such as developing the communications plan, working with the graphic designer on cover design, marketing material and launch event promotion, etc.

· Organize the Launch Event and Road Show;
· Maintain project management responsibility for the production aspects of the Report Card.
· Oversee the content of the whole document and ensure that it is coherent and well organized, builds upon previous Report Card work, and reflects the consensus of the Editorial Committee;
· To ensure that the content of the Report Card is of consistently high quality and reflects novaknowledge’s impartial and objective stance;

· To attract and maintain the involvement of well-qualified and respected volunteers on all project committees; 

· To ensure that the committees have a balanced mix of representation from government, private sector, education and other relevant stakeholder groups.

· Ensure the Report Card project stays on schedule, meets the deadlines, and delivers a high quality document;

· To secure and manage the budgeted level of funding for the project and to ensure that the Report Card stays on budget, saving costs whenever this does not compromise quality.
5.
TIMELINE
This project will commence on or before October 1, 2008 and must be completed by August 31, 2009.  The production schedule for the report card document itself requires writing to begin in late November, with final printed documents returned on or before March 15, 2009.  It is incumbent on the vendor to ensure the final document is supplied to the printer in time to meet production and product launch deadlines.  
6.
ASSUMPTIONS, AGREEMENTS AND CONDITIONS

The Request for Proposals (RFP) includes the following assumptions, agreements and conditions:

6.1

Instructions to Bidders
a) Proposals will be accepted up to 4:00 p.m. on December 3, 2008 at the novaknowledge office only.  Proposals received after the closing time and date will not be considered.  It is up to the bidder to ensure proposals are received on time and are fully complete.
b) All submissions must be received in writing via e-mail, courier, fax or hand delivered and clearly marked “RFP – Professional Writing Services” and delivered to the following: 

Phyllis Collier

Director, Projects & Operations

novaknowledge
Suite 201, 1660 Hollis Street

Halifax, Nova Scotia B3J 1V7
Phone:  902.494.1510 ext. 12

Fax:  902.494.8002

E-Mail:  pcollier@novaknowledge.ns.ca
c) Submissions that are not received by novaknowledge by the specified date and time will not be considered.  We thank all applicants for their interest, but only those chosen to meet with the selection committee will be notified.

d) Proposal documents must be completed in accordance with the requirements of this RFP and no amendment or change to proposals will be accepted after the closing date and time.

e) In the event a bidder cannot comply with any term, condition or requirement of the Request for Proposals, such non-compliance must be clearly noted on the bidders’ letterhead and submitted with the proposal.  Bidders are cautioned that such non-compliance may result in disqualification of the bidders’ proposal, in the sole discretion of the Executive Director.

f) novaknowledge reserves the right to request further information from vendors as it sees fit in order to allow the committee to make an informed decision.  If information is requested, the selection committee is not required to request the information of all submissions, and is not responsible for costs associated with the provision of this information;
g) Proposal and quotations shall be in effect for sixty (60) days following close of bidding and shall be retained by novaknowledge.
h) Questions regarding the Request for Proposals may be submitted in writing (Fax, mail or email only) for up to forty-eight (48) prior to the closing time and date and submitted to Phyllis Collier only.  

i) Should the question be considered relevant to other bidders, novaknowledge will provide both the question and the written answer to all bidders, and bidders are solely responsible for ensuring novaknowledge has a current address and fax number on file for the bidder.

j) No other representative of novaknowledge is to be contacted regarding this RFP and novaknowledge accepts no responsibility for, and the bidder agrees not to rely upon, any verbal or written statements from any other person, whether or not they are employed with novaknowledge.

k) novaknowledge will not pay any costs associated with the preparation of a proposal, procure or contract for services of any kind whatsoever, and will not reimburse bidders for any expenses incurred in connection with the RFP, including costs for preparing the response or providing any additional information.

l) Vendors that are short-listed are expected to appear before a selection committee to explain their understanding and approach to the project and respond to questions from the steering committee concerning the proposal.

m) In responding to this RFP respondents warrant their compliance with all appropriate Municipal, Provincial and Federal regulations, laws and orders.

n) The successful respondent guarantees to maintain adequate general liability insurance including coverage of broad form property damage, contractual liability, completed operations and product liability, automobile liability and such other types of insurance as would be carried out by a prudent person performing such contract work as novaknowledge from time to time requires.
o) In submitting the proposal, the vendor guarantees that none of the materials offered infringe any Patent and/or Copyright, and, that the supplier will pay all Royalties and Patent Fees.  The successful vendor will indemnify and hold novaknowledge harmless from any loss resulting from suits or claims against the vendor, by reason of infringement of Patents or Copyrights in force at the time of, or after award of this project.

p) All proposals submitted as a result of this RFP will be held in the strictest confidence.  Information submitted by a firm will not be shared unless the firm signs a release in advance, permitting novaknowledge to share such information.

q) The novaknowledge name, logo, word mark, etc. shall not be used without the prior written consent of novaknowledge. 

r) In the event of mathematical errors in extension of process or other ambiguities, unit prices shall govern over total bid prices and words shall govern over numbers.
7.
EVALUATION AND AWARD

The successful bidder will be expected to enter into a formal contract with novaknowledge and the award of this contract will be at the sole discretion of novaknowledge.

7.1

novaknowledge reserves the right to reject any or all submissions or to accept any 


submissions or part thereof considered to be in the best interest of the project and 


the organization.
7.2

Bidders are cautioned that proposals will be solely evaluated upon the following 



evaluation criteria.

i. Price

ii. Delivery

iii. Specifications and approaches

iv. Warranties and service

v. Other factors as described in this RFP

7.3

Lowest cost submissions will not necessarily be accepted.

7.4

Final project sign-off rests with the Executive Director.
7.5

The Executive Director is responsible for monitoring the work of the vendor and 



reserves the right to break the contract.  Project staff, the selection committee and 


the Executive Director may be consulted as to the quality of the ongoing work of the 

writer if it does not meet the standards of workmanship expected or as set out in the 

agreement.

7.6

novaknowledge reserves the right to terminate any contract formed with the 




successful bidder upon written notice to the successful bidder.  

8.

PROPOSAL SUBMISSION REQUIREMENTS

Please include your response to this RFP along with the following documentation:

8.1

Quotation

Please provide a clear price quote for the cost of completing the project based on information contained in this RFP.   
8.2

Description

Include a detailed description of proposed approaches as they relate to the specifications and delivery of the project.

8.3

Qualifications  

The proposal must set forth qualifications of the vendor to perform the contract.  This should include brief biographical information and a description of the designer’s experience with projects of this type.

8.4

Examples 

The proposal must contain a description/depiction of relevant past projects.
8.5

References

Supply no less than two professional references, either letters of reference or contact information for references.

9.
RFP DELIVERY
All submissions must be received in writing via e-mail, courier, fax or hand delivery and clearly marked “RFP – Professional Writing Proposals” and delivered no later than 4:00 p.m. Wednesday. December 3, 2008.  

Address submissions to:

Phyllis Collier

Director, Projects & Operations

novaknowledge
Suite 201, 1660 Hollis Street

Halifax, Nova Scotia B3J 1V7
Phone:  902.494.1510 ext. 12

Fax:  902.494.8002

E-Mail:  pcollier@novaknowledge.ns.ca
Submissions that are not received by novaknowledge by the specified date and time will not be considered.

We thank all applicants for their interest, but only those chosen to meet with the selection committee will be notified.

10.
ASSOCIATION REGISTRATION
novaknowledge is an association, registered in good standing with the Registry of Joint Stock Companies of Nova Scotia, as “novaknowledge Association,” number 2243421.

11.
FURTHER INFORMATION
For further information contact Phyllis Collier, Director, Projects & Operations, at 494-1510 ext. 12 or by email pcollier@novaknowledge.ns.ca.
