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Supplier Panel User Guide – Interactive Technologies 
 

Prepared by:  Procurement, Strategy Finance IT and Commercial, Massey University, January 2016 
Updated: 26/1/2017. Sitech contact details corrected. 
Target Audience: All Massey University staff who purchase AV other interactive technologies 
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1. Introduction 
 
Supply Panels are a contractual arrangement with a group of suppliers to provide specified goods or 
services as and when required, under a schedule of rates and pre-negotiated terms and conditions.  Once a 
Head Agreement is established with the panel suppliers, a supplier can be awarded work via a mini-
proposal or quotation process. 
 
One of the advantages of a supply panel is that goods and services can be procured quickly from pre-
qualified suppliers without needing to go through a lengthy open market procurement process of 
advertising, selecting and negotiating a contract1.  A supply panel provides a framework for engaging 
qualified and experienced suppliers and building a mutually beneficial relationship for the provision of 
goods and services. 
 
 
2. Benefits 
 
Introducing a panel of suppliers achieves the following benefits: 

• Massey University can engage any one of the suppliers from the supply panel based on pre-agreed 
terms and conditions.  

• Reduces the risk associated with the current practice of agreeing to supplier’s terms and conditions. 
• Reduces the time and costs associated with compiling, submitting and evaluating tenders. 

                                                           
1 Government Rules of Sourcing and Massey’s Procurement Policy requires all purchases over $100,000 to be competitively tendered, unless the 

Tenders Board has approved an exception 
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• Build relationships between suppliers and Massey thus reducing initial networking activities on 
future initiatives. 

• Increased efficiencies through familiarity with each organisation’s capabilities and expectations. 
• Ensures that competitive tension between suppliers with proven capability is maintained for the 

duration of the supplier panel. 
• Achieves a practice consistent with Massey’s Procurement Policy and Procedures. 

 
 

3. Supplier Panel and Agreements 
 

Massey released an open Request for Proposal (RFP) on the Government Electronic Tenders Services in 
January 2015 to establish an Interactive Technology Supplier Panel.  Ten (10) suppliers responded, with five 
(5) suppliers meeting appropriate level of quality to be included on the panel. 
 
The evaluation team consisted of members of ITS and the procurement process was facilitated by 
Procurement.  The following suppliers were successful in being selected for contract award (and approved 
by the Tenders Board) for the corresponding service category: 
 

Category Notes / Description of Goods or Services Panel Suppliers 
Category 1, 
Crestron 
Programming 

The University is committed to Crestron control 
solutions. Crestron programming is used in all level 3 
and above shared general teaching rooms to integrate 
and control audio visual inputs and outputs from a 
Crestron user touch panel. Support and maintenance 
and peer review of all code is also provided by these 
suppliers. 

• Sitech 
• VideoPro 

Category 2, Audio 
Visual 

Audio visual applications and technology for small to 
large groups such as data projectors, sound systems 
and displays. This excludes audio visual equipment for 
personal use such as computers and mobile devices. 

• AVI (Albany) 
• Futureworks 

(Wgtn, Albany)  
• Sitech (All sites) 
• VideoPro (All 

sites) 
Category 3, 
Multimedia 

Mulitmedia applications and technology for Rich 
Media Learning and Collaboration. Massey is 
committed to Mediasite for Rich Media Learning 

• AVI (Albany) 
• Sitech 
• VideoPro 

Category 4, Digital 
Signage 

Massey University has not yet appointed a preferred 
supplier for this category 

•  None selected 

Category 5, Video 
Conferencing 

Hardware and software based video conferencing for 
all University business including Teaching and 
Learning, Research and Administration. 

• Pyrios 
• VideoPro 

Category 6, Support 
and Maintenance 

Support and maintenance for Categories 2-5 above • Sitech 

 
The Account Management representatives for the suppliers are: 
 

Supplier Main Contact Phone Email 
Audio Visual 
Integration (AVI) 

Barry Whitfield 021 672 190 barry_w@orcon.net.nz 

Futureworks James Bailey 021 440 796 
04 801 9797 

james@futureworks.co.nz 

mailto:barry_w@orcon.net.nz
mailto:james@futureworks.co.nz
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Pyrios Dave Horne 027 292 7292 
04 471 8390 

dave.horne@pyrios.co.nz 

Sitech Jonathan Owens 027 808 4111 
0800 100 607 

jonathan@sitech.co.nz 

VideoPro Nathan Roche 027 548 1850  
04 805 0434 

nathan@videopro.co.nz 

 
 
 
4. Panel Engagement Process 
 
The standard process for purchasing goods and services the Interactive Technology Supply Panel is set out 
in the secondary procurement procedure below.    An expedited process may be used for one off purchases 
of low value (i.e. under $5,000) and low risk goods and services, such as consumables or standalone 
replacement equipment.  In this situation it is acceptable to seek verbal quotes from the panel and select 
the supplier based on lowest price. 
 

1. Need 
Identified 

A need is identified that can be met by the Interactive Technology Panel 
and funding is available and approved for the purchase. 

2. Panel review Use the Award of Work Procedure in Section 4 to identify the appropriate 
panel engagement procedure either competitive process or direct 
negotiation.  Direct negotiation can only be used where the value of the 
purchase is less than $20,000 and there is adequate justification that the 
supplier is the only panel supplier with the skills, experience and ability 
to provide the goods and services. 
 
Note:  Massey must be fair, open and transparent in its dealings with the 
panel.  Panel suppliers may legally challenge Massey if we are not 
providing equal opportunity for work. 

3. Develop and 
release 
specification 

Develop a specification of requirements.  For complex / high value 
purchases the Statement of Work templates in the Head Agreement may 
assist in drafting the requirements.  The level of detail in the specification 
will depend on the complexity of the goods or services. 
 
Send the specification of requirements (or draft Statement of Work in 
the case of a direct negotiation) via email to relevant panel suppliers. 
 
Note: The level of detail in your specification will depend on the 
complexity of the goods or services being procured.  For low value, low 
risk one off purchases a basic specification is required. 

4. Review offers 
and evaluate 

Receive and evaluate the offers in accordance with agreed evaluation 
criteria, which could include lowest price or best value for money 
(considering quality/price).  It is prudent to have more than one person 
review the submissions received.  Ensure the decision to select is 
documented and agreed in writing and has been tailored to suit the level 
of complexity of the requirements.  For example, for low value and low 
risk purchases it is acceptable to select a supplier based on lowest price. 
 
Note: for ITS Interactive Technologies evaluation / selection criteria see 
section 6  
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5. Contract with 
the successful 
supplier 

The supplier successful following the evaluation must be engaged via a 
Purchase Order and Statement of Work depending on the value and risk 
associated with the work: 

• A Statement of Work accompanying a Purchase Order must be 
used for high value / high risk goods or services 

• A standalone Purchase Order (no Statement of Work) may be 
used for non-complex, one off purchases of goods/services. 

6. Statement of 
Work  
(where 
required) 

Negotiate the Statement of Work with the successful supplier, using the 
templates provided. 
 
Massey should develop the initial draft SOW using: 

• The specification of requirements (as per the mini-proposal 
proposal process) 

• The successful suppliers proposal 
• Subsequent discussions with the successful supplier to clarify 

requirements. 
 

You may ask the supplier to draft the Statement of Work, but it should 
be using Massey’s SOW template (refer to section 6) and it must be 
thoroughly reviewed and checked to ensure that it clearly describes the 
services required and should be negotiated, where appropriate, to 
provide the best value and outcome for Massey. 
 
Note: the suppliers price should align to (or be more completive than) 
the pricing schedule in the Head Agreement. 
 
Seek review by Procurement for high-risk and high-value Statements of 
Work or if there are significant changes to the Statement of Work 
Template, including additional terms or changes that might impact the 
General Terms of the Head Agreement. 

7. Execute the 
Statement of 
Work (where 
required) 

A Statement of Work is a contract, and as such, Massey’s Delegations of 
Authority Policy and Contract Policies must be adhered to. 
 
The SoW must be signed by the person with the Delegated Authority 
for the total Price of the Statement of Work over the term of the SOW. 
 
Each SoW must be signed off with a Contract Lease Signing Authority 
document and will be reviewed by ITS Contracts and Licensing 
(ITScontracts@massey.ac.nz). 

8. Notify 
unsuccessful 
suppliers 

Advice unsuccessful respondents (if applicable).   

 
 
5. Award of Work Procedure 

 
Before you proceed you must ensure you have the appropriate written approval and funding for 
the purchase.  Documentation requirements will vary depending on the value of the purchase.  
Please refer to the Delegations of Authority Policy. 

mailto:ITScontracts@massey.ac.nz
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The following section is extracted from Schedule 5 of the Head Agreement; Massey is required to follow 
this process when awarding work to panel suppliers: 
 
Award of Work Procedure 
 
The Award of Work procedure used to select a Contractor from the Panel of Contractors to deliver any 
Services will consist of the following steps: 

1. Need identified 

• Massey identifies a requirement or potential requirement for the provision of certain Services. 

2. Panel capability assessed 

• The Panel of Preferred Service Contractors will be assessed by Massey to determine if one or more 
of the Preferred Contractors has the appropriate skills, expertise and knowledge to carry out the 
particular Services.  

• The capability of the Preferred Contractors will be assessed based on a comparison of each 
Preferred Contractor’s skills, experience and knowledge (based on profiles provided by the 
Preferred Contractors to Massey or as updated by the Preferred Contractors from time to time), 
track record on any previous engagements with Massey, availability, contracted rates and 
confirmation that there is no conflict of interest relating to the provision of the particular Services.   

3. Selective award of work 

• Where only one Preferred Contractor has the skills, knowledge or expertise or the expected cost of 
the assignment will be less than NZ$20,000, the work may be awarded on a selective basis provided 
that the Preferred Contractor’s fee proposal for the work entailed is assessed as good value for 
money by Massey and is in accordance with rates set out in this Agreement in the Pricing Schedule 
(Schedule 4).     

• An exception applies to the AV Refresh programme of projects managed by the Massey ITS 
Interactive Technologies team, whereby projects may be allocated across the panel based on a 
successful track record of competitive award of work based ion the specific ITS Interactive 
Technologies selection criteria listed in section 6. 

• Where a Preferred Contractor is selected to submit a quotation, they will be required to confirm 
within 5 (five) Working Days of the date of Massey’s request their availability to undertake the 
particular Services.  

4. Competitive award of work 

• Where the Services can be provided by more than one Preferred Contractor or the expected cost of 
the Services will be more than NZ$20,000, a request for quotation (RFQ) process will be used to 
select a Preferred Contractor.  

• Under the RFQ process Preferred Contractors with the relevant capability will be invited to respond 
to a statement of requirements detailing their proposed approach and price to provide the 
Services.   

• The evaluation of the quotations will include consideration of each Preferred Contractor’s 
experience, expertise, track record on previous engagements, proposed approach, availability, 
price to undertake the assignment, and confirmation that there are no conflicts of interest. 

• Under the RFQ process the invited Preferred Contractors will be required to confirm within 5 (five) 
Working Days their availability to undertake the Services from the date of Massey’s invitation and 
submit a proposal within 10 (ten) Working Days of the same date.    
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5. Documentation of Award of Work 

• Once a Preferred Contractor is selected, Massey will either: 

o Issue a Purchase Order to the Preferred Contractor; or 

o A Statement of Work will be agreed with the chosen Preferred Contractor and entered into 
with Masse 

• Once a Statement of Work has been entered into by Massey and the chosen Preferred Contractor 
or a Purchase Order has been issued, Massey will notify in writing all other Preferred Contractors 
who were participants in the request for quotation of their failure to be selected for the 
particular Services. 

6. Award of Work Outside the Panel of Preferred Contractors 

• Where no Preferred Contractor is considered to have the appropriate expertise and/or at the 
discretion of Massey in accordance with clause 2.3 (Massey’s Rights) of this Agreement, Massey 
may seek quotations from other contractors who are not on the Panel. 

7. Additional Points 

• For the avoidance of doubt, requesting Preferred Contractors to submit a proposal does not oblige 
Massey to enter into a Work Order with any Preferred Contractor.   

• All Preferred Contractors invited to submit proposals will be responsible for their associated costs. 

 

6. Massey University ITS Interactive Technologies Design Guidelines 
and Processes 

 

Further to the above, ITS maintain design guidelines and processes developed in conjunction with all 
Massey stakeholders, which are specifically targeted at managing the supply and support of interactive 
technologies in the shared general teaching rooms and other ITS supported spaces. 

For more information, please refer to the Massey University ITS Interactive Technologies Guidelines for 
Massey Suppliers and Staff. 

The ITS Interactive Technologies Technical Leads and Project Managers apply these specific selection 
criteria when awarding work to a supplier: 

• Proposed solution is cost effective. 

• Proposed solution is fit for purpose. 

• Proposed solution aligns with the Interactive Technologies Guidelines for Massey Suppliers and 
Staff and specifically the Massey University ITS Interactive Technologies Design Guidelines. 

• Supplier has provided all requested information as specified in the specification of work 
checklist. 

• Supplier has proven track record of delivering to the specification of work, working 
collaboratively with Massey and other suppliers and adhering to their head agreements. 

• Supplier is available and able to fully complete all provisioning works within the specific dates 
or within the required timeframes if a specific date is not documented. 

• Supplier is capable to provide support and maintenance if required or to provide training and 
handover to Massey’s preferred external support vendor and internal support teams. 

http://www.massey.ac.nz/?g71df0743f
http://www.massey.ac.nz/?g71df0743f
http://www.massey.ac.nz/?g71df0743f
http://www.massey.ac.nz/?g71df0743f
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• If all responses are weighted equally with respect to the above criteria, then a supplier will be 
selected by Massey cognisant of the need to keep all our suppliers familiar with the current 
Massey environment and our strategic future direction.  

 

Massey University Information Technology Services (ITS) also advise that if any equipment needs to 
connect to the network that a request needs to be logged with the ITS Service in advance 

 

7. Frequently Asked Questions 
 

Q: What is Interactive Technologies? 
 
An overview of Interactive Technologies and the services provided by the ITS Interactive 
Technologies team is provided under these links: 
 
Audio visual, video conferencing, collaboration and other interactive technologies FAQs 
 
Video conferencing, Multimedia and Audio visual web page 
 
Interactive Technologies Team Site 
 
 
Q: Who do I contact if I need more information or assistance? 
 
AVC – Strategy, Finance, IT and Commercial Operations 
Procurement and Contract 
Contact: Iestyn Burke, Procurement Manager, Procurement 
Phone:  (06) 356 9099 ext. 84278 DDI: + 64 6 951 7278 
Email: i.burke@massey.ac.nz or procurement@massey.ac.nz 
 
AVC – Strategy, Finance, IT and Commercial Operations 
Information Technology Services 
Contact: Sue Tait, Interactive Technologies Manager, ITS Planning & Transformation 
Email: s.j.tait@massey.ac.nz  or service.desk@massey.ac.nz 
Phone:  (06) 356 9099 ext. 83430  DDI: + 64 6 951 6340 
 
 
Q: Can I add a new supplier to the panel? 
 
A: No you cannot add suppliers to a panel.  The panel was formed and evaluated at a point in 
time.  Adding suppliers later would not be fair to existing suppliers and is outside the original 
procurement process. 
 
Q: Do I have to use the panel? 
 
A: The panel should be the first point of contact if appropriate (i.e. your resource requirement fits 
one of the panel descriptions) however use of the panel is not mandatory in all cases.  If you 
decide not to use the panel suppliers, you must be able to clearly demonstrate why you have 

http://www.massey.ac.nz/massey/staffroom/national-shared-services/information-technology-services/video-conferencing-multimedia-and-audio-visual/video-conferencing/faqs.cfm
http://www.massey.ac.nz/massey/staffroom/national-shared-services/information-technology-services/video-conferencing-multimedia-and-audio-visual/video-conferencing-multimedia-and-audio-visual_home.cfm
http://www.massey.ac.nz/massey/staffroom/national-shared-services/information-technology-services/video-conferencing-multimedia-and-audio-visual/video-conferencing-multimedia-and-audio-visual_home.cfm
mailto:i.burke@massey.ac.nz
mailto:procurement@massey.ac.nz
mailto:s.j.tait@massey.ac.nz
mailto:service.desk@massey.ac.nz
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chosen an alternative supplier, including justifying the additional benefits this supplier will offer to 
Massey. 
 
Q: How do I engage services under the panel? 
 
A:  Engaging services under the panel will depend on the type of work required, the number of 
panel suppliers that can provide the services and the total value of the services.  Refer to the 
Award of Work Procedure to determine when the panel should be used. 
 
Q: How long does a competitive process take under the panel? 
 
A:  The length of the process will depend on a number of factors such as, the complexity of the 
requirements, the number of suppliers that are responding to the request and what level of 
review is required.  For basic low value process, it could take 1-2 weeks, but for more complex 
projects it could take up to a month or longer.  
 
Q: If I engage someone on the panel and need to extend them, how do I do this? 
 
A: If you have engaged someone from a panel and wish to extend their term or duration of work, 
please refer to the Change Management process in the Statement of Work.  
 
Q: Can I establish my own panel? 
 
No - Massey needs to consistently manage its panel arrangements.  If you have a specific need 
that does not appear to be covered by the existing panels, please contact Procurement and 
Contract to discuss further. 

 
Q: Is the approach different depending on the spend value? 
 
The approach largely remains the same.  You need to ensure the person signing has the 
appropriate financial delegation and that the templates are used.  Please contact Procurement 
and Contract to discuss further. 
 
Q: What if the panel does not suit my needs? 
 
Then the procurement policy applies.   Refer to the Procurement Methodology (by value of 
purchase).  If the services required are under $100,000 get quotes; if over $100,000 a Tenders 
Board approval is required to go to market. 
 
 
8. Templates 
 
Templates are available (upon request from the contacts listed in the FAQs) to support business 
users to use the panel, retain the integrity of the panel process, and reduce any associated risks. 
 
Failing to use the Statement of Work templates may result in the commercial obligations of both 
parties being unclear.  Massey may not have any recourse of action if the supplier doesn’t perform 
or the services are not performed to the required quality standard. 
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