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Scope of Services 
 

A. Background 
 
The Department of Cultural Affairs (CUA) develops cultural excellence, diversity and participation 
throughout Miami-Dade County by strategically creating and promoting opportunities for artists 
and cultural organizations, and the residents and visitors who are their audiences.  The 
department creates, publishes, promotes, and disseminates information about the cultural 
excellence of artistic offerings to increase accessibility and attendance, and develops and 
coordinates arts education and outreach programs.  The Contractor will be required to provide 
media and public relations services to support CUA, as requested by CUA during the term of this 
agreement. 
 
B. Facilities 

 
CUA manages, programs, and operates facilities dedicated to presenting and supporting 
excellence and diversity in the arts for the entire community.  The following facilities are currently 
under the CUA’s purview: 
 

1) The African Heritage Cultural Arts Center (AHCAC) – 6161 NW 22nd Avenue, Miami, 
FL 33142 
This center has a 28-year history of providing instruction in the arts in all artistic 
disciplines to youth through after school, school break academies, and summer school 
programs.  Its work continues to develop the next generation of artists and arts 
supporters.  In addition, the AHCAC serves as an incubator for supporting and 
developing the work of African-American arts groups and artists through its black-box 
theater, rehearsal spaces and art gallery. The AHCAC also serves as a welcoming 
place to the surrounding community, hosting evening classes and civic meetings. 

 
2) The Joseph Caleb Auditorium - 5400 NW 22nd Avenue, Miami, FL 33142 

The Joseph Caleb Auditorium is a 962-seat theater that has been the gathering place 
in the Liberty City community for the performing arts for more than 36 years. The 
Auditorium has featured concerts, community forums, movie screenings and 
productions by community arts organizations throughout the year. 

 
3) The Miami-Dade County Auditorium (MDCA) - 2901 West Flagler Street, Miami, FL 

33135 
The MDCA offers two dynamic presentation styles: a 2,372-seat theater that can host 
major dance, theater and music performances; and a 250-seat “On Stage Black Box” 
theater in which both the audience and performers share the stage of the Auditorium 
which is adapted into an innovative studio theater for more intimate and often, cutting 
edge shows.  Since the theater opened its doors in 1951, it has served as the center 
for showcasing the diversity of our cultural life and most recently, as a hub for 
celebrating the Hispanic arts community.  CUA has launched a program to establish 
co-presenting partnerships with non-profit cultural organizations that can present 
performances on the main stage and in the black box configuration and begin to 
establish an artistic reputation for the theater which will encourage more use and 
presentations of higher artistic quality. Partner organizations include Fundarte, the 
Rhythm Foundation, Tigertail, the Performing Arts Series presented by Miami Dade 
College and Teatro Avante. This program also has the benefit of helping to develop 
Hispanic audiences for some of our community’s premiere cultural organizations. 
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4) The South Miami-Dade Cultural Arts Center - 10950 SW 211th Street, Cutler Bay, FL 

33189 
The South Miami-Dade Cultural Arts Center is a multidisciplinary arts center designed 
to showcase the performing arts.  The Center’s 961-seat state-of-the-art Theater 
Building includes a fly tower, orchestra pit, front of house spaces (box office, lobby, 
restrooms, concessions, etc.), back of house support spaces (dressing rooms, storage 
and work areas, administrative offices, etc.) and a multi-purpose rehearsal space.  The 
separate Activities Building of the Center houses an informal performance space, and 
smaller multi-purpose spaces for lectures, classes, or community gatherings. The 
Center’s two buildings are joined by an outdoor promenade leading to a gently-sloping 
lawn for outdoor concerts and festivals along the Black Creek Canal. 
 

C. Education, Outreach and Access Programs 
 

CUA’s arts education, outreach and access programs reflect CUA’s commitment to expand 
opportunities for children and families, as well as create increased access and opportunities for 
residents and visitors to participate fully in the arts.  Arts Education, outreach and access services 
and programs currently provided by CUA include: 

 
1) All Kids Included – Accessible Arts Experiences for Kids (AKI) 

AKI promotes inclusive arts and cultural programs in school settings and throughout 
the community so that kids of all abilities and their families can participate fully in the 
arts. 

 
2) Culture Shock Miami 

Culture Shock Miami provides $5 tickets for high school and college students ages 13-
22 to attend cultural activities presented by the community’s top performing and visual 
arts organizations, representing the broadest diversity of Miami’s artistic offerings. 
Since its inaugural season in 2006-07, Culture Shock Miami has served the student 
community with a diverse mix of cultural offerings. 

 
3) After School and Camp Programs 

CUA provides grant support to community based organizations to invest in and 
strengthen cultural organizations that provide youth arts programs for children and 
families, and to increase opportunities for kids to engage in direct, high quality, live 
arts experiences as a part of their overall education. 

 
4) Golden Ticket Arts Guide 

The Golden Ticket Arts Guide features free cultural offerings for Miami-Dade County 
senior residents, ages 62 and over. 

 
D. Tasks 
 
Examples of the media and public relations tasks required by CUA are listed below.  The vendor 
will be required to perform any and all these tasks, as indicated in the Work Order. 
 

1) Develop a strategic public relations plan that includes media relations, community 
outreach, a communications strategy, a web, email and social media strategy, and 
timeline for implementation. 
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2) Develop media lists. 
 
3) Research, write and distribute press releases to targeted media outlets. 
 
4) Recommend public relations and publicity efforts to supplement paid advertising, 

including cooperative advertising partnerships. 
 
5) Develop a media kit. 
 
6) Develop speeches/talking points as directed. 
 
7) Fulfill media requests as directed. 
 
8) Coordinate and manage press conferences, media tours and special events. 
 
9) Pitch stories to targeted media audience. 
 
10) Provide creative ideas for unique partnerships to leverage resources. 
 
11) Provide monthly press clippings report. 
 
12) Provide media training for County spokespersons. 
 
13) Assist County staff with the implementation and promotion of special community 

outreach and/or promotional projects and events in collaboration with local cultural 
partners. 

 
14) Create various outreach programs that target specific demographics based on 

program needs. 
 
15) Collaborate with local colleges and universities to increase awareness of Culture 

Shock Miami within this targeted demographic group via orientation sessions, on-
campus student activities, and college publications. 

 
16) Provide Culture Shock Miami (CSM) ambassadors (i.e. trained college students) to 

represent the program at cultural and community outreach events throughout Miami-
Dade County. 

 
17) Assist with crisis communications support as needed. 
 
18) Develop measurements to gauge campaign results and provide reports as requested. 
 
19) Provide all other related services necessary to fulfill CUA’s media and public relations 

needs. 
 

E. Work Order Process 
 

Work Orders will be issued by CUA for all work to be performed under this agreement. 
 

1) When a need arises, CUA will develop a Work Order which will provide the Contractor 
with specific project information, such as, objectives, specifications, anticipated 
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deliverables, desired outcomes and timelines. 
 

2) Multiple Work Orders may be issued simultaneously, as required by CUA. 
 
3) The Contractor will issue a Quote for each Work Order issued by CUA.  The Hourly 

Rates established in Appendix B Price Schedule shall be the basis of the Contractor’s 
Quote, and the established Hourly Rates shall not be exceeded.  The County may 
accept the Contractor’s Quote as issued, enter into negotiations with the Contractor to 
obtain a lower price, or reject the Contractor’s Quote.  Upon rejection of a Contractor’s 
Quote, the County may modify or cancel the Work Order. 

 
4) Upon cancellation of a Work Order, the County may obtain the services through a 

separate solicitation.  The Contractor shall not have any claim, financial or otherwise, 
against the County, as a result of the CUA modifying or canceling a Work Order. 
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