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Request for Proposals: Graphic Design 

About the Philadelphia Youth Network 
The Philadelphia Youth Network (PYN) is a solutions-builder forging together significant players to alleviate a root cause of poverty by preparing 12-24-year-olds to become productive working adults. Our work is grounded in the understanding that young people need access to both education and employment, proven factors in being prepared for a career. With a track record of increasing impact, PYN funds and brokers action with the right partners to collectively address barriers. PYN constructs systems to create change, while innovating to meet evolving needs. Together with our partners, PYN dramatically changes the trajectory of individuals’ lives by giving voice to underserved youth, and ultimately creating a pipeline for an educated, engaged workforce. For more information, visit www.pyninc.org. 

Project Overview
Objective: The Philadelphia Youth Network, seeks a graphic designer/firm to support the organization’s design needs.
Time Frame: February 2022-June 2022
Budget: Not to exceed $30,000

Potential Needs:
· Conceptualize, design, and deliver graphic-design material that may include:
· Brochures
· Fact sheets
· Email templates
· Infographic
· Invitations
· OOH and social media advertisements
· Flyer creation and updates
· Annual Report
· Update/maintain PYN brand book and color palette 
· Various other graphic and visual projects, as needed.

Proposal Content:
If you are interested in submitting a proposal to provide services, please include the following:  
1. Experience/Qualifications of the Graphic Design Professional: Provide a resume for each individual who will be assigned to provide the services and designate the individual who would have primary responsibility for overseeing the Services. Provide all relevant contact information for the primary contact person.
2. Examples of Quality of Work: For individuals assigned to perform the Services within the firm, provide a description of relevant past projects and examples of prior work and materials pertinent to providing the Services.
3. Proposed Fees/Expenses: Proposals shall clearly state all fees and expenses to be charged in the performance of all Services: a. If based on an hourly rate, provide the hourly rates to be charged for each individual who would be assigned to this engagement and a general description of how billable hours will be allocated among key personnel. In the alternative, provide a blended rate for the delivery of all Services. b. Provide an explanation if fees will be calculated on any other basis. Itemize the type of expenses (other than fees) for which your firm would seek reimbursement. c. It is anticipated that a maximum not to exceed amount will be established for these Services.
4. Reference: Provide at least one reference for whom you have recently completed a similar project 
· Client name/organization and contact information (phone and email)  
· Dates of service and brief (1-3 sentence) description of services provided

Proposal Format and Timeline:
Proposals are due January 21, 2022 should be e-mailed to rfp@pyninc.org Please use the following as a guideline to format your proposal: 
1. Cover Letter: Signed by the person or persons authorized to engage services on behalf of the company   
2. Proposal: Provide responses to the items outlined in “Proposal Content” 
3. Budget and Fees: Please provide a projected budget including the approximate hours needed to complete this work, and the hourly rate.

Contract Terms:
PYN will negotiate contract terms upon selection.  All contracts are subject to review by PYN’s legal counsel. The project will be awarded upon executing an agreement or contract, which outlines the terms, scope, budget and other necessary items.  
Ownership of Materials: 
All materials developed, produced, conceived or authored by the contractor (and contractor’s agents or subcontractors) pursuant to this RFP, and any and all modifications, whether in finished or incomplete form, shall belong exclusively to PYN at all times.  
Review Criteria and Selection Process:
Philadelphia Youth Network may, at its discretion, request interviews/presentations by or a meeting with any or all contractors, to clarify or negotiate modifications to the contractor’s proposal. However, Philadelphia Youth Network reserves the right to make an award without further discussion of the proposals submitted. Therefore, proposals should be submitted initially on the most favorable terms, from both technical and price standpoints, that the contractor can propose. Philadelphia Youth Network contemplates award of the contract to the responsive, responsible contractor whose proposal is the most advantageous to Philadelphia Youth Network, based on the highest total points and its decision is final.
After PYN has reviewed the proposals, final selection will be determined. The successful contractor will be required to enter into an agreement for professional services with Philadelphia Youth Network. Proposals will be evaluated using the following criteria:
	Criteria
	Points

	Quality and thoughtfulness of the proposal
	20 points

	Related experience of the contractor and key staff with similar work
	20 points

	References, credentials, and/or recommendations from past clients
	15 points

	Cost/Budget
	25 points

	Ability of the contractor and/or any subcontractors to provide the services requested as well as financial stability and availability 
	20 points



Award of Contract
Each respondent submitting a proposal will be notified of Philadelphia Youth Network ‘s decision.

Criteria and Selection Process
Evaluation Process An internal PYN team will evaluate proposals against a set of criteria including thoroughness of application, relevance of offerings, experience, budget, references, and capacity. Proposals that meet the minimum threshold score of 75% will be approved. If approved, PYN will negotiate Scope of Work (SOW), budget and contract terms at that time. 

Proposals will be evaluated using the criteria outlined above.

Review Process
As per the criteria and selection process above an internal team will review the proposals received and respond accordingly by February 7th, 2022.  

Notice to Contractors
All materials provided to Philadelphia Youth Network become the property of Philadelphia Youth Network and may be returned only at its sole discretion. Philadelphia Youth Network is a public entity. All proposals and any materials submitted with a proposal may be deemed public records subject to disclosure pursuant to the Public Records Act. No portion of any proposal or materials submitted therewith will be withheld from disclosure as proprietary, trade secret or confidential unless that portion is clearly marked by the contractor as such,  and  the  contractor agrees to indemnify Philadelphia Youth Network against any claim or action to compel disclosure of such portion of the proposal. Philadelphia Youth Network is not obligated to accept any proposal or to negotiate with any entity. All transactions are subject to the final approval of Philadelphia Youth Network, which reserves the right to reject any and all proposals without liability. All costs directly or indirectly related to a response to this RFP will be borne by the contractor.
The contract, if any, shall be awarded to the responsible contractor whose proposal is most advantageous to Philadelphia Youth Network, based on the evaluation criteria set forth in this RFP. Philadelphia Youth Network may at its sole discretion select the response that best fits its needs, may choose to cancel the RFP, or to not select any Contractor. A selection committee will evaluate the responses based on established criteria, including compliance with the direction herein, experience and qualifications, cost, financial position of the company, and other factors as stated in this RFP. If selected, the successful contractor will enter into a written agreement with Philadelphia Youth Network that will include service agreements and compensation agreements.
All information in this RFP should, for purposes of this RFP, be considered proprietary and confidential. Information contained in this RFP should not be shared or distributed without the expressed written consent of Philadelphia Youth Network.

Compliance with Laws 
Any Contractor must contractually agree and certify that it will comply with all applicable federal, state, and local laws and regulations. Any Contractor must contractually agree to include the non- discrimination and compliance provisions of this clause in any and all subcontracts to perform work under the agreement.
image1.png




