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Request for Applicants 

Design Services 

I. Purpose 

The Social Policy Institute (SPI) is seeking qualified independent consultants to comprise 
a talent pool that will provide SPI with on-call graphic design, instructional design, and 
web design services during the 2017-2018 fiscal year, with the possibility of further 
extensions at SPI’s discretion.   The primary aim of the talent pool is to have a balanced 
number of ready-to-hire candidates for graphic design, web design, and instructional 
design projects, who can be contracted at a short notice to complete a project based on 
skill set and availability. The applicants selected will be issued on-call retainer contracts.  
SPI may issue contracts to multiple service providers. 

II. Program Overview  

The Social Policy Institute is an affiliate of the School of Social Work at San Diego State 
University. We provide organization/program development and evaluation, research, 
facilitation, and professional development, among other services. Our staff brings 
expertise in health, behavioral health, child welfare prevention, and aging.  We promote 
the well-being of individuals, families, and communities across the state of California by 
partnering with public agencies, the State, and other community-based stakeholders. 

Building upon the history of leadership, innovation and success, as well as the diversity 
of cultures and populations that make up the vibrant San Diego communities, SPI seeks 
to become the voice, infrastructure and resource for well-being. SPI complements 
already existing efforts to improve wellbeing as well as align, facilitate and support 
future initiatives. Our belief is that community members should have access to the 
services, supports and resources necessary to actively participate, experience a sense of 
belonging and have opportunities to achieve their aspirations.  

III. Background 

SPI seeks graphic designers, instructional designers, and web designers who can 
represent the work we do through compelling visuals.  Consultants will develop program 
and organization-wide collateral with a consistent look and feel.  Designers should have 
a broad range of design skills, with particular expertise in the areas of: 

• Print Publications 
• Infographics 
• Marketing Collateral (e.g. fact sheets, brochures) 
• Interactive Digital Publications 
• Curriculum Materials 
• eLearning 



IV.  Scope of Work and Deliverables 

Project 

SPI is interested in entering into a service agreement with qualified contractors to 
provide support for designing print and online collateral and eLearning from beginning to 
end, as well as ongoing requests for enhancements to existing collateral.  Requests for 
items may include, but are not limited to: 

• Annual reports 
• Fact sheets 
• Color brochures 
• Power Point templates 
• Email templates 
• Word templates 
• Website GIFs 
• Customized eLearning interactions 
• Infographics and social media art 

Consultants must be willing and capable of providing both working and final files upon 
request. 

Deliverables will be defined prior to the start of each project and agreed to in writing by 
both parties. 

Amount and Invoicing 

The amount of the consultant agreement will be based on the estimated number of 
hours for the duration of the contract at the agreed upon hourly rate. It is important to 
note that issuance of a contract is not a guarantee of payment.  All payments will be 
issued for actual services rendered not to exceed the total contracted amount. 

The selected consultants will be willing to work on a time basis, on a fixed hourly rate, 
billed to the nearest 15-minute interval, with no minimum time per task. All invoices 
should be submitted to SPI no later than 30 days after the service has been completed.  

Duration of Consultancy 

The consultant will be procured for an initial period, lasting through June 30, 2018.  The 
contract may be extended in one-year increments, at the discretion of SPI, based on 
need, performance, and funding availability. 

V. Project Team and Location of Work 

The consultant will primarily work with the Learning Design and Evaluation Team 
(LEDET) at SPI, but may work with staff members in other departments.   



The majority of development work will occur remotely, however, some on-site work/
meetings may be required, at SPI’s discretion. There will be no reimbursement for 
travel-related expenses. 

VI. Preferred Qualifications 

• 3 years in graphic design, web design, or instructional design, across a variety of 
mediums 

• Ability to design for print and digital 
• Ability to respond to tight deadlines 
• Ability to incorporate feedback and work with SPI to develop an exceptional final 

product 
• Willing to follow established brand guidelines 
• Ability to work with printers (as necessary) to ensure success of final product 
• Experience working with nonprofits 
• Ability to create PC compliant artwork and fonts 
• For instructional designers, ability to use content authoring tools such as 

Articulate, Captivate, Lectora, and ability to create SCORM packages 

VII. Evaluation of Applications 

Process 

The selection process, including interviews, will occurring from August 2017 through 
October 2017. 

Applications will be evaluated using the combine scoring mechanism 50% for the 
technical – 40 % for the financial, 10% for the interview.  

Evaluation Team: 
• Angelica Oberleithner, IHSSTA Program Manager 
• Laine Alexandra, Strategies 2.0 Program Director 
• Lori Clarke, IHSSTA Program Director 
• Nicole Mendoza, Learning Design Manager 

August 25, 2017 RFA release date

September 15, 2017
Applications due at 5 p.m. PDT to 

Nicole.mendoza@sdsu.edu

September 25, 2017
Select applicants invited for interview and 

performance task

October 20, 2017 Applicants notified of the RFA selection

November 1, 2017 Contract start date



• Tessa Cross, Finance Manager 

VII.1 Technical Evaluation 

All applicants are required to submit 8-15 examples of visual work from their latest portfolio.   
Additionally, select applicants will receive a sample of SPI program materials to review and redesign. 

Applicants will be evaluated on the following criteria: 

• Use of compelling imagery 
• Graphics (consistent style throughout; creativity) 
• Typography (appropriate for content, legibility, kerning, spacing, contemporary appeal) 
• Layout (appropriate use of white space, alignment, one dominant element per spread) 
• Color (available color well used, complements content) 

Additionally, for eLearning samples: 
• Interactivity 
• Visual impact and aesthetical appeal 
• Technical functions (effective navigation and intuitive layout) 

VI.3 Financial evaluation  

For the financial evaluation applicants must submit the following 

• Maximum daily rate (per designer if applying as a company) 

• Alterations hourly rate (per designer if applying as a company) 

The final decision will attempt to balance the estimated cost with the candidate’s quality, 
creativity, and ability to handle the diverse needs of SPI.   

VI.3 Interview  

SPI will schedule interviews as needed with select applicants the week of September 25, 
2017. The day and time of interviews will be determined by the Evaluation Committee.  
During the interview, applicants will be asked about workflow, timing of turnaround, and 
overall design process. Selected applicants will be advised via email to schedule the 
interview and provided additional information for preparation. 

VI.4 Performance Task 

Select applicants will receive a sample of SPI program materials to review and redesign, 
as appropriate to their design specialty. 

VII. Submission Information 

Interested applicants should submit the following: 
• Cover letter 
• Resume 
• 3 client references 
• Portfolio samples 



• Financial proposal 

All applications are due by Friday, September 15, 2017 at 5:00pm to 
Nicole.mendoza@sdsu.edu, Subject:  SPI Design Services (Indicate Type of Design). 

QUESTIONS/INFO  

Please send all questions to Nicole Mendoza, Learning Design Manager 
(Nicole.mendoza@sdsu.edu).  

mailto:Nicole.mendoza@sdsu.edu
mailto:Nicole.mendoza@sdsu.edu

