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SECTION 1: INSTRUCTIONS TO DESIGNERS 

1) Introduction 
a. The Denver Public Schools Foundation is Denver Public Schools’ (DPS) fundraising partner. We 

generate resources, build relationships and champion public education to impact system-wide 
achievement and help Every Child Succeed. We believe every child deserves an excellent education. 
The DPS Foundation engages the entire community in support of our schools and our children. We 
raise money--over $14 million in 2015-16--benefitting DPS students and schools. We champion 
public education, serving as ambassadors and advocates for DPS. We build partnerships between 
the community and our schools, driving talent and resources into our classrooms.  

b. Denver Public Schools strives to be a nation-wide leader in student achievement, high school 
graduation, college preparation, and college matriculation. DPS is among the fastest growing 
urban school districts in the country, and the largest school district in Colorado, serving more than 
92,000 children in nearly 200 unique schools across the city. Enrollment has grown by more than 
20% in the past six years, while Denver’s population has remained relatively flat. More people are 
choosing DPS as a destination for educating their children. 

2) Graphic Design Needs 
a. The DPS Foundation is in need of a contracted graphic designer for various materials, including 

but not limited to an annual report, website design/optimization, brochures, marketing materials, 
event materials and more. 

b. Designers must be familiar with and have experience in designing for web, print and clothing. 
They do not necessarily need to be an expert in HTML and website maintenance, as the DPS 
Foundation already contracts a web developer, but designers should be familiar with the basics.  

3) Proposal 
a. The DPS Foundation proposes to appoint an Agency or Freelance Designer (Designer) to contract 

for ongoing work starting with a probationary period of 120 days. 
• The Designer would be responsible for the design and development of all materials including 

web and print.  

b. Interested Designers are invited to submit their proposals for the assignment, which must include 
the following, as detailed subsequently in this document:  
• A Technical Proposal 

– A portfolio or sampling of previous work representative of a variety of project types and 
client types (i.e. not all print, not all corporate clients) 

• A Financial Proposal 

c. It may be noted that: 
• The costs of preparing the proposal are not reimbursable, and the DPS Foundation is not 

bound to accept any of the proposals submitted. 

• This is an open and competitive process. 

• Proposals received after 9:00AM MST, July 19, 2017, will not be considered. 

d. Designers are required to provide professional, objective and impartial service and at all times 
hold the DPS Foundation’s interests paramount, without any consideration for future work and 
strictly avoid conflicts with other assignments or their own corporate interests. 

e. Designers have an obligation to disclose any situation of actual or potential conflict that impacts 
their capacity to serve the best interest of the DPS Foundation, or that may be reasonably 
perceived as having this effect. Failure to disclose such situations by the Designer may lead to 
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disqualification of the Designer or termination of the contract. 

f. Designers must observe the highest standards of ethics during the selection and execution of the 
contract. The DPS Foundation may reject a proposal at any stage if it is found that the Designer 
recommended for award has indulged in corrupt or fraudulent activities. 

SECTION 2: SCOPE OF WORK 

1) Types of Materials – Including but not limited to: 
a. Annual report print and web experience  

b. Marketing brochures, informational one-pagers, case studies and other organizational materials 

c. Website graphics, images and icons for optimization and potential revamp project 

d. Materials for DPS Foundation events like the annual Achieve Gala, including sponsorship 
brochures, invitations, save the dates, web and shirts 

e. Direct mail appeals and campaigns 3-5 times a year 

f. One-off materials throughout the year 

2) Other Requirements 
a. Each project will kick off with a brainstorm between the DPS Foundation, the Designer, and 

sometimes, the Printer.  
• Designer will submit a scope of work and estimate to the DPS Foundation before beginning 

work on the project. 

b. Development of materials will incorporate any changes requested by the DPS Foundation. 

c. Designer must work in conjunction with the DPS Foundation’s chosen printer, making sure designs 
fit into approved quoted vehicle. 

d. Designer must provide print-ready files to the DPS Foundation’s printer as well as be available for 
an on-site press check near the drop date. 

e. Designer must work in the DPS Foundation’s project management system, Basecamp, to exchange 
rounds of revisions/comps and track progress. 

f. Designer must supply native files, including fonts and graphics, to the DPS Foundation at the 
completion of the project. 

g. All content, coding and graphics will become the sole property of the DPS Foundation. 

SECTION 3: PROPOSAL REQUIREMENTS 

1) Technical Proposal 
a. Designers are expected to provide the Technical Proposal as specified below. Material deficiencies 

in providing the information requested may result in rejection of a proposal.  

b. The Technical Proposal shall contain the following documents: 
• Profile and Track Record of the Designer, including at least two references for current or very 

recent clients. 

• Link to portfolio of work, making sure to include any and all examples of: 
– Printed materials 

– Branding materials/design 
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– Web design 

– Other  

• Portfolio must include work from a variety of client types, including at least one nonprofit or 
community organization. 

• Details of availability and hours they can commit to the DPS Foundation. 

• A letter of indication, on letterhead of the Designer and signed by an authorized signatory, 
stating that the Designer will undertake work from the DPS Foundation, in accordance with the 
Scope of Work detailed in the RFP document and at the hourly cost submitted by the Designer 
in the financial proposal. The above undertaking submitted by the agencies would be binding 
on the Designer. 

2) Financial Proposal 
a. In preparing the Financial Proposal, Designers are expected to take into account the requirements 

and conditions outlined below. The Financial Proposal should include: 
• Hourly cost of graphic designer. 

• At least two mock project scopes with hours so the DPS Foundation can get a feel for how many 
hours certain projects might take and thus overall costs. 

• Copy of the Designer’s W-9 signed and dated in 2017. 

b. The DPS Foundation is a 501(c)(3) organization and thus exempt from paying any federal, state or 
City and County of Denver taxes. 

c. The hourly cost quoted will be firm and fixed for the duration of performance of the contract. DPS 
Foundation will not entertain any deviation from the quoted rate. 

d. The Financial Proposal shall not include any conditions attached to it and any such conditional 
Financial Proposal shall be rejected summarily. 

3) Submission of Proposals 
a. All elements of the Proposal should be compiled into one PDF document and emailed to: 

Kristina Bobrowski 
Communications & Events Specialist, DPS Foundation 
kbobrowski@dpsfoundation.org 
(720) 423-3585 

b. The Proposal should be submitted before 9:00AM MST on July 19, 2017. 

c. Any proposal received after that deadline will be automatically rejected, as well as any proposal 
not emailed as instructed above.  

4) Opening of Proposals and Selection Process 
a. Proposals will be examined by the DPS Foundation to ascertain fulfillment of eligibility criteria and 

submission of required documents. 
• While not a requirement for eligibility, we hope that the Designer would have a passion or 

interest in our work and the DPS community that would be reflected in their work. 

b. Designers that fulfill the eligibility criteria and have submitted all required documents may be 
invited to meet the DPS Foundation staff during the week of July 24, 2017, the specific date/time 
to be chosen and conveyed by the DPS Foundation. 

c. All Designers who submit a proposal will be contacted by July 24, 2017 by the DPS Foundation in 
regards as to whether their proposal will move forward or not. 
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This RFP is not an agreement and is neither an offer nor invitation by the DPS Foundation to the prospective bidders or any other person. The purpose 
of this RFP is to provide interested parties with information that may be useful to them in preparing their proposal pursuant to this RFP (the "Bid"). 
This RFP includes statements, which reflect various assumptions and assessments arrived at by the DPS Foundation in relation to the Project. Such 
assumptions, assessments and statements do not purport to contain all the information that each Bidder may require. This RFP may not be 
appropriate for all persons, and it is not possible for the DPS Foundation’s employees to consider the investment objectives, financial situation and 
particular needs of each party who reads or uses this RFP. The assumptions, assessments, statements and information contained in this RFP may not 
be complete, accurate, adequate or correct. Each bidder should, therefore, conduct its own investigations and analysis and should check the accuracy, 
adequacy, correctness, reliability and completeness of the assumptions, assessments, statements and information contained in this RFP and obtain 
independent advice from appropriate sources. 
 
The DPS Foundation may, in its absolute discretion, but without being under any obligation to do so, update, amend or supplement the information, 
assessment or assumptions contained in this RFP. 
 
The issue of this RFP does not imply that the DPS Foundation is bound to select a bidder or to appoint the selected bidder, as the case may be, for the 
Project and the DPS Foundation reserves the right to reject all or any of the bidders or bids without assigning any reason whatsoever. 
 
Further, all information/data/reports/pitches/data or other material submitted to the DPS Foundation under this RFP by the applicant shall become 
the property of the DPS Foundation. The applicant hereby agrees that they shall not have any right claim, authority whatsoever over the submitted 
information/reports/pitches/data or other material to the DPS Foundation. The applicant further agrees and undertakes that the DPS Foundation may 
use the aforesaid information/data/reports/pitches/data or other material at its sole discretion and the applicant shall not have any objection 
whatsoever in the DPS Foundation using the same. 
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