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MEMORANDUM 
 

To:   Interested Graphic Designers 
From:   Brian Lowe, Chief Innovation Officer 
Date:   November 13, 2019  
Re:  Invitation to bid on the design and layout of the City’s 2019 Equity Report 
 

 
The City requests bids on the design and layout of the 2019 Equity Report. For context, the 
completed 2018 Equity Report can be found here: https://www.burlingtonvt.gov/equity.  
 
Bids are due in the to the Department of Innovation & Technology by 4:00 pm on THURSDAY, 
December 5, 2019. Design and production would occur in stages during the period from December 
2019 through late January 2020.  
 
The 2019 Equity Report is envisioned as a 12 – 15 page booklet, primarily built around visual 
representations of data related to population level indicators in the City of Burlington. This data 
will be accompanied by supplemental text and associated images. 
 
Please include a proposed design and creation of the cover in your bid. As part of your proposal, 
please discuss your proposed approach to work. Please also include references and appropriate 
samples of your work for our review. Selection of the winning bidder will be based on a 
combination of price, design ability, and value. 
 
In your bid, please provide a breakdown of costs, including per-hour costs for design and layout. 
We are again requesting a maximum, not-to-be-exceeded price for the total design and 
production job. 
 
Electronic submission is preferred. Please submit bids via email to BTVstat@burlingtonvt.gov. 
Alternatively, bids can also be mailed or delivered to The Department of Innovation & Technology, 
City Hall, 149 Church Street, Burlington, VT 05401, attention: Brian Lowe.  
 
Please contact Belan Atensaye at bantensaye@burlingtonvt.gov or 802.557.1068 if you have any 
questions.  
 
Thank you. 
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Design and Production Specifications for the 2019 City of Burlington Equity Report 
 
You would be required to provide the printer the necessary production data in a usable 
format selected in coordination with the successful print bid respondent. The Equity Report is 
envisioned as a 12-15 page booklet with visual images conceived in consultation with Equity 
Report Consultant Belan Antensaye, BTVStat Analyst Carolyn Felix, and Chief Innovation Officer 
Brian Lowe.  
 
Project Scope of Work: 

 Project management and creative design services for the production of a hard copy and 
digital version of the City of Burlington’s 2019 Equity Report; 

 Art direction, layout and design services; 
 Proofreading and editing of content, graphics, and photos provided by City of Burlington 

staff; A final proof must be sent to the Equity Report team listed above for final review and 
approval  

 A project timeline with identified milestones and deliverables; 
 As the layout of the draft report is completed, the Offeror must send an electronic copy of 

the completed pages to the project team for text editing and a final proof must be sent to the 
Chief Innovation Officer for final review and approval; 

 Deliver a digital version of the 2019 Equity Report Annual Report which is Section 508 
Assessable and compatible with City’s website (https://www.burlingtonvt.gov). 

 
The City would provide: 

 A draft template for feedback and orientation, outlining the connection between population 
level indicators and accompanying text, and images, as well as examples of the data 
visualizations (charts, graphs and infographics) desired. 

 Data visualizations in a format that can be readily transferred and laid out by the designer 
in a way consistent with the City’s goals and matching the designer’s advice. The City could 
produce the data visualizations in Excel, PowerBi, R, ArcGIS, or other mutually agreed-upon 
platforms. 

 
Proposed Schedule: 
Design and production would occur in stages during the period from December 2019 through late 
January 2020. The print respondent will need to begin production by February 1, 2020  The 
designer would — in regular consultation with Carolyn Felix, Brian Lowe, or Belan Antensaye— 
finalize any design modifications and commence layout of reports’ pages, with text and photos 
provided in weekly batches. The completed layout of 2019 Equity Report would be delivered to the 
printer by February 1, 2020. 
 
Bids are due in the Mayor’s Office by 4:00 pm on THURSDAY, December 5, 2019.  
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