
From:
To:
Cc:
Subject: RE: FINAL - For review and approval - Evaluation Report - Graphic Design Services to support the Arts and

Disability Associated Plan [SEC=OFFICIAL:Sensitive]
Date: Friday, 7 June 2024 3:38:20 PM
Attachments:

Importance: High

OFFICIAL:Sensitive

Hi  have responded to your email below, agreeing to the final
evaluation report

I confirm that I agree recommendations 1,3, 5, and note
recommendation 6; and do not approval recommendations 2 and 4.

1. AGREE that the outcomes and recommendations in the Evaluation Report represent value for
money.

2. DO NOT APPROVE the commitment of up to $50,000 (ex GST.) for this project under s23.3 of
the Public Governance, Performance and Accountability Act 2013 (PGPA Act), covering the
period 10 June 2024 to 31 December 2024.

I cannot approve the commitment of funding until after the relevant delegate has approved
the forward commitment of funding

3. AGREE that emails notifying the outcome of the procurement can be sent to the successful
and unsuccessful Tenderers.

4. DO NOT APPROVE the offer of a draft Work Order to 2B Advertising & Design (2B)
(pending the approval of a forward commitment of funding over 2023-24 and 2024-25 by the
relevant delegate) as the preferred Tenderer to design an accessible visual identity for the Arts
and Disability Associated Plan, including Easy Read and Auslan translations as required, for
the period of 10 June 2024 to 31 December 2024. Once agreed the Work Order will be
finalised and submitted to 2B for signature, prior to departmental execution.

I am not comfortable approving the offer of a draft work order until I have committed the
funding.

5. AGREE that the Work Order, as per the terms of the RFQ (Attachment A, section 8) will
require flexibility in terms of pricing (to a total value of not more than $50,000) because the
final parameters for Associated Plan design requirements have not been finalised with the
Minister’s Office. For each required work task over the life of the Work Order, the Department
will supply 2B with a design brief, against which 2B will supply a quote for service which will
require approval by the delegated prior to proceeding.

6. NOTE that following your approval to this Report and subsequent execution of the Work Order,
the Work Order will be uploaded to myWorkplace (SAP) and to notified on AusTender.

I am comfortable that once we have Marie’s approval of the forward commitment approval, I
can APPROVE recommendations 2 and 4 via an email.

Thank you all again for your work on this and have a good weekend. 
 we can close off the Procurement process.

Warmest Regards,

Director • Access, Participation and Inclusion • Office for the Arts
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Attachment 2C (pages 25 to 33)  has been removed under section 47E(d) of the FOI ACT 1982. 
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COOPERATIVE PROCUREMENT PROGRAM – REQUEST FOR QUOTE 

Responses should address the following three requirements: 

1. Maximum of four pages: Provide examples of previous projects
completed of a similar nature for either government or non-government
clients (include links to projects if applicable). Specify your capabilities
and experience producing high quality and fit for purpose material, with
a particular focus on accessibility.

2. Maximum of two pages: Provide information about key personnel who
will work closely with the Office for the Arts on this work and include
their experience creating accessible materials and references if available.

3. Maximum of two pages: Please provide pricing estimates for the two
work task examples listed below. Estimates should provide detailed
prices against each line item and be inclusive of GST. Please use your
standard business estimate template.

Work task example 1 

Requirements: Supply an indicative quote on the design and production of a 
cohesive visual identity for the Arts and Disability Associated Plan (ADAP). This 
visual identity should include design elements that are accessible and could be 
applied across multiple communications products including, but not limited to, 
documents, infographics, promotional materials, digital and social media.   

Specifications: 

• Quantity: Please quote on providing x 3 potential concepts

• Design and client management: Please specify expected number of hours 
to complete the project and the standard hourly rates that will apply.

• Delivery: files supplied electronically in formats suitable for print and
digital applications.

Work task example 2 

Requirements: Supply an indicative quote on cover design, typesetting and 
printing of a 44 page perfect bound book. 

Specifications: 

• Quantity: x 100

• Size: A4 - 44 pages (including front and back cover)

• Perfect bound, with options for 300gsm satin matte or cello glaze cover

• 148gsm pacesetter or similar stock

• Design and client management: Please specify expected number of hours 
to complete the project and standard hourly rates that will apply.

• Delivery: to one address (Acton ACT) .

14. Payment – 
Service Charges 

Pricing quotations must be inclusive of GST. 
Please supply your hourly rates for design and client management.  
Pricing quotations can be supplied using your standard estimate template. 

15. Evaluation 
criteria 

Responses to this RFQ will be assessed based on the following Evaluation Criteria: 
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COOPERATIVE PROCUREMENT PROGRAM – REQUEST FOR QUOTE 

a) the extent to which the respondent’s offer meets the Commonwealth’s
requirement as set out in the RFQ;

b) the respondent’s proven capacity and ability to provide the requirement; and

c) the respondent’s quoted hourly rate.
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