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The opportunity  
 
The NSW Branch of the Australian Labor Party (“NSW Labor”) has an extensive history and traditions dating 
back over 125 years. The Party Office, based in Sydney, is responsible for the administration of the Party, its 
membership and coordinating campaigns within the State during election periods.  
 
We are seeking to engage a graphic designer who can combine an understanding of the particular needs of 
the organisation during both election and non-election periods with the technical understanding and 
creativity to assist NSW Labor to produce targeted and effective publications, often with rapid turnaround 
or tight deadlines. Particular assistance will be required in the lead up and period of the Party’s Annual 
State Conference to be held in late July, including on-site presence. 
 
Prior knowledge and understanding of the Australian Labor Party (NSW Branch) and its various 
stakeholders, experience in designing material for a variety of audiences and tasks, graphic design skills and 
experience in developing infographics is essential. An ability to work in partnership with a print, mail and 
distribution company is preferred.  

1.1 Conditions of Tender - Summary 

• Seeking a graphic designer to design and produce a range of materials for publication  
• 12-month, fixed price contract (including GST), to be paid monthly 
• Immediate start  
• Close Date & Time: 23 June 2017 at 10:00am, by email at tenders@nswlabor.org.au 

Individual (if sole trader) or Project Leader (if a company) must have graphic design qualifications with a 
minimum of five (5) years industry experience. 

1.2 Tender specifications and NSW Labor objectives  

NSW Labor is seeking an experienced graphic designer to provide design and production services to the 
Party Office based in Haymarket, Sydney for a 12-month period. Output would include a range of different 
materials for publication related to the Party’s key objectives around political campaigning and efficient 
and effective operations.  

Specifications - output 

NSW Annual Conference Materials (end July 2017), including: 

• Conference Book (approx. 300 pages) 
• Rules Book (approx. 120 pages) 
• Platform Book (approx. 50 pages) 
• Conference Booklet 
• Fringe Guide 
• Conference Banner 
• Lectern Topper Design 
• Other Printable Material 

Party Office General: 

• New Member’s Kit 
• Chifley Program brochure  

mailto:tenders@nswlabor.org.au
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• Business Dialogue brochure 
• Country Labor Dialogue brochure 
• Special Event invitations 
• Office Letterheads 
• Administrative related documents, forms etc. 
• Materials for testing upon request 
• Membership related documents 

Campaign Related: 

• How To Vote Design 
• Materials for testing upon request 
• General Campaign Materials, including but not limited to: 

- Corflutes 
- DM Letterheads  
- Banners  
- Billboards  
- DLs 

Non-Design: 

• Provide Digital consultant services to NSW Labor Digital team upon request 
• Attend and contribute to Sydney-Based training days where relevant 
• Attend material focus groups 
• Provide assistance to Party Office when necessary i.e. HTV Ballot Draw 

1.3 Closing date and time 

Offers must be lodged by 10am Australian Eastern Standard Time on Friday, 23 June, 2017. 

1.4 Indicative timetable 

 

Indicative timetable (subject to change) 

Invitation issued Friday 16 June 2017 

Closing date for questions Tuesday 20 June, 2017 - 5 pm 

Closing date and time for tenders Friday 23 June, 2017 - 10am 

Intended completion date of shortlisting suppliers Monday 26 June, 2017 

Intended completion date for evaluation of offers Tuesday 27 June, 2017 

Intended date for formal notification of successful supplier Wednesday 28 June, 2017 

Intended contract start date Monday 3 July, 2017 
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1.5 Evaluation  
NSW Labor is not evaluating offers on the sole criterion of price. The criteria against which the supplier’s 
offer will be evaluated includes:  

a) capability and relevant experience; 

b) compliance with requirements and NSW Labor’s objectives; 

c) quality; 

d) cost and value for money; 

e) capacity to partner with a print, mail and distribution company; and 

f) knowledge and understanding of NSW Labor and its stakeholders . 

1.6 Requirements to be a conforming bid 
To be a conforming bid, the bid must: 

a) be received by the closing date and time; 

b) be received in the format and method described in this Tender; 

c) respond to all sections of the Tender document in full. 

1.7 Tender clarifications 
All clarifications or questions related to the Tender must be communicated in writing directly to the NSW 
Labor contact identified in 1.9 via the email address tenders@nswlabor.org.au.  

1.8 How offers are to be submitted  
Offers must be lodged electronically in a word or pdf document to tenders@nswlabor.org.au 

1.9 NSW Labor contact 
 

Contact person for the Request for Tender: 

Name: Julie Sibraa 

Position: Director of Governance 

 
  



Request for Tender  - Australian Labor Party (NSW Branch) – Graphic Design Services – 17/01 

Version 1 June 2017                                                                                                                                                6 
 

Schedule A – response schedule 

1 Supplier details 
 

Supplier name: Name: 

ABN: 

Names of other entities participating 
in a joint offer with the supplier: 

Insert details or “not applicable”. 

Supplier’s contact person for this 
Tender: 

Name: 

Position: 

Email address: 

Phone number: 

Postal address: 

2 Conflict of interest 
Please provide details of any possible conflict of Interest that exists or may arise in relation to the invitation 
process, or performance of the contract (if the supplier is successful). 

If there is nothing to declare, supplier must insert “Nil”. 

3 Background Information 

3.1 Tenderer Overview  

Please provide a brief description of yourself/your business and your/its overall qualifications to meet the 
requirements. Background information may include: number of years of relevant experience, rate of 
growth, size, locations, annual turnover etc.  

3.2 Differentiating factors  

Please describe what differentiates you/your business from your competitors. What is it about your/your 
business’s capabilities that you believe is unique. Please limit your response to one page.  

4 Referees 
Please provide details of two referees. Include for each referee: 

(a) Name and position; 

(b) Telephone number, email address and postal address; 
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(c) Brief description of the work performed by the supplier for the referee. 

5 Overview of bid and costs 
Please provide an overview of your bid to NSW Labor, demonstrating how the requirements of the Graphic 
Design Services Tender will be met and details of the cost of those services on monthly basis (including 
GST).  

6 Relevant experience 
Please provide some information about you/your business’s recent (and relevant) experience to 
demonstrate you/it is capable of meeting the requirements. What is your/your business’s recent track 
record in providing the same/similar goods or services? Your response should be limited to one page. 

7 Capacity and capability 
Please provide some information of your/your business’s understanding of the particular requirements 
NSW Labor might have and your/your business’s capacity to deliver that. 

8 Quality 
Please provide some examples of any recent and relevant work you/your business has done and attach 
examples to the tender response. 

9 Value for money/‘value adds’ 
Please provide any additional information as to how your tender will provide value for money or value add. 

10 Additional information  
Please provide any additional information you believe might be relevant to the Tender. Limit to one page. 

Please note NSW Labor is not required to consider this additional information when evaluating the bids. 
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Execution of Tender 
Acknowledgements and certifications 
The Tenderer: 

(a) offers to provide the services and other deliverables to the NSW Labor on the terms described in 
the supplier’s response to the Tender.  

(b) certifies that it has read, understands, and complies with all the requirements of this Tender, 
including any changes made by NSW Labor and notified to the supplier. 

(c) represents that all the information contained in the supplier’s offer is complete, accurate, up to 
date and not misleading in any way. 

(d) acknowledges that NSW Labor will rely on the information contained in the bid when deciding 
whether or not to accept the supplier’s offer and that if NSW Labor accepts the supplier’s offer, 
NSW Labor will enter into a Contract relying on that information. 

(e) acknowledges that NSW Labor may suffer damage if any of the information in the supplier’s offer is 
incomplete, inaccurate, out of date or misleading in any way. 

Authorisation 

I am/we are duly authorised to sign this Tender for and on behalf of the Tenderer. 

 

Signed by the Tenderer or 

for and on behalf of the Tenderer by  

 

…………………………………………………………. 

a person who by his/her signature duly warrants his/her authority to sign 

Name of Tenderer: 

 

Address of Tenderer: 

 

 

(Include email address. & telephone no.) 

ABN of Tenderer:

 


	Table of Contents
	The opportunity 3
	1.1 Conditions of Tender - Summary 3
	1.2 Tender specifications and NSW Labor objectives 3
	1.3 Closing date and time 4
	1.4 Indicative timetable 4
	1.5 Evaluation 5
	1.6 Requirements to be a conforming bid 5
	1.7 Tender clarifications 5
	1.8 How offers are to be submitted 5
	1.9 NSW Labor contact 5
	Schedule A – response schedule 6
	1 Supplier details 6
	2 Conflict of interest 6
	3 Background Information 6
	3.1 Tenderer Overview 6
	3.2 Differentiating factors 6
	4 Referees 6
	5 Overview of bid and costs 7
	6 Relevant experience 7
	7 Capacity and capability 7
	8 Quality 7
	9 Value for money/‘value adds’ 7
	10 Additional information 7
	Execution of Tender 8
	Acknowledgements and certifications 8
	Authorisation 8

	The opportunity
	1.1 Conditions of Tender - Summary
	1.2 Tender specifications and NSW Labor objectives
	1.3 Closing date and time
	1.4 Indicative timetable
	1.5 Evaluation
	1.6 Requirements to be a conforming bid
	1.7 Tender clarifications
	1.8 How offers are to be submitted
	1.9 NSW Labor contact
	Schedule A – response schedule
	1 Supplier details
	2 Conflict of interest
	3 Background Information
	3.1 Tenderer Overview
	3.2 Differentiating factors
	4 Referees
	5 Overview of bid and costs
	6 Relevant experience
	7 Capacity and capability
	8 Quality
	9 Value for money/‘value adds’
	10 Additional information
	Execution of Tender
	Acknowledgements and certifications
	Authorisation


