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I. PROPOSAL 
 

Definitions   

PMI SFL  Project Management Institute South Florida Chapter 

Bidder  Any individual or business submitting a bid to the PMI SFL 

Vendor Consultant, agency or individual contracted for the proposal 

PDDs  Professional Development Days 

Introduction 

 

The following RFP is written with the purpose of outlining the terms and conditions, and 

rules of business that will apply to the graphic design statement of work requested for 

the PMI SFL PDD 2010.  The graphic design consultant will design the theme concept 

and graphic art to be used in several PDD materials for the seminar’s promotion, 

advertising, web site and seminar itself.  The proposal will be prepared and submitted 

by consultants directly to the PMI SFL Materials Lead.  

It is expected that once this document is delivered to potential consultants, PMI SFL will 

allow a period of no more than 14 working days to receive formal and update service 

proposals that will satisfy and comply with the requirements established for the Project.  

Background  

PMI South Florida Chapter 

Project Management Institute (PMI) is a Not-for-Profit Professional Association 

founded in 1969 by working project managers and currently is composed by 420,000 

members and credential holders (with Project Management Professional -PMP- as the 

most recognized of those credentials). PMI’s primary goal is to advance the practice, 

science and profession of project management throughout the world in a conscientious 

and proactive manner so that organizations everywhere will embrace, value and utilize 

project management and then attribute their successes to it. 
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We are only one of over 270 Chapters serving Project Management Institute (PMI) 

members and communities in more than 70 countries around the world. These local 

communities help spread awareness of the Project Management profession and PMI by 

reaching out to local governments and organizations, hosting events or seminars for 

local practitioners and providing opportunities to learn, network and earn Professional 

Development Units (PDUs) toward maintaining credentials.  

Professional Development Days - PDD 2010 

Every year the PMI SFL holds a professional development event to provide project 

management practitioners with the opportunity to acquire/refine their knowledge and 

skills by attending sessions delivered by recognized speakers in our industry and 

network with project management colleagues. 

Proposal  

The PMI SFL is accepting proposals from graphic designers and marketing agencies to 

develop graphical designs to be used in event marketing materials to include a banner 

and theme concept to be used by PMI PDD Project Team members for brochures, 

flyers, booklets, banners and emails for promotion of the event.  

PMI SFL is seeking an agency that will bring full graphic design assistance to embrace 

the Seminar’s core theme: “Think Outside the Project:” with additional catch phrases 

“Innovate, Integrate, Initiate” and “Innovate, Collaborate, Motivate”. 

The PMI SFL will provide the agency with past seminar content as reference materials 

only. The PMI SFL will review all the information to ensure accuracy including but not 

limited to target audiences, tone and message.  The information and content will be 

given to the vendor in doc or pdf formats, or any other editing working format agreed 

between both parties. The vendor will need to use a format which will allow PMI SFL 

staff to use in multiple media to include but limited to print, web-based, and email. 

Pricing should exclude printing of all documents.  
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II. REQUIREMENTS 

Deliverables 

A. Graphical banner that can be resized for both print and web in its original format, 

preferably Photoshop (6.0 or above) as well as JPEG and TIFF. 

B. Flyer design that is editable in its original format, preferably Photoshop (6.0 or 

above) and Publisher or Word. 

C. A Seminar Booklet design that is editable that will include the design for a Cover 

Page framing for inside pages in its original format preferably Photoshop (6.0 or 

above) and Publisher or Word. 

General Requirements 

D. Bidder(s) must bid on all of the graphic designs which are the subject of this 

RFP. The PMI SFL reserves the right to award the bid to the contractor that is in 

the PMI SFL’s best interest. 

 

E. PMI SFL reserves the right to reject any and all proposals received as a result of 

this RFP. If a proposal is selected, it will be the most advantageous regarding 

price, quality of service, the Vendor’s qualifications and capabilities to provide the 

specified service, and other factors which PMI SFL may consider in the selection 

criteria process.  

 

F. The PMI SFL reserves the right to reject any or all bids, to waive or not waive 

informalities or irregularities in bids or bidding procedures, and to accept or 

further negotiate cost, terms, or conditions of any bid determined by the PMI SFL 

to be in the best interests of the PMI SFL even though not the lowest bid. 

 

G. In the event it becomes necessary to revise any part of the RFP, the entire 

proposal document with any amendments should be returned with addendum 

provided. Deadline for submission of the RFP’s may be adjusted to allow for 

revisions. To be considered, the original proposal and one copy must be sent 

to the PMI SFL Seminar Materials Lead on or before the date and time specified. 
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H. The envelopes including the original proposal and one copy will be labeled as:  

 

PMI South Florida Chapter 
Professional Development Day 2010 
“Think Outside the Project: Innovate, Integrate, Implement” 
 

I. The envelopes including the original proposal and one copy  will be sent to the 

following addressee and address: 

Hector A. Rodriguez-  
PDD2010 Seminar’s Material Lead 
PMI South Florida Chapter 

 
250 NE 25th Street Apt 1409 
Miami, Fl, 33137 

 

J. Proposals should be prepared simply and economically providing a 

straightforward, concise description of the vendor’s ability to meet the 

requirements of the RFP. 

 

K. Proposals must be structured in the following framework on computer type (8.5 x 

11) pages, double-spaced, 12 point or larger. If proposals do not adhere to all 

specifications established, they may not be reviewed and may not be eligible for 

consideration for funding. 

Technical Requirements 

These core requirements will be part of the work to do once the business is awarded. 

More details and specific content will be discussed with the winner. Initially the purpose 

of the proposal must include the development of the promotion theme design based on 

the event theme of:  

“Think Outside the Project:” with additional catch phrases “Innovate, Integrate, 

Initiate” and “Innovate, Collaborate, Motivate”. 

Considering and embracing the Projects Management Institute’s purpose and mission. 

We invite all bidders to review the www.pmi.org and http://www.southfloridapmi.org to 

have a grasp of what this organization intends to project.  

http://www.pmi.org/
http://www.southfloridapmi.org/
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The following requirements will be developed and presented as a design proposal to the 

PDD 2010 team. The Vendor will provide the team with an initial design proposal for the 

theme, this theme design will be used for several other applications and materials, 

along with content and information related to the seminar (supplied by the PMI SFL) and 

must be editable by the PDD 2010 Team for the promotional material.  

The theme design most go through an approval process, initial proposals will be made 

to the team, and if further changes are necessary, the Vendor will commit to adapt to 

new requests. Some of the details and promotion materials specifications and 

requirements include:  
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Theme Design / Event Banner - 
and General Specifications 

Theme : Professional Development Days 2010 

“Think Outside the Project:” with additional catch 

phrases “Innovate, Integrate, Initiate” and 

“Innovate, Collaborate, Motivate”. 

 
Figures/ Colors: Color need to be fresh, active, 
dynamic and representing thinking outside of the 
box concept.  
 
 
Banner: the Vendor will develop a banner design for 
the Event based on the theme stated above. The 
banner should embrace the thinking outside of the 
box concept.  The banner should include Technical 
and Project Management related design.  
 
The Banner will be placed in many of the promo and 
event materials, including the website for the event, 
bags, and folders.  
 
The banner needs to be ready for printing in black & 
white and color design especially for bags and 
folders.  
 
The banner format should be prepared in Acrobat 
pdf, gif and jpg.  
 
Resolution: the banner and any design will be 
developed at minimum 300 dpi resolution or higher, 
the size for the materials will go from thumbnail on 
website to hanging poster of 70”x30”, so the quality 
of resolution needs to be excellent.  
 
Files: the files will be delivered to the PMI as 
Acrobat pdf, jpg, pub formats, with the ability to 
modify in Publisher and Photoshop programs. Any 
other format can be arrangement between PMI SFL 
and Vendor.  
 
Text and Font: The design of the font should be 
fresh and light in order to provide a comfortable and 
readable look of the graphics.  It should be easily 
readable at small size such as a wallet sized 
Agenda.  
 
 

Flyer Design  
Flyers design for schools, dinners and promotion, on 
an 8 ½ x 11 page will be developed. The flyers will 
include again the banner and theme design.  The 
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theme design will allow PDD 2010 Team to edit the 
theme to add content. 
 
Additional content related to seminar will be 
provided by PMI SFL.  
 
Formats: pdf, jpg, pub 
 

Booklet Cover and Inside 
Framing Design 

The Booklet cover page, header, footer, framing will 
need to be developed. Booklet size will be page 
8.5”x11”. The theme design will allow PDD 2010 
Team to edit so that content can be added to create 
a professional booklet. 
 

Vendor Information 
The proposal shall include the following information from the vendor: 

A. Program Abstract of the proposal, key elements over services provided in the 

past, implementation plans and organization capability. 

  

B. Need to complete the Attachment A information 

 

C. Review General Requirements and the Terms and Conditions sections and 

concur that these provisions will be met. 

  

D. Review the Contract Provisions and concur that these provisions will be met 

 

E. Provide a list of references of current customers, including names and phone 

numbers 

 

F. Provide a pricing structure and a Signature Page (Attachment B) completed and 

signed by an authorized official of the company.  

III. Terms and Conditions 
  

The PMI South Florida reserves the right to reject any and all proposals received as a 

result of this RFP. If a proposal is selected it will be the most advantageous regarding 

price, quality of service, qualifications and capabilities to provide the requested service. 

PMI SLF does not intend to award a Bid fully on the basis of any response made to the 
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proposal; the PMI SFL reserves the right to consider proposals for modifications at any 

time before a Bid would be awarded, and negotiations would be undertaken with that 

Vendor whose proposal is deemed to best meet the PMI SFL’s specifications and 

needs.  

Evaluation Criteria 

 Proposal completeness, with requested functional documentation which 

demonstrates ability to provide requested services 

 Previous work and experience presenting similar design and graphics materials 

 Rates/pricing structure 

 

Timeline 

 RFP process Opens, applications made available 2 Weeks  

o October 25th-November 8th 

 Deadline for Receipt of Proposals - 14 days after sending out.  

o November 8th 

 Initial Round Selection Interviews – 1 weeks after 

o November 16th  

 Final Round Presentation & Selections within 1 weeks 

o November 23rd  

 Presentation to the PMI SFL PDD2010 Members 

o December 1st 

 To be completed by December 1st 2009 

 

Invoicing 

Detailed reports will be required with submittal of invoices. Invoicing and schedule of 

payment will be negotiated with selected vendors 

Contact Information  

Any question can be discuss with contact Seminar Material Lead 

Hector A. Rodriguez  

phone: 305 5889665 

email: hector.rodriguez@southfloridapmi.org  
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ATTACHMENT A   VENDOR PROFILE 

 

Please complete this information and attach to proposal 
 
VENDOR NAME: 
 
VENDOR ADDRESS: 
 
TELEPHONE NUMBER:  
 
CONTACT PERSON: 
 
EMAIL ADDRESS: 
 
SIGNATURE  
 
CHECK ONE 
Partnership ______ 
 
Federal Tax ID # Non Profit Corp. ______ 
 
Profit Corp. ______ 
 
Other __________________ 
 
The above individual is authorized to sign on behalf of company submitting proposal. 
 
Proposals must be signed by an official authorized to bind the provider to its provisions 
for at least a period of 90 days. 
 
Business Information 
 
YEARS IN BUSINESS: ____________ 
 
 
BRIEF HISTORY OF BUSINESS: 
 
(Please attach current financial statement) 
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ATTACHMENT B   PRICING STRUCTURE 
 

Please complete this information and attach to proposal 
 
Price Per item 
 

1. Development of banner (pdf) 
 

2. Development of booklet design for Cover Page and Inside Framing  
 

a. Cover 
b. Odd  
c. Even 

 

3. Flyer design 
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ATTACHMENT C 
 

Banner for PDD 2008 
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Cover Design of seminar booklet used for PDD 2009 
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Page Design of seminar booklet used for PDD 2009 

 
Page Design of seminar booklet used for PDD 2009 
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Flyer Design used for PDD 2008
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Flyer Design used for PDD 2009 


