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16 July 2012

REQUEST FOR PROPOSALS: ANNUAL REPORT DESIGN

Each year, the Internet Corporation for Assigned Names and Numbers (ICANN) publishes its Annual Report, which highlights the organization’s achievements and financial statements for the fiscal year. The past two years, the Annual Report has been published online as a PDF only. No hard copies have been printed for distribution since 2009 and there is no budget to produce printed copies this year. The Annual Report will be translated into Arabic, Chinese, French, Russian and Spanish; however please note that translation services are not part of this request for proposal.

ICANN is seeking the services of one or more graphic design firm(s) to propose design concepts and provide layout, desktop publishing and final design of the Annual Report for fiscal year 2011-2012.
The requirements in this document are subject to change.

Background

The Internet Corporation for Assigned Names and Numbers (ICANN) was established in 1998 as a not-for-profit, public benefit corporation organized under the laws of the State of California. ICANN has two primary functions: (1) to coordinate, at the top level, the global Internet’s systems of unique identifiers (names, numbers and protocol parameters) and (2) to operate as the private sector-led, multistakeholder organization responsible for bottom-up policy development reasonably and appropriately related to these technical functions. ICANN is dedicated to keeping the Internet secure, stable and interoperable. 

ICANN is governed by an internationally diverse Board of Directors overseeing its policy development process. ICANN’s President and Chief Executive Officer directs an international staff, working from four continents, who are dedicated to ensuring that ICANN meets its operational commitment to the Internet community.
As manager of Internet names and addresses, ICANN will continue to support and encourage

broad representation from industry, governments, registries, registrars, commercial users, noncommercial users, and individual Internet users into its policy-making processes. This

multistakeholder model, allows issues to develop from the “bottom-up” and resolve through

consensus.
This project will be managed out of ICANN’s Los Angeles office.
Scope of Services and Deliverables

· Provide consultation, brainstorming and research services related to the design concept.

· Develop timeline and project plan for all deliverables.

· Provide three initial design concepts (including a cover and one spread).

· Provide layout, desktop publishing and final design of the Annual Report in English and incorporate completed PDF of audited financial statements within the report. Completed design of Annual Report should be submitted in the format in which it was created and as a PDF by or before 15 December 2012. We are open to proposals offering alternative online formats such as those for tablet computers.

Anticipated Schedule

· Monday, 16 July 2012: RFP issued

· Monday, 6 August 2012: Proposals due by UTC 23:00 (4 p.m. Pacific Standard Time)

· Friday, 10 August 2012: Successful Bidder Notified

· Wednesday, 15 August 2012: Contract Signed

· Wednesday, 22 August 2012: Contractor presents three design directions and timeline for production
Submission Requirements

Proposals are due at UTC 23:00 (4 p.m. Pacific Standard Time) on Monday, 6 August 2012. Proposals must be submitted via email, to lynn.lipinski@icann.org. Hard copies will not be accepted.

Proposals should be sent via email by and shall include the following sections: 

1. Organizational Overview 

2. Project Understanding/Scope 

3. Staffing
4. Budget and Fees 

5. References 

1. Organizational Overview 

a. Provide a firm profile indicating length of time the firm has been in operation and describe the firm's core competencies. 

b. Provide a brief history of the firm. Include the firm's mission statement and values, if applicable. 

c. Provide the firm's organizational structure, together with the number of full-time, part-time and contract employees. List any contractors or third-parties which will be potentially involved in providing services. 

2. Project Understanding/Scope 

a. Demonstrate an understanding of the project. Provide a project approach and detailed scope of services, including anticipated work tasks and deliverables. 
3. Staffing 

a. Outline the team of people who will be involved on a day-to-day basis. 

b. Describe each person’s role. Provide a biography for key individuals, including tenure with the company. 

4. Budget and Fees 

a. Include the firm's proposed budget and fees. 

5. References 

a. Provide three references of the firm’s clients, either current or within the past two years. Please include the company name, address, phone number and contact name for each reference. 

b. Statement of experience detailing a minimum of three recent, relevant projects in similar conditions. 
Budget

Project budget should not exceed US$12,000 for design, layout and stock photography.
Selection Criteria 

It is the intent to select directly from information gained from the review of submitted proposals. However, we reserve the right to call references provided and to require phone or personal interviews with a short list of firms. The following criteria will be used in evaluating submittals. The list is not shown in any prioritized order: 

· Firm qualifications and staff experience
· Portfolio of similar past work 

· Understanding of the project as demonstrated through project activities and timeline 

· Budget 

Contact Information

Lynn Lipinski

Publications Manager

Internet Corporation for Assigned Names and Numbers

12025 Waterfront Drive, Suite 300

Los Angeles, CA 90094

(310) 301-5805

lynn.lipinski@icann.org
http://www.icann.org
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