
 
 
 

CALL FOR TENDERS 
 
 

SELECTION of a communication agency to provide the graphic design, layout and printing of Caritas 
Europa’s Institutional Advocacy handbook 

 
 
Background information on Caritas Europa  
 
Caritas Europa (CE) is a network of 49 organisations in 46 European countries. It is one of the seven regions of 
Caritas Internationalis. Our vision is of a civilisation of love and justice where every human person can flourish and 
live in peace and dignity as part of one human family. Caritas Europa has a heartfelt commitment to analyse and 
fight poverty and social exclusion; and to promote true integral human development, social justice and sustainable 
social systems in Europe and throughout the world. Caritas Europa advocates for, and with, people in need in order 
to transform society into a more just and inclusive civilisation. Caritas Europa recognises the need for mutual 
learning and innovation in all we do. Caritas Europa is active in the fields of advocacy, humanitarian aid and 
institutional development. More information on us can be found here: www.caritas.eu  
 
Caritas Europa is issuing this Call for Tenders with a view to selecting a communication agency to perform 
the duties described in the Terms of Reference below.  
 
Should any problems of interpretation arise in the course of drawing up the Tender documents, interested parties 
may submit via e-mail (see the address under point 5 of the Terms of Reference) a request for further information, 
no later than five (5) calendar days before the deadline for the receipt of Tenders.  
There is no commitment on the part of Caritas Europa to accept any Tender or part thereof that is received in 
response to the Call for Tenders. Caritas Europa reserves the right to accept Tenders with non-substantial defects 
and to reject Tenders received after the deadline for receipt of Tenders, without indemnity or justification.  
Caritas Europa reserves the right to modify or cancel all or part of the Call for Tenders, should the need arise, 
without having to justify its actions and without such action conferring any right to compensation on applicants. 
Caritas Europa reserves the right to extend the deadline for receipt of the Tenders. In that case, all the applicants and 
applications will be subject to this new deadline. Tenders are not paid. No reimbursement of expenses related to the 
preparation of any Tender will be made by Caritas Europa.  
The Call for Tenders and any further information communicated to the applicant or which come to his knowledge in 
the course of the Call for Tenders and the performance of the work are confidential and are strictly dedicated to the 
purpose of the Call for Tenders.  
 
The deadline for the receipt of tenders is the 13 of July 2020, 23:59 CET.  
Caritas Europa can accept only offers not exceeding a maximum ceiling of EUR 7,000 (seven thousand 
euros) including VAT.  
 

https://www.caritas.eu/


 
 
TERMS OF REFERENCE  
 
Project: CARES II – Project financed by EC DG EMPL under EASI Programme  
Framework Partnership Agreement Reference number: VS/2017/0479  
 
• Graphic design, layout and printing of Caritas Europa Institutional Advocacy handbook. 
 

1. Introduction  
 

We define Institutional Advocacy (IA) as the effort of a Caritas Europa Member Organisation (CE MO) to establish 
a structured relationship with its national government in order to strengthen the organisation’s own sustainability.  
 
The IA handbook is a pedagogical publication based on CE MO’s experiences, best practices collected over the last 
three years, and on research on necessary steps for the professional functioning of an NGO.  
 
The graphic design and layout of the publication should contribute to its final goal and pedagogical aim.  
 
This will be the third handbook that Caritas Europa has recently produced as part of the “Fundamentals for Caritas 
Europa” series. Therefore, the graphic design and layout should be in a similar style to the two previous handbooks, 
digital versions of which are available on CE’s website: Grassroots participation handbook and Social Economy 
handbook. 
 
The IA handbook content is 38 word pages long (or 13,800 words). Additionally, it must also include up to 4 graphs 
that the selected provider must reproduce in the graphic style of the publication, and up to 15 colour images 
(provided by CE) that must be integrated into the design. Please note that the graphic design style of the two 
previous handbooks includes some illustrations and the provider would need to include similar ones on the IA 
handbook. 
 
 
 

https://www.caritas.eu/grassroots-participation-handbook/
https://www.caritas.eu/social-economy-handbook/
https://www.caritas.eu/social-economy-handbook/


 
 

2. Deliverables and timing  
 
Deliverables:  
 

• Graphic design and layout of CE’s IA handbook in A4 format, in colour. 
• InDesign source document and links of the final product 
• PDF file of the final product 
• 300 printed copies of the final product on responsibly sourced paper, of 90g for the interior pages and 150g 

for the covers, or similar. A proposal including paper and printing process with low carbon footprint will be 
considered as an advantage. 

• Deliver of the 300 printed copies at CE’s office in Brussels 
 
 
The Consultant will perform the services specified below:  

• Present at least three graphic design proposals for the cover and back-cover 
• Present at least two different graphic design proposals for the inside pages displaying at least 5 sample pages. 
• Based on the selected options from the above proposals, present the graphic design and layout of the full 

publication 
• Provide up to three rounds of feedback and corrections based of the graphic design and layout of the full 

publication 
 

 
Timing:  
 
Deliverables listed above are to be submitted to Caritas Europa with attention to Leticia Lozano, Communication 
Officer, via e-mail to llozano@caritas.eu and secretary-general@caritas.eu as follows:  
 

• First graphic design proposals for covers and interior pages by August 24, 2020. 
• Graphic design and layout of the full publication for a first round of feedback by September 7, 2020. 
• Final graphic design and layout ready for approval to go to printing September 21, 2020. 
• PDF file and InDesign source files of the final publication by September 28, 2020.  
• 300 Printed copies delivered at CE’s offices in Brussels by October 5, 2020. 

 
 

3. Meetings  
 
Virtual or physical meetings with the relevant CE staff in view of planning and approval are part of the tasks. 
The service provider is also expected to be available to deliver any ad-hoc support if needed.  
 
 

4. Required profile 
 
The service provider will have:  

• Solid and evidence-based experience in carrying out print and web production  
• Knowledge of, and preferably experience with, EU contractual requirements  
• Excellent communication skills in English  
• Ability to work under pressure and tight deadlines  
• Demonstrated experience in producing similar publication on social policy related topics 
• Previous experience working with NGOs and/or European networks 

 
 

5. Maximum budget 
 
 

mailto:llozano@caritas.eu


 
 
A maximum budget of EUR 7.000,00 (VAT included, meaning EUR 5.785,12 excluding VAT) is available in 
2020 for the above-mentioned tasks and deliverables.  
 
The intellectual property of the final and intermediate deliverables, amongst others print, web, source, 
planning and design will belong to Caritas Europa, according to the phases in production and 
payment that will be agreed with the service provider.  
 

6. Tenders 
 

The contract will be signed for tasks carried out in 2020. 
 
To be considered, please sent us: 
 

• A brief technical note reflecting your understanding of the tasks and the approach you foresee to apply 
for the production of the IA handbook 

• Draft work plan reflecting the above elements, including a timeline  
• A justification of how your experience and profile match the above requirements  
• Examples of previous, relevant assignments  
• Detailed financial offer  

 
 
Any add-ons proposed that represent added value to these Terms of Reference will be considered as 
such. 
  

7. Tender process 
 
Tenders, including the above items, are to be submitted by e-mail to Caritas Europa by the deadline of Monday, 
13 July 2020 at 23:59 CET to llozano@caritas.eu and secretary-general@caritas.eu.  
 
The tenders shall be entirely drafted in English.  
 
Please add in the subject line: “IA handbook design tender application”.  
 

8. Selection Process 
 
Caritas Europa will ponder the quality of the different elements of the received tenders, including the proposed 
fee, and decide on the most suitable candidate by 27 July 2020. Please note that only the selected candidate will 
be contacted. 


