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Questions and Responses

1. Can we include samples of similar work we've done in the past? If so, in what format would you
like to see them? URLs? PDFs?

Yes, please include samples in PDF form.

2. Is there a preferred proposal format?

No preferred format. Be sure to address all information requested in section K.3, Evaluation Criteria.
3. What is web distribution? Is this social media graphics?

Creating assets that DCHFA will add to the existing website.

4. Is there an incumbent?

There is no incumbent. This is a new procurement.

5. Is there a preferred unit price or not to exceed amount?

No. This is a Request for Proposal. Please submit pricing based on what you believe is the proper
amount for the proposal.

6. Who should I address the welcome letter to?

Please address the letter to DCHFA

7. Offer #13 section on page one of the Supplies and Services doc pertaining to “Acknowledgment
of Amendments.” I would like clarification on what I need to do in that section of the RFP. Are
there supplemental documents that I need to receive from you to review and submit?

Section J.8 of the solicitation “Acknowledgement of Amendments” references to how the

contractors would response should the Agency issue an amendment/ Modification to the RFP. The

contractor must sign and return by the date asked. As of now, two amendment(s) have been issued.

8. Follow up with you about the Past Performance Evaluation form, is there an attachment for the
evaluation form? Please see attached Past Performance Evaluation Form.

9. What is the anticipated budget or price range for the design services?

The Agency does not disclose budget information. This solicitation is not based on the lowest
bidder, but based on the contractor’s expertise and response to the Evaluation Criteria.

10. Can you share any stats on viewing, downloading, or sharing of previous digital assets created
for DCHFA?



The Agency can not provide the requested stats.

1.

For Logos, can we assume that all will be designed off of a single unified set of brand guidelines
or would each logo represent a distinct brand within DCHFA?

Depending on the project, the logo will be designed based on brand guidelines or a distinct brand
within DCHFA.

12.

Can we assume that web distribution services, as it pertains to DCHFA’s website, simply means
creating assets that DCHFA will add to the existing website? (As opposed to including any
website design or development work in this fixed-fee bid).

This assumption is correct.

13.

14.

15.

16.

17.

18

Can we assume that we would be provided brand guidelines for all design deliverables?
DCHFA has established brand guidelines that will be provided.

Does DCHFA have a preferred printing vendor? If so, can you share that information? No,
DCHFA does not have a preferred printing vendor.

How many business days should we assume DCHFA will typically need to provide feedback /
approvals of deliverables?

Please allow a minimum of 2 weeks for feedback

How many stakeholders will be involved in the approval process, and what are their roles on the
project?

There will be 3-4 persons involved with the approval process. The 2 roles with obligatory
involvement will be the Vice President of Public Relations and the Public Relations Assoc.

What is the design work expected to be performed by the chosen vendor as it relates to the Client
Satisfaction Survey?

Client Satisfaction Survey is not needed. Section D has been amended to reflect the deletion in
this amendment.

. For the annual report, what does DCHFA anticipate the time window to be between when

content is finalized for the annual report and when the first version of the design deliverable is
expected to be completed?

Annual report is for the previous financial year. The Agency’s FY ends 9/30 annually. Contents
will be disbursed upon award to the successful contractor. Design is expected to be completed
within 30-45 days.



SECTION D.R: DELIVERABLES

The contractor shall prepare contract deliverables in electronic format as follows:

Deliverable Quantity Format Due To Whom
Date
Annual One (1) Email Each CA
Reports to CA Calendar ymccutchen@dchfa.org

Year
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