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ENTITY: INFORMATION REGULATOR: 

TEL: 010 023 5200  
 

 

SUPPLY CHAIN MANAGEMENT SPECIFICATION 

Name of Entity Information Regulator 

Date of Specification  06 November 2025 

Closing Date  13 November 2025 

Contact Number 010 023 5200 

Venue for delivery of goods 

/services 

Woodmead North Office Park, 54 Maxwell 

Drive, Woodmead, Johannesburg, 2191 

Responses should strictly be 
via E-mail  

 scm@inforegulator.org.za 

Contact Person Phindulo Maphangula / Kerryn Mashaba / Lesego Korae 

SPECIFICATION: PROVISION OF DESIGN AND PRINTING SERVICES FOR THE 

INFORMATION REGULATOR’S MARKETING COLLATERAL 

Specification to be 

supplied 
Duration Description 

 

 
PROVISION OF 

MEDIA 

PRODUCTION 

SERVICES FOR 

THE 

INFORMATION 

REGULATOR’S 

MARKETING 

COLLATERAL FOR 

THE 2025/26 

FINANCIAL YEAR. 

 Scope of Services 

Design and printing 

 Item Description / Specification  

1. Annual 

Report (A4, 110 

pages) 

- Quantity: 200 copies - Design: Full creative design and layout 

of a 110-page A4 Annual Report, including the cover, contents, 

graphics, infographics, quotes and tables. - Printing: Full-colour 

(CMYK) throughout with UV varnish applied to the cover for a 

premium finish. - Cover: Hard cover with a smooth, durable 

finish. - Paper: Inside pages printed on high-quality gloss or 

matte art paper. - Binding: durable Perfect binding suitable 

for the page volume and format. 

 

2. Annual 

Performance 

Plan (A4, 80 

pages) 

- Quantity: 200 copies - Design: Full creative design and layout 

of a 80-page A4 Annual Report, including the cover, contents, 

graphics, infographics, quotes and tables. - Printing: Full-colour 

(CMYK) throughout with UV varnish applied to the cover for a 

premium finish. - Cover: Hard cover with a smooth, durable 

finish. - Paper: Inside pages printed on high-quality gloss or 

matte art paper. - Binding: durable Perfect binding suitable 

for the page volume and format. 

 

 
 
 

 
Adv. FDP Tlakula (Chairperson), Adv. LC Stroom (Full-time Member), 

Ms. AR Tilley (Part-time Member), Mr. MV Gwala (Part-time Member). 

Mr. M Mosala (Chief Executive Officer) 
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   3. Information 

Booklets (A5, 60 

pages) 

- Quantity: 200 copies - Design: Full design and layout of a 60- 

page A5 information booklet, including cover and internal 

illustrations or infographics. - Printing: Full-colour (CMYK) 

throughout with UV varnished hard cover. - Cover: Hard cover 

or thick laminated soft cover suitable for perfect binding. - 

Paper: Inside pages printed on gloss or matte art paper for 

professional presentation. - Binding: Perfect binding or similar 

durable binding suitable for A5 size. 

 

4. People’s 

Reports (Z-Fold, 

4 Panels) 

- Quantity: 100 copies - Design: Design and layout of a 4-panel 

Z-fold (accordion-style) People’s Report, incorporating concise 

text, infographics, and imagery. - Printing: Full-colour (CMYK) 

throughout on high-quality stock. - Finishing: UV varnish, 

scored and folded accurately. - Paper: High-quality gloss or 

matte art paper, thick enough to hold folds without cracking. 

 

 
Design only 

 Item Description / Specification  

1. PAIA Training 

Manual (Print) 

Design and layout of an 80-page A4 Training Manual on the 

Promotion of Access to Information Act (PAIA), including cover 

design, internal page layout, infographics, and consistent 

branding aligned with the Information Regulator’s corporate 

identity. 

 

2. POPIA Training 

Manual (Print) 

Design and layout of an 80-page A4 Training Manual on the 

Protection of Personal Information Act (POPIA), including 

cover design, internal layout, icons, and illustrative elements in 

line with the approved brand guidelines. 

 

3. Flyers / Service 

Posters 

Design and layout of 10 A5 flyers/service posters, each 

highlighting a specific service or programme, incorporating 

relevant imagery, text layout, and branding elements. 

 

4. Digital Posters Design of 200 digital posters optimised for social media (for 

stories and posts * portrait and square *) and web platforms, 

ensuring visual consistency, clear messaging, and adherence 

to brand colours and typography. 

 

5. Infographic 

Posters / Flyers 

Design and layout of 10 infographic-style posters or flyers 

to visually present complex information in accessible, easy-to- 

understand formats. 

 

6. Event 

Promotional Item 

Packs (x5) 

Design and layout of five (5) complete event promotional 

packs, each consisting of the following elements: 

 

a. Website 

Banner 

A banner for website homepage or event page.  

b. Stakeholder 

Invitation 

A digital invitation (email-friendly PDF or image format) for 

stakeholders and partners. 

 

c. Social Media 

Poster 

A visually engaging social media post for platforms such as 

Facebook, Instagram, LinkedIn, and X. for post and stories 

portrait and square 

 

d. Speakers 

Draw Card 

A digital speaker profile card displaying name, title, 

organisation, and photo. 
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   e. Speaker’s 

Quote Graphic 

Branded graphic template featuring speaker’s photo and a key 

quote. 

 

f. Digital Podium 

Design 

Branded overlay or backdrop design for digital podium display.  

g. YouTube 

Cover Image 

Banner design for YouTube event channel or recording cover.  

h. Event Generic 

TV Holding Screen 

A general on-screen display for TV or digital signage, showing 

event name and branding. 

 

i. Event Holding 

Slide (Moderators 

and Panelists) 

Branded slide displaying the session title, list of moderators, 

and panelists for on-screen projection during the event. 

 

7. PowerPoint 

Presentation 

Templates 

Design of a 50 pager PowerPoint presentation and 

development of a custom PowerPoint template that can be 

reused for future presentation. The design should include 

cover slide, section dividers, text and image layouts, icons, 

infographics and consistent styling. And proper configuration 

of master slides/pages 

 

  Deliverables 

The appointed service provider shall be responsible for the design, layout, proofing, 

and printing of all specified materials in accordance with the Information Regulator’s 

corporate identity and the detailed technical specifications provided. 

 
1. Design Deliverables 

The service provider shall deliver: 

• Creative design and layout for all materials listed in the specification, 

developed using Adobe Creative Cloud applications (Adobe InDesign, 

Illustrator or Photoshop and PDF). 

• A minimum of two (2) initial design concepts per item for review and 

approval prior to finalisation except digital posters. 

• Incorporation of up to three (3) rounds of revisions per item following 

feedback from the Information Regulator. 

• Submission of printers proofs resembling the final output for approval prior to 

mass production. 

• Submission of editable open design files (Adobe InDesign .indd, Illustrator 

.ai, Photoshop .psd) with all linked assets (fonts, images, graphics) upon 

completion, for institutional archiving and future adaptation. 

• All artwork must comply with professional print standards, including proper 

use of bleeds, margins, and trim marks. 

• Use of licensed stock images, icons, and graphic elements from reputable 

sources (preferably Adobe Stock or Envato elements,). 

o All stock materials must be royalty-free and legally licensed for 

commercial and print use. 

o Proof of licensing (receipts or image reference numbers) must be 

provided as part of the project documentation. 

• Where applicable, images of people must be diverse, contextually 

appropriate, and free of any usage restrictions. 

 
2. Printing Deliverables 
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  The service provider shall deliver: 

• High-quality printing of all approved materials according to the specifications, 

including size, page count, paper type, cover finish, UV varnish, and binding 

method. 

• Proof copy (hard copy sample) of each item for colour and quality approval 

before the full print run. 

• Printing and delivery of the following items: 

o 200 copies of A4 (110-page) Annual Report – Hard cover, full 

CMYK, UV varnish, perfect bound. 

o 200 copies of A4 (80-page) Annual Performance Plan – Hard 

cover, full CMYK, UV varnish, perfect bound. 

o 200 copies of A5 (60-page) Information Booklets – Hard or 

laminated soft cover, full CMYK, UV varnish, perfect bound. 

o 100 copies of 4-panel Z-Fold People’s Reports – Full CMYK, 

gloss or matte finish, UV varnish on front panel. 

• All printed materials must be professionally finished, free from defects, and 

delivered in excellent condition. 

• Packaging and secure delivery of all printed materials to the Information 

Regulator’s Woodmead office. 

 
3. Final Outputs and Handover 

Upon completion, the service provider shall provide: 

• A digital archive (on a hard drive and via secure cloud link) containing all: 

o Editable Adobe Creative Cloud design files (.indd, .ai, .psd) 

o Final print-ready CMYK PDF files 

o Fonts and linked image assets 

o Documentation confirming licensed stock images used (source and 

licence type) 

  Requirements 

Service Provider Requirements 

The service provider must demonstrate the technical capacity, relevant experience, and 

creative capability to undertake the design, layout, and printing of high-quality corporate 

publications and promotional materials for the Information Regulator. 

The service provider shall meet the following minimum requirements: 

• Experience: Proven experience in corporate and public sector design 

projects, preferably involving complex publications, reports, and promotional 

materials. 

• Software Proficiency: Demonstrated proficiency in industry-standard 

design software, including the full Adobe Creative Cloud suite (InDesign, 

Illustrator, Photoshop and Acrobat). 

• Project Management Capability: Ability to manage and deliver multiple 

design and print projects simultaneously, adhering to deadlines and quality 

standards. 

• References: Submission of a minimum of three (3) reference letters from 

reputable organisations where the bidder has provided design and layout 

services within the past three (3) years. 



Docusign Envelope ID: EA112970-C0B0-4C87-AF1A-2AE8AE60CCA0 

Adv. FDP Tlakula (Chairperson), Adv. LC Stroom (Full-time Member), 

Ms. AR Tilley (Part-time Member), Mr. MV Gwala (Part-time Member). 

Mr. M Mosala (Chief Executive Officer) 

5 

 

 

 

  o Each reference letter must include details of the specific services 

and deliverables rendered. 

o Each letter must also reference design products completed for that 

organisation (e.g., annual reports, brochures, digital posters, or 

other strategic publications). 

o These products should form part of the portfolio as outlined below. 

• Portfolio: A comprehensive portfolio of previous work (by the organisation 

and NOT individuals) demonstrating creative quality and technical proficiency, 

including: 

o A minimum of ten (10) previously published *available online or 

public domain* (eg. An annual report would be on the 

organisation’s website) graphic design projects, including: 

▪ At least two (2) strategic documents (e.g., Annual 

Reports, Annual Performance Plans, or similar corporate 

publications). 

▪ Examples of digital posters *on the public domain*, 

brochures, and other promotional materials all of which 

must be available on the public domain. 

• Capacity: Availability of a dedicated lead designer to liaise with the 

Information Regulator throughout the project lifecycle. 

  Evaluation Criteria 

 Evaluation 

Criterion 

Description  

1. Relevant 

Experience 

Demonstrated experience in corporate and public sector design 

and layout projects, including publications, reports, and 

promotional materials. 

 

2. Portfolio 

Quality 

Quality, creativity, and diversity of submitted portfolio items. All 

portfolio items must be published and publicly accessible. 

Portfolio items must directly correspond to the reference 

letters provided, allowing verification of actual delivered work. 

Portfolio must include: Minimum of 10 published graphic design 

projects (including at least 3 strategic documents such as annual 

reports) 

 

3. References Submission of 3 reference letters from reputable organisations 

confirming delivery of design and layout services within the past 

3 years. Each letter must detail the specific services and 

deliverables and be supported by verifiable portfolio items as 

outlined above. 

 

4. Technical 

Capability 

Demonstrated proficiency in Adobe Creative Cloud (InDesign, 

Illustrator, Photoshop and Acrobat). Ability to manage multiple 

projects simultaneously. 

 

5. Project 

Management & 

Quality 

Assurance 

Clear project management approach, quality control measures, 

and capacity to meet deadlines while maintaining design and 

brand standards. 

 

Detailed 

Workplan with 

Timelines: 

• Bidders must provide a comprehensive workplan 

outlining all phases of the project, including design, 

review, approval, and printing. 
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    • The workplan must clearly indicate timelines, 

milestones, and delivery dates to ensure alignment 

with project objectives and deadlines. 

 

 

 
3. Additional Information 

 

 

Description Details 

Required Documents for 

Quotation 
1. Tax Clearance Certificate 

 2. Original certified BBBEE Certificate/Affidavit 

 3. Most recent CSD registration report 

 
4. Quotations valid for two (2) months 

 5. Delivery period 

Non-compliance Bids not in compliance or received after the closing date 

Specification signed off 

Initials and Surname: 
MR M. DIMBA 

Executive: Education and Communication 

 Date: 04-Nov-2025 | 12:20 SAST 

 


