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REQUEST FOR QUOTES (RFQ) FOR
GRAPHIC DESIGN SERVICES


July 1, 2026 – June 30, 2027
Renewable for three (3) additional one (1) year periods


Issued: Monday, April 6, 2026

Deadline for Submission: Monday, April 27, 2026, 3:00 PM


Workforce Board Lehigh Valley
555 Union Boulevard
Allentown, PA 18109
www.lvwib.org 


Workforce Board Lehigh Valley reserves the right to modify any of the enclosed specifications.



In accordance with Public Law 101-166, Section 511, known as the Stevens Amendment, this Request for Quotes (RFQ) is 100% funded with federal funds. The agreement to be entered into as a result of this RFQ will also be 100% funded with federal funds.


	I. Introduction



The Commonwealth of Pennsylvania has designated Lehigh and Northampton Counties in Northeast Pennsylvania as the Lehigh Workforce Development Area in accordance with provisions of the Workforce Innovation and Opportunity Act of 2014 (WIOA) Public Law 113-128. The Lehigh and Northampton County Executives are the Chief Elected Officials (CEOs) as described in WIOA. Together with the WBLV, they are responsible for developing and implementing the public workforce development system in the Lehigh Valley.

The Workforce Board Lehigh Valley (WBLV) is responsible for overseeing workforce development programs and services for job seekers, employers, training providers, and community partners.

	II. Purpose



The purpose of this RFQ is to solicit quotes from qualified graphic design firms or independent consultants to provide professional design services that support workforce development initiatives, employer engagement, participant outreach, and compliance with PA CareerLink® branding and accessibility requirements.

	III. Scope of Work



The selected vendor will provide graphic design services, which may include but are not limited to:

· Development of print and digital outreach materials such as flyers, brochures, posters, and fact sheets.

· Design reports, presentations, and infographics.

· Social media graphics and digital outreach assets.

· Event materials such as signage, banners, and displays.

· Redesign of existing materials.

· Coordination with WBLV staff to ensure accuracy, clarity, and compliance.

Deliverables expected from the vendor may include, but are not limited to:

· Outreach and participant materials.

· Employer and partner engagement materials.

· Digital and online graphics.

· Data visualizations and infographics.

· Event and workforce campaign materials.

· Production-ready files.

All materials must comply with applicable branding guidelines, meet Section 508 and ADA standards, incorporate nondiscrimination and equal opportunity statements, and be suitable for diverse populations, including individuals with disabilities and limited English proficiency.

All materials and any other deliverables produced under the agreement entered into as a result of this RFQ would be the property of the WBLV.

	IV. Who May Apply



WBLV is seeking the services of a graphic design firm or an independent consultant to provide services. The WBLV is looking for a single entity to provide services.

The vendor should be able to demonstrate:

· Experience providing graphic design services to public sector, non-profit, or workforce development organizations.

· Proficiency with industry-standard design software.

· Ability to meet deadlines and accommodate revisions.

· Capacity to manage multiple projects simultaneously.

· Familiarity with accessibility and compliance standards.

Vendor(s) may be public or private not-for-profit corporations, local educational agencies, business and/or trade associations, private for-profit organizations, labor organizations, and governmental units, including municipalities. Minority and women-owned businesses are encouraged to submit proposals.

	V. Agreement Term



The WBLV expects this agreement to begin July 1, 2026, with an initial term through June 30, 2027. There will be the option to renew the agreement for up to three (3) successive one (1) year periods at the discretion of the WBLV.

	VI. Questions



Questions regarding this RFQ should be submitted to info@workforcelv.org by 3:00 PM on Wednesday, April 15, 2026.

WBLV will make every effort to post responses within two (2) business days.

Please do not contact the WBLV, their elected officials, or board members directly, as this may result in your quote being voided and not considered.

Modifications and clarifications to this RFQ will be posted on the WBLV website, www.lvwib.org, along with the answers to any questions posed. The WBLV will not respond to individual phone inquiries, nor will the WBLV email responses be on an individual basis. It will be the vendor’s responsibility to check the WBLV website for responses to their questions.

	VII. Request for Quotes Submission



RFQ Due Date and Review Process

All dates are subject to change by the WBLV.

	Event
	Date and Time

	RFQ issued to the public
	Monday, April 6, 2026

	Deadline for submitting questions
	Wednesday, April 15, 2026, 3:00 PM

	Deadline for submission
	Monday, April 27, 2026, 3:00 PM



Late quotes will not be accepted.
Quotes should be submitted via email in both Microsoft Word and PDF formats, addressed to info@workforcelv.org, Subject Line: Graphic Design RFQ. Hard copy responses will not be accepted.

The quote should contain the following information in the order stated, so that the reviewers will find it easy to compare the proposal:

1. A letter of transmittal signed by an authorized representative of the organization. This letter of transmittal must state the name(s) of the individual(s) authorized to negotiate with the WBLV and sign agreements on behalf of the organization.

2. The RFQ Application Cover Page.

3. An Executive Summary.

4. An overview of the organization, including years of experience and knowledge in graphic design.

5. Examples or a portfolio of comparable work. URLs may be accepted.

6. Proof of Insurance.

7. The name(s), resume(s), and a summary of the experience of the individual(s) to be assigned to the project.

8. Availability and turnaround time.

9. Three (3) business references, if the vendor has not contracted with the WBLV in the past two (2) years.

10. A detailed budget and budget narrative, including hourly rate and/or flat-fee pricing by deliverable and any additional costs such as rush fees, revisions fees, etc.

Failure to provide the required information may result in the quote being considered non-responsive.
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	RFQ Application Cover Page

	
Business Name: _____________________________________________________
  
Address: ___________________________________________________________
  
Telephone: _______________   Fax: ______________   SAM #: ______________

Email: ______________________________________   DUNS #: ______________
  
Contact Person: _____________________________________________________ 
  
Title/Position: ___________                                                                                         
  
Federal ID #: ________________________________________________________ 
  
Minority Business Owner: ____________________________________________ 

Certifying Agency: __________________________________________________ 




	Check applicable category:

	
	Corporation
	
	For-Profit Organization

	
	Partnership
	
	Other Public Agency: _____________

	
	Commonwealth Agency
	
	Community-Based Organization

	
	Labor Organization
	
	Business Organization

	
	Not-For-Profit Organization
	
	Other: _________________________

	
	Sole Proprietorship
	
	


 
By typing their name in the space below, the vendor acknowledges that they have read, understand, and agree to the proposal application instructions, including the budget and cost requirements.

______________________________________________________________________
Name of Officer, Chair, or Official who has authority to bind the organization. Failure to sign will deem your proposal non-responsive.

______________________________________________________________________
Date
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