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Terms of Reference (ToR)

Procurement of a Graphic Designer for the SS-AICC-A Project
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[bookmark: _bookmark0]Information on the Contracting Institution
The Canadian Institute of Technology, as the contracting institution, is issuing this procurement notice for the ongoing project involved in the EIT Culture & Creativity programme, for the awarded Project number 25-004-2-005-005 – Smart and Sustainable AI Content Creation for Audio-Visual (SS-AICC-A). This project is funded by the European Union under the European Institute of Innovation & Technology (EIT) Culture & Creativity. It aims to address the pressing need for digital, entrepreneurial, and cross-disciplinary skills in the Cultural and Creative Sectors (CCSI). The project will develop and deliver an innovative online training course targeting freelancers, microenterprises, SMEs, and students across Europe, including those in EIT RIS countries. The course focuses on four key pillars: AI-driven content creation, media data analytics, intellectual property protection, and content monetization.

All correspondence and submission of bids must be sent to all three of the following recipients:
· MsC, Inesa Sulaj, Project Coordinator: inesa.sulaj@cit.edu.al
· Ph.D. cand. Anisa Balla, Project Office Coordinator: citprojects@cit.edu.al
· Mr. Ubejd Osmani, Administrator: 
· ubejd.osmani@cit.edu.al

The invitation is open to qualified individuals or legal entities. Submission Deadline: 30.07.2025.

[bookmark: _bookmark1]Project Background and Objectives
The SS-AICC-A project aims to design and implement an innovative online training course titled "Smart and Sustainable AI Content Creation for Audio-Visual Media," addressing skill gaps in the Creative and Cultural Sectors (CCSI) with a focus on digital transformation and entrepreneurship from different member states of the EU or RIS countries.
· Enhancing digital and creative capabilities across Europe.
· Upskilling and reskilling through modular, online, real-time learning that's responsive to participant need.
· Supports the strategic objectives of EIT Culture & Creativity by harnessing AI to enable creativity and innovation in the cultural and creative sectors.
· Maximize outreach by utilizing EIT hubs, RIS networks, and local partnerships.
The course empowers participants to create and manage audio-visual content using AI tools in smart, ethical, and sustainable ways. Organized around four core pillars: AI-driven content creation, media data analytics, intellectual property protection, and content monetization, the course ensures participants acquire practical and future-oriented skills.
[bookmark: _bookmark2]Subject of Procurement
1.1 [bookmark: _bookmark3]Scope of Work
Scope of Work:
The contracted party (Graphic Designer) is expected to design and deliver a comprehensive suite of visual materials to support the branding, promotion, and delivery of the training course under the project. The key tasks include:
· Develop Course Branding:
· Design a distinctive Branding package that reflects the values and goals of the course.
· Define a visual identity to be used consistently across all course materials.
· Design Promotional Materials:
· Posters for online and physical distribution.
· Social Media Graphics tailored for multiple platforms (Instagram, Facebook, LinkedIn, etc.).
· Promotional Banners for the course website and email marketing campaigns.
· Graphics for Video Thumbnails to increase engagement on video-based content.
· Blog Post and Testimonial Graphics to support content marketing efforts.
· Video Trailers (visual assets only; video editing may be coordinated separately).
· Design Educational and Presentation Materials:
· Visually appealing Course Syllabus and Overview layout.
· Custom Visual Presentation Templates (PowerPoint/Google Slides).
· Course Module Covers or Headers for each training module.
· Infographics illustrating key concepts and data from the course content.
· Iconography for various course sections or topic categories.
· Certificates of Completion Design to be awarded to successful participants.
· Design for Email Campaigns:
· Visual layouts for Email Newsletters and announcements.
1.2 [bookmark: _bookmark4]Timeline
The graphic design work will be carried out starting from the contract signature on August 1, until 7th November, or the end of the project if there is any extension.
The deadline for submitting all finalized visual materials and deliverables is August 18. By the end of the project duration, all graphic design materials, editable files, and related visual assets shall be formally handed over to the Canadian Institute of Technology (CIT).
[bookmark: _bookmark5]Budget
The maximum available budget is €3,500 (VAT included). This amount is inclusive of all taxes, charges, and bank commissions, which shall be borne by the provider.

[bookmark: _bookmark6]Bid Requirements
[bookmark: _bookmark7]Bids must include:
· A portfolio showcasing relevant graphic design projects, preferably in the fields of education, training, or the Cultural and Creative Sectors (CCSI), including branding, promotional, and digital media materials.
· A CV or professional biography of the individual or key team members, highlighting relevant experience in graphic design, visual communication, branding, and multimedia production.
· A detailed technical and implementation plan, including a timeline covering the full period of design and delivery, aligned with the expected outputs listed in the Terms of Reference.
· A financial offer presented in EUR, clearly specifying net and gross amounts.
· A statement confirming adherence to intellectual property rights, originality of work, design quality standards, data protection regulations (where applicable), and availability throughout the project duration, including for follow-up support or revisions after the initial delivery of materials.
Selection Criteria
Bids will be evaluated based on best value for money, considering the following criteria:
· Quality, creativity, and relevance of the proposed graphic design approach, including alignment with the project's visual identity, branding standards, and technical feasibility (40%).
· Relevant professional experience and portfolio strength, including qualifications and demonstrated expertise in design projects related to education, training, or the Cultural and Creative Sectors (CCSI) (30%).
· Clarity and completeness of the technical and implementation plan, including timeline, deliverables, and responsiveness to the outlined design tasks (20%).
· Financial offer and cost-effectiveness (10%).

The contracting authority reserves the right to cancel the procedure at any time if there is a risk of breaching standard EU bidding procedures. Costs incurred in the preparation of offers are not refundable.

[bookmark: _bookmark8]Quality Assurance
The service provider shall perform the graphic design services and related tasks in accordance with the highest professional and creative standards, ensuring:
· All visual materials and deliverables specified in the Terms of Reference (ToR) are completed with creativity, accuracy, and alignment with the objectives of the Cultural and Creative Sectors (CCSI).
· Compliance with intellectual property rights and data protection regulations, ensuring confidentiality and appropriate use of all shared content and branding elements.
· Timely submission of all design outputs, including course branding, promotional materials, and digital assets, according to the approved timeline.
· Effective collaboration and clear communication with the Project Coordinator, Mrs. Inesa Sulaj, and responsiveness to the team’s feedback.
· Addressing any revision requests promptly to ensure high-quality and usable final outputs.
· Availability for technical support and minor adjustments related to design assets during and shortly after the project implementation phase.
· Secure and organized handover of all design files (editable and final formats), branding materials, and documentation to the Canadian Institute of Technology (CIT) by the agreed deadline.
Failure to meet quality standards may lead to rejection of deliverables, delayed payments, or termination of contract.
[bookmark: _bookmark9]Submission Instructions
Send your complete bid by 30.07.2025, via email to:
· inesa.sulaj@cit.edu.al
· citprojects@cit.edu.al
· [bookmark: _GoBack]ubejd.osmani@cit.edu.al
Subject line: Bid – Procurement of a Graphic Designer for the SS-AICC-A Project
Project co-funded by the European Union. Views and opinions expressed herein are however those of the author(s) only and do not necessarily reflect those of the European Union or European Education and Culture Executive Agency (EACEA). Neither the European Union nor the granting authority can be held responsible for them
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