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1. Background  
Littlehampton Town Council provides a range of services to more than 30,000 residents across the 

Town. Progress Newsletter is our residents’ newsletter published four times a year and delivered 

door to door to almost every home in the Town. It is also online at www.littlehampton-

tc.gov.uk/progress-newsletter  

It publicises the services the Council provides, key news for the Town including housing and 

highways developments and showcases some of the community’s achievements.  

The Newsletter is currently produced as an A4 8-page publication for the Spring, Summer and 

Autumn issues with the Winter issue being a 12-page publication to include a four-page picture 

special. Progress has an all-party editorial board which oversees the magazine’s production and 

agrees content.  

The Town Council works with an appointed Journalist to write content for each issue. Photography 

is supplied by the Town Council with 90% of the images being taken by a professional 

photographer.  

2. Publication Aims and Objectives 
 

• To provide a Littlehampton publication which residents recognise and identify with, which 

is eye-catching, contemporary and professional 

• To create the opportunity for regular communication/dialogue with residents i.e. to build an 

ongoing relationship with the residents the Town Council serves 

• To reinforce the Town Council’s good reputation  

• To promote the work of the Town Council  

• To focus on activities and issues important to the community  

• To make residents aware of services that the Town Council provide and which they can 

access 

• To promote the successes of the Town Council including new initiatives or changes to 

existing services 

• To pass on information that the Town Council is required to provide by law, such as budget 

figures  

• To conform with environmental policies. 

3. Target Audience 
The Town Council wishes to appeal to a wide audience. 

• Residents – recent survey indicates majority of readers are aged 40+ 

• Prospective Employees 

• Prospective Volunteers 

 

 

 

 

http://www.littlehampton-tc.gov.uk/progress-newsletter
http://www.littlehampton-tc.gov.uk/progress-newsletter
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4. Content  
 

• A balance of stories (backward-looking and forward-looking) that represent services and 

successes across the Town Council. Sometimes signposting to our website for in depth 

stories 

• A number of ‘adverts’ for Town Council services such as the Southfields Jubilee Centre and 

weddings at the Manor House 

• External adverts varying in size from sponsors, 90% of the time the artwork is supplied but 

sometimes it has to be designed 

5. Process  
 

• Editorial Board meets to discuss content 7 weeks before distribution date 

• Copy supplied to designer at least 3 working days before a proof is needed for Editorial 

Board’s second meeting (3 weeks before distribution date) 

• Sign off 7 days before distribution date. 

• The final decision on content of the Newsletter lies with the Editorial Board and the Town 

Clerk. 

6. Outline Brief 
 

Format: A4 8-page publication (Spring, Summer and Autumn), A4 12-page publication (Winter) 

Paper: 115gsm silk from sustainable sources (logo to be displayed in the publication) 

Print run: 14,000 (increases by 250 each year) 

Colour Scheme 

• Current publication title banner to remain 

• Inner colours can remain or change 

• Inspiration can be drawn from Council logo  

Style 

Font: modern and easy to read across all ages. 

Footer: repeated throughout – website, social media, phone number and page number. 

Call to Action: a box with each article providing readers with details of where to read more about 

the article, who to contact, how to apply etc. This would be standard throughout the publication. 

Copy: written by an external copywriter and supplied to designer by the Town Council. Spellcheck 

must be used by the designer too. 

Photography: 90% of images to be provided by the Town Council but graphics and stock images 

may have to be sourced by the designer occasionally. 

Proofs: at least one to be emailed 3 days before the Editorial Board’s second meeting. 

Amendments to be made following meeting. 
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Delivery: Town Council’s storage unit in Littlehampton. 

Layout 

The current layout can change from time to time. Suggestions from tender applications for making 

it more appealing and reader-friendly are welcome. 

Cover  

• LTC logo on the cover  

• Large image 

• In this issue teasers  

Inner cover 

This space can be used to promote Council services such weddings at the Manor House, 

Southfields Jubilee centre or event sponsor adverts. 

Page 3 

• Mayor’s message with picture – call to action (CTA) 

• Mayor’s Shout-out – Text with picture and CTA 

• Latest News – this could be last minute additions. 

• Adverts 

Pages 4 to 7 

• Short articles with large images, leading fonts and variation in typeface, call to action 

section (direct to phone number and/or weblink) 

• Heading 1, 1st paragraph and body all in different size font and possibly colour. 

• Quotes to standout using Councillor photos and different font colours. 

Page 8 

• Dedicated section for event listings with highlights section 

• Who is your Councillor (pictures and contact details) which is included once a year. 

 

7. Contract Opportunity 
 

We are looking to award a contract of two years starting with the Autumn 2022 issue and ending 

with the Spring 2024 – a total of seven issues. 

Ideally, the design and print service would be provided by the same company but we are open to 

quotations from designers only as well as print only companies. Should you be a company that 

provide both services but would be happy to design or print only in the eventuality of us wanting to 

combine two different businesses, please ensure you complete the appropriate section of the 

quotation form. 

We will require proofs a minimum of 2 days before the second editorial meeting. On average, it 

takes six versions to reach sign off. However, amendments following the first/second proof tend to 

be minimal.   
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Below is the timescale for each issue. 

*Dates to be approved by Council in January 2023 

8. How to submit a quotation 
Quotations must be submitted via email by Friday 10 June 2022 and marked ‘Progress Newsletter 

Quotation PRIVATE & CONFIDENTIAL’ to: 

Sofia Chittenden schittenden@littlehampton-tc.gov.uk – Please note that the paperwork MUST be 

in an attachment. 

 

Before a decision is made you may be called for an informal discussion. 
The Council will make a decision by the 17 June 2022. 
If you wish to discuss this contract further, please contact Sofia Chittenden via email 
schittenden@littlehampton-tc.gov.uk or call 01903 732063. 
The successful company will be required to enter into a contract with Littlehampton Town 
Council.  
 

9. Supporting documents 
Please tick the information/documents you will be sending with your Quotation: 

Essential 

 Cover letter summarising your experience in delivering similar projects 

 Completed Company Questionnaire including referee details 

 Completed Quotation Form 

 Examples of previous work 

Issue Editorial Board 

Meetings 

Copy sent to 

designer 

Sign Off 

date 

Delivery Date/ 

Distribution 

AUTUMN 

2022 

17 June 

15 July 

8-12 July 3 August 12 August 

WINTER 

2022 

9 September 

7 October 

30 September 
– 4 October 

19 October 28 October 

SPRING* 

2023 

2 December 

27 January  

20 – 24 
January 

3 February 10 February 

SUMMER* 

2023 

31 March 

5 May 

28 April – 2 
May  

17 May 26 May 

mailto:schittenden@littlehampton-tc.gov.uk
mailto:schittenden@littlehampton-tc.gov.uk


Progress Newsletter 2022-2024 

Invitation for Quotation  

Page 5 of 8 
 

 

 

Desirable 

 Additional information that might help Littlehampton Town Council to reach a decision are 

welcomed as part of the Quotation such as a mock up of a Progress Newsletter page. 

10. What happens next – grading of quotation 

Part A: Pass/Fail Criteria 

To be considered, all candidates must; 

✓ Be able to fulfil the outline brief and contract requirements (paragraphs 6 and 7) 

✓ Complete the Quotation Form on page 6 

✓ Complete all sections of the company questionnaire on page 8 

Part B: Added Value & Price 

Scores will be given based on quality and the level of service offered within the Quotation when 

compared with the pricing. 

Meets all the criteria 1 

Meets all the criteria and gives limited added value 2 

Meets all the criteria and gives substantial added value 3 

Meets all the criteria and gives exceptional added value 4 

Weighting 

To ensure best value, the weighting of each section is as follows; 

Added Value: 10% - what sets you apart from other competitors  

Quality of Work: 40% 

Price: 50% 
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11. Quotation 

 

 

What service do you provide? 

Design 
and print 

 Design only  Print only  

Design A4 – 8 Page A4 – 12 Page   

Design costs - provide 

cost per issue and 

allow for amendments 

and re-proofs 

    

Amendments outside 

of the allowance – 

please provide cost 

per hour 

    

Print A4 – 8 Page 

14,000 copies 

A4 – 12 Page 

14,000 copies 

A4 – 8 Page 

14,250 copies 

A4 – 12 Page 

14,250 copies 

Print costs – these 

should be fixed costs. 

If costs are likely to 

change such as raise 

in the paper supply, 

use the ‘other costs’ 

section to explain. 

    

Other costs – please explain 

 

 

 

 

For companies able to provide both services. 
Would you be happy to have your services combined with another company? I.e. You 
design and we use another business to print or vice versa? We would deal with the 
other company directly.  

Yes  No  
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12. Company Questionnaire 
Contractors are required to complete the following information regarding their organisation. During 

the tender process all information will be kept confidential and only accessed by those Officers and 

Members involved in decision making. If your quotation is successful, some details will be available 

to the public via our financial declarations or by Freedom of Information. Unsuccessful tenders will 

be kept for two years. By submitting your Quotation, you accept these terms.  

Section 1: Contact Details 

Name  

Business Name  

Direct Telephone Number  

E-mail Address  

Company Registration Number if 

applicable 

 

Registered Company Address   

 

Postcode  
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References (Please supply 2 professional referees, ideally where you have provided 

a similar service. We will only contact them if you reach the final stages of the 

process). 

Referee 1 

Client Name  

Address  

Postcode  

Telephone  

Email  

Nature of Contract  

Referee 2 

Client Name  

Address  

Postcode  

Telephone  

Email  

Nature of Contract  


