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TOR-G  ·  Layout and Graphic Designer
Layout, Visual Design, and Print Production Support Across All SPARK Knowledge Products

	Position:
	Graphic Designer

	Duration:
	Approximately 5 weeks

	Reports to:
	Resilience and Adaptation Manager, CARE Philippines

	Location:
	Remote / Philippines-based

	Expected Start and End Dates:
	August 3 – September 11, 2026


I.	Background
The SPARK Project (Scaling Preparedness, Anticipation, and Resilience Knowledge in the Philippines) will produce a substantial suite of knowledge products and technical publications during May–June 2026 across multiple workstreams. These include: at least five (5) case studies and impact briefs on localization, equitable partnerships, community savings groups, and resilient livelihoods; an updated CSG/DRR Manual consolidating four volumes into a single English-language edition; and an IRM Mapping Report synthesizing nearly two decades of Integrated Risk Management programming. All of these products require professional layout, visual design, illustrations, and print-ready production before they can be published and disseminated.
While individual TORs reference coordination with a graphic designer, a dedicated cross-cutting design function is required to manage visual production across the SPARK knowledge products suite. This TOR covers the engagement of a graphic designer for six weeks (August 3 – September 11, 2026) to receive near-final or final content from all SPARK consultants and turn around publication-ready layouts on an accelerated schedule. Given this timeline, the graphic designer is expected to work from content that has substantially cleared the editorial review process under the Knowledge Products Editor and Quality Controller, minimizing revision rounds and enabling focused production work.
II.	Objective of the consultancy
The objective of this consultancy is to provide rapid-turnaround graphic design, layout, illustration, and print production services for all SPARK knowledge products requiring visual design support, within an engagement period of over 6 weeks (August 3 – September 11, 2026). Specifically, the consultant will:
1. Develop an expedited SPARK visual style reference (colors, fonts, layout grid) for consistent application across all knowledge products, delivered within the first two days of contract signing
1. Produce publication-quality layouts for all knowledge products commissioned under TOR-A, TOR-B, TOR-C, and TOR-D, in coordination with the respective consultants and the TOR-E editor, within a single consolidated revision round per product
1. Design infographics, illustrations, data visualizations, and other visual elements to support key findings and evidence in the case studies, impact briefs, and mapping report
1. Manage the layout and design of the updated CSG/DRR Manual, ensuring visual accessibility and suitability for field use
1. Deliver all products in both print-ready (PDF) and web-optimized formats, and provide editable source files to CARE Philippines
III.	Duration and Level of Effort
Contract Period: August 3 – September 11, 2026
Level of Effort: Approximately 30 days LOE (August 3 – September 11, 2026)
IV.	Scope of Work
1. Design standards and onboarding
1. Review CARE Philippines’ existing branding guidelines, knowledge product templates, and any SPARK-specific visual standards
1. Develop an expedited SPARK visual style reference covering typography, color palette, iconography, layout grids, and infographic styles for consistent use across all SPARK knowledge products, and deliver it within two (2) days of contract signing
1. Share the expedited style guide with all SPARK consultants and the TOR-E editor immediately upon contract signing
1. Attend a rapid onboarding coordination meeting with the SPARK consulting team within the first two (2) days of contract signing to confirm design scope, content handover timelines, file exchange protocols, and prioritization across workstreams
2. Layout and visual design — Case studies and impact briefs
1. Receive draft content from consultants developing case studies for localization & equitable partnership and on CSGs and produce professional publication layouts for at least five (5) case studies and impact briefs
1. Design infographics, illustrations, call-out boxes, data visualizations, and supporting visual elements to bring key findings to life for practitioner and donor audiences
1. Incorporate one (1) consolidated round of feedback from CARE Philippines, ACCORD, and the Knowledge Products editor per product
1. Deliver final files for each product in print-ready PDF and web-optimized PDF formats, and provide InDesign or equivalent editable source files to CARE Philippines
3. Layout and visual design — CSG/DRR manual
1. Work closely with the CSG/DRR manual consulting team to produce the full layout of the updated manual, structured for practical field use by community facilitators, partner staff, and local government counterparts
1. Design chapter openers, section dividers, instructional diagrams, icons, illustrations, and visual aids that support field application of manual content
1. Ensure the manual layout is visually accessible, clearly organized, and production-ready for print at the specified quantities
1. Facilitate a final layout review with CARE Philippines before proceeding to print, and incorporate consolidated feedback before producing print-ready files
1. Deliver the final print-ready PDF, InDesign or equivalent source files, and coordinate print production logistics with the CSG Manual consulting team
4. Layout and visual design — IRM mapping report
1. Receive the final draft of the IRM mapping report from the relevant consulting team and produce a professional, publication-quality layout.
1. Design supporting visual elements as needed, including maps, process diagrams, timelines, and data summary graphics
1. Incorporate one (1) consolidated round of feedback from CARE Philippines and the TOR-E editor
1. Deliver the final report in both print-ready PDF and web-optimized PDF formats, with editable source files provided to CARE Philippines
5. Final production and handover
1. Conduct a final check of all delivered files for branding compliance, print resolution, and file integrity before submission
1. Deliver a complete file package to CARE Philippines, including all print-ready PDFs, web-optimized PDFs, and editable source files for every SPARK knowledge product
1. Provide a brief handover note documenting the design system, font and asset inventory, and file naming conventions for future reference and re-versioning by CARE Philippines
Deliverables
	#
	Deliverable / Milestone
	Timing

	1
	SPARK visual style reference delivered; rapid onboarding coordination meeting completed
	By August 10, 2026 (within 7 days of contract signing)

	2
	First-round layouts and design for all TOR-A and TOR-B draft knowledge products submitted for consolidated review
	August 20-21, 2026

	3
	First-round layout and design of TOR-C (CSG/DRR Manual) submitted for review; revised final layouts and design for TOR-A and TOR-B incorporating consolidated feedback
	August 27-28, 2026

	4
	First-round layout and design of TOR-D (IRM Mapping Report) submitted for review; final layout and design of TOR-C incorporating consolidated feedback
	September 3-4, 2026

	5
	Final print-ready and web-optimized files for all SPARK knowledge products, complete file package with source files, and handover note delivered to CARE Philippines
	By September 10-11, 2026


V.	Reporting and supervision
The consultant will report to the Resilience and Adaptation Manager, CARE Philippines. Day-to-day coordination will be through the IKM Officer. Working modality includes bi-weekly check-ins, a shared design production tracker, and written updates at each phase transition. The consultant will work closely with all SPARK consultants as a service provider receiving content from them and will coordinate with the Knowledge Products editor to ensure layout-stage changes do not introduce editorial errors or inconsistencies.
VI.	Required Qualifications
1. Minimum three (3) years of professional graphic design experience, with a demonstrated portfolio of publication design for NGOs, development organizations, or similar sectors
1. Demonstrated experience laying out multi-page publications including reports, manuals, and knowledge products for print and digital distribution
1. Proficiency in professional layout and design software, including Adobe InDesign and Adobe Illustrator (or equivalent); proficiency in Photoshop is an advantage
1. Experience designing infographics, data visualizations, and instructional visual aids for non-technical audiences
1. Familiarity with print production requirements including bleed, trim marks, color profiles (CMYK), and print-ready file preparation
1. Strong attention to detail, ability to manage multiple concurrent design workstreams, and ability to meet tight, interdependent deadlines
1. Experience working with CARE Philippines, ACCORD, or humanitarian and development sector organizations is an advantage
1. Philippines-based contractors are preferred; strong remote candidates will be considered
VII.	Payment Schedule
1. 30% upon contract signing and submission of the approved SPARK visual style reference and completion of onboarding coordination (by August 10, 2026)
1. 40% upon submission of first-round layouts for all knowledge products.
1. 30% upon delivery of the complete final file package for all SPARK knowledge products, with all print-ready PDFs, web-optimized PDFs, source files, and handover note, accepted by CARE Philippines
Payments will be processed within fifteen (15) business days upon receipt of an approved invoice. Any applicable taxes will be withheld as per Philippine laws. CARE Philippines reserves the right to withhold final payment until all design deliverables have been reviewed and deemed satisfactory.
How to Apply
Interested applicants must submit the following:
1. Technical proposal (maximum 5 pages): understanding of the TOR, proposed methodology, design approach, and work plan
1. Financial proposal: detailed fee or rate breakdown aligned to the deliverables and payment schedule above
1. CV(s) of the proposed consultant(s) or team members
1. Design portfolio with at least two (2) samples of similar work: preferably multi-page publications, reports, or manuals produced for NGOs or development organizations
1. Contact details of two (2) professional references
Submit to:  phl.procurement@care.org
Deadline:  July 29, 2026; 12 NN

This TOR is issued under the SPARK Project, funded by CARE Nederland and CARE Philippines. All outputs produced under this engagement are the intellectual property of CARE Philippines and ACCORD as applicable. The selected consultant or contractor will be required to sign the standard consultancy agreement inclusive of PSEA, safeguarding, data protection, and confidentiality provisions.
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